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Skills Check 
Rate how confident you feel about the skills tested in this section:  

Skill Not a clue! I know a 
little 

I feel okay 
with this 

I feel quite 
confident 

I feel very 
confident 

Define key layout features 
      

Identify how layout features questions 
might be presented 

 
     

Identify layout features in texts   
      

Give examples of key layout features  
      

 

When you have finished the booklet, use a different colour to mark your confidence levels again.  

 

Layout Techniques 

Introduction 
 

On the exam, there may be one or two questions asking you to identify or give 
examples of layout techniques or features. These are visual features you can see 
when you look at a text.  

 

It is a good idea to look at the language devices guide alongside this one.  
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Layout Techniques   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try it Out  

  

Layout techniques can be referred to as text features, presentational 
features, organisational features or layout features. 

 

A number of features are listed below, but there are other formatting 
techniques that may be used on a text. 

Examples of Layout Techniques 

 Bold/underlining/italics 

 Different font styles 

 Different font sizes 

 Heading or subheadings 

 Bullet points/numbered lists 

 Image or images 

 All capital letters 

 Sections 

 Paragraphs 

 Hyperlinks 

 Boxes/text boxes 

 Coloured text or background 

 Table 
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Question 1  

Some of the layout techniques mentioned are used at least once in this 
article. Label all the ones you can see.  

 

Benefits of Drinking Water 
 

We all know that drinking water is good for us but sometimes we are busy with our day 
to day work and studies and forget to make sure we are getting enough fluid. Do you 
know how much fluid you should be drinking each day? UK experts recommend we 
drink at least 6 to 8 glasses of fluid a day to stay hydrated. That’s about 1.2 litres.  
 
What should we be drinking? 
Water, lower fat milk and sugar-free drinks, including tea and coffee, all 
help you to stay hydrated. You should try to avoid, or cut down on, fizzy 
drinks, squashes and juice drinks as they can contain high levels of added 
sugar and very few nutrients.  
 
You can find out more here: https://www.nhs.uk/live-well/eat-well/water-drinks-nutrition/ 

 
Why is drinking water so important?  
Dr Imran Rafi, chairman of clinical innovation and research at the Royal College of GPs, 
said: “Drinking enough water is important in keeping healthy, both physically and 
mentally”. Studies show that even mild dehydration, such as losing between 1 and 3% of 
body fluid, can affect your working memory and concentration. It can cause headaches 
and increase feelings of anxiety or tiredness.  
 
If you exercise regularly, then you should aim to drink more to ensure you don’t become 
dehydrated as athletes can lose as much as 6–10% of their water weight via sweat. If you 
start to feel dizzy or lightheaded, tired or have a dry mouth or lips, then you might be 
dehydrated. 
 
Benefits of staying hydrated  
Staying hydrated has many benefits such as improving concentration and slightly 
increasing your metabolism, which can increase the number of calories you burn on a 
daily basis. Drinking water can also improve your cardiovascular health, which is the 
health of your heart and its blood vessels. It can also keep your skin healthy and help 
your muscles to work effectively.  
 
 

 

 

 

In summary, here are some tips to help you stay hydrated: 
 Drink between 6 and 8 glasses of fluid per day 
 Avoid sugary drinks 
 Drink more water if you are exercising 
 Watch out for signs of dehydration 
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Exam Terminology 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try it Out  

Question 2  

Read the text on climate change on the next page. Which organisational feature 
is used to show the amount of ice lost per year in Greenland and Antarctica?  

 

Here are some ways that layout features/techniques questions may be 
presented on the exam:  

 Identify two methods used by the writer of Text X to present ideas. 
Give an example to support each answer. 

 What feature has been included in the text to help the reader find out 
more about x? 

 What are two organisational features that have been used to help the 
reader locate the four main pieces of advice on x? 

 Compare how Documents 1 and 2 use language and/ or layout 
techniques to convey information about x. 

 Which organisational feature is used to present this information? 

 

 

There are various ways you might identify a question about layout 
techniques. Some examples are shown below.  

 

It is extremely important you don’t mix up layout features/techniques with 
language devices. Some questions may ask you to identify a mixture of the 
two and some will ask for one or the other.   

 

Read the question carefully. It 
might ask for a feature that 
presents a specific piece of 

information not just any 
feature that is used 

Answer box:  
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Try it Out  

Question 3  

Look at the text on drinking water and the text on climate change. Which layout 
features are seen in both texts?  

 

Climate Change 

What is climate change?  

We use the term climate change to talk about 
changes to the overall temperature on Earth. 
The average temperature on Earth is about 
15˚C. In the past the average has been much 
lower and also much higher. Many scientists 
believe that temperatures are increasing at a 
much higher rate than at any other time and 
this rise in temperature could prove deadly.  

What are the effects of climate change?  

Some effects of climate change can be seen such as glaciers shrinking and ice 
on rivers and lakes breaking up much sooner than it should. This doesn’t seem 
like much, but it could have a devastating and wide-reaching impact on our 
wildlife and environment. We need to act quickly to try to reverse some of the 
damage that has already been done.  

Top Facts About Global Warming 

 11% of all human greenhouse gas emissions are caused by deforestation.  
 NASA data shows that average global temperatures in 2019 were 0.98˚C 

warmer than the 20th century average. 
 There is a greater than 95% probability that current warming trends 

are caused by human activity.  
 Greenland lost an average of 286 billion tons of ice per year between 

1993 and 2016. 
 Antarctica lost about 127 billion tons of ice per year between 1993 and 

2016. 

Answer box:   


