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Local Government (Local Councillors)
Just as Westminster ‘devolves’ certain powers to the Scottish Parliament the Scottish Parliament ‘devolves’ certain of these powers to Local Government. Councillors are elected locally as they know the needs of their own area.
Structure of Local Government.

Local Government in Scotland is organised on a unitary basis (a system of government in which authority is centralised):  This means that each council is responsible for providing all services:

Scotland now has 32 councils in total, 29 councils on the mainland and three island authorities.

Each council is divided into small areas called wards. Three or four councillors represent each ward, depending on its size. You can approach any of the councillors who represent you.

Worksheet 1 - Who are your Councillors?
Your Tutor will give you a poster called ‘Your City Councillors’.  Using your poster – look up the Councillors for your area then:-

Write down your Councillors name(s).

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Write down the name of the ‘political party’ each Councillor belongs to.

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Write down the name of your ‘ward’.

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
For more information refer to www.glasgow.gov.uk
Worksheet 2 – Councillors’ ‘Surgeries’.
To be available to all the people within their area, Councillors hold what is known as ‘surgeries’.  ‘Surgeries’ mean that the Councillor has hired a hall on a specific day and time each month; this lets the people within their area know when and where to go if they want to speak to them about any issues or concerns they have.

Your Tutor will give you a leaflet called ‘Intouch’.  Read over the leaflet or refer to www.glasgow.gov.uk  then:-

Write down a list of your local Councillors’ ‘surgeries’.
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Write down the details of the Councillor and ‘surgery’ closest to your home address. For example

· The name of the Councillors.
· The name of the hall.
· The address.
· Times of the ‘surgery’.
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Your Councillors can help with many issues in your area, for example issues with:-

· Public transport and road maintenance.

· Planning decisions and licensing.

· Running of schools, libraries, museums and galleries.

· Social work services.

· Refuse collection.

· Housing benefit and council tax benefit. 

Worksheet 3 - Contact your Elected representative.
You can talk issues through with your Councillor ‘face to face’ at a ‘surgery’ as mentioned on the previous page or you can telephone.  The telephone number is included in the ‘Intouch’ leaflet.

Before you make your ‘call’, work with your tutor and write down what you would like to say during your telephone call.

To make the telephone call more ‘real’, students should practice the conversation sitting back to back.
Person A is the Councillor

Person B is the ‘local’ person making the telephone call.
Talk to each other for the length of time given by your tutor then change over so that you both have an opportunity of being the ‘Councillor’ and being the ‘local’ person ‘telephoning your Councillor’.

Tutor: for more in-depth information about punctuation (if required) please refer to separate punctuation worksheet/template on page 16 - 20. 

Worksheet 4 - Reading and Writing - Letter writing punctuation and spelling practice
You can also contact your Councillor by writing a letter to him/her, addressing your letter and envelope to either:-
(Councillor Name)
The City Chambers
 George Square
 Glasgow
 remember to include the Post code
 or

At any of the ‘surgeries’ shown in the ‘Intouch’ leaflet.
Discuss your letter with your Tutor, then decide:-

What you are going to write to your Councillor about (see list on page 5)

Which address is going on your draft letter?
Tutor: For more in-depth information on letter writing (if required) please refer to separate letter writing worksheet/template on page 16 - 20. 

Worksheet 5 – Reading, writing and punctuation

Correct the errors.
Dear councillor …………….

sorry I couldnt keep my appointment with you this evening my car wouldnt start it needed oil I had to walk to the nearest shop which was about 2 miles away to get some they didnt have the correct oil for my car I telephoned my wife she got me some on her way home from her work will it be alright to meet up next week
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Tutor: for more in-depth information about punctuation (if required) please refer to separate punctuation worksheet/template on page 16 - 20. 

Worksheet 6 - Reading and writing
Find the spelling mistakes then re-write the letter
This letter to your Councillor, has 12 spelling mistakes, can you spot them?

Dear counsellor,

I’m writing to complan about my bin min

They has become viry noisey, especially over the last tow weeks.  They emty the bins at nite . I can’t sleep and my famly are kept awake to.  It’s very noisy.

Wot can I do?

I look forward to hearing from you.

Yours sincerely

J Smith

Notes:---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Worksheet 7 - Reading and writing

Once you have found all the mistakes, rewrite the letter:-

Dear__________________________
I’m writing to complain about   

They______________________________________________
__________________________________________________
__________________________________________________
__________________________________________________
What______________________________________________
__________________________________________________
__________________________________________________

I__________________________________________________
__________________________________________________

Yours __________________________

Worksheet 8 - Understanding the meaning of words
Use your dictionary. Match the words to their correct meaning.

Discuss



period of time


Contact



Printed, folded sheet of paper 

giving information

Complain



to write, e-mail, phone, speak to

Member



to tell someone you are not 

happy

Details



consider by talking over 

Specific



do repeatedly/work at


Raise




attention to items/details

Practice



put forward for consideration

Length



definite/a particular thing

Leaflet



belong to a club/political party

Worksheet 9 - Working with the alphabet

The box below shows the order of the alphabet in CAPITAL LETTERS and small letters.
	A  B  C  D  E  F  G  H  I  J  K  L  M  N  O  P  Q  R  S T U  V  W  X Y Z

a   b   c   d   e   f   g   h   i   j   k   l   m   n   o   p   q   r  s   t   u  v  w  x  y  z


Using the alphabet above put the words into their correct order.
	Word
	Correct order

	discuss
	

	length
	

	complain
	

	member
	

	details
	

	specific
	

	raise
	

	practice
	

	contact
	

	leaflet
	


Worksheet 10 - Reading and writing
Find the correct word for each sentence.

1. If you join a political party, you become a ______________ of that party.

a) car
  
(b) member

(c) torch

2. If you have a housing issue, you can ________ it 

    with your Councillor.

a) read

   (b) work

  
(c) discuss

3. It’s a good idea to ____________ before you

    telephone your Councillor.
a) pack

   (b) focus


(c) practice

4. You’ll need to be  ___________ if you want 

    your Councillor to clearly understand the

    situation.
(a) social

(b) identity

(c) specific
Local Government Elections
Voting in the Local Government (Council) elections is different from voting in the Scottish Government (Holyrood) and UK Government (Westminster) elections. This way of voting is called the Single Transferable Vote (STV).

Each voter can choose to vote for a number of candidates.  Instead of putting a cross, as is the custom in other elections, the voter puts a number.  The voter chooses candidates in order of preference so a 1 would go next to the first choice, 2 next to the second and 3 next to the third and so on.  You can choose as few or as many candidates as you like.

The votes are counted in stages. To get elected a candidate has to reach a certain amount known as a quota. Once this quota has been reached the spare votes are transferred to the second preference. If not enough candidates have reached the quota then the one with the least amount of votes is eliminated and the votes are transferred to the next preference. 

Each council ward will have three or four councillors so the voter has a choice of which councillor to approach with their concerns.

Advantages:

•
This system gives the voter a choice of councillor with whom they can approach to voice their concerns.
•
Fewer votes are wasted as votes are transferred to the next preference

Disadvantages:

•
Understanding the process may cause confusion to the voter

•
Small parties, possibly extreme, may have an influence or hold the balance of power

For more information on voting systems check out. 

http://www.aboutmyvote.co.uk
http://www.electoral-reform.org.uk
http://www.glasgow.gov.uk/en/YourCouncil
Discuss with your tutor the various voting systems. What voting systems are used by club or organisations you belong to?
Tutor templates. 

Layout of a Formal Letter

The example formal letter below details the general layout that a formal letter should conform to. Each aspect of the formal letter is detailed more fully below the image.
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Formal Letter Writing Conventions. 

There are a number of conventions that should be adhered to when producing a formal letter. It is important that the overall structure is as clear and concise as possible and that you avoid the use of colloquialisms. 

Addresses.

1) Your Address 
Your address should be displayed in the top right-hand section of your letter. This will enable the person that you are writing to, to reply to your letter.

2) The Address of the person you are writing to
This address should be displayed beneath your address on the left-hand side of your letter, remember to include the name of the person that you are writing to. (If known) 

Date.

This should be displayed on the right-hand side of the page on the line beneath your address and should be written in full format:

  e.g. 1st January 2001

Salutation and Greeting.

1) Dear Sirs,
If you do not know the name of the person that you are writing to, use the greeting "Dear Sirs,". In some circumstances it is useful to find a name, especially if you are writing to make a request as this will show that you have done your homework and your letter is more likely to receive a response. 

2) Dear Mr Jones, 
If you know the name, use one of the following titles:

Mr - for a male
Mrs - for a married female
Miss - for an unmarried female 
Ms - for a female whose status is unknown or would prefer to remain anonymous 

Dr - for a person with the status of a doctor 

This should be followed by the surname only (not the first name).

Concluding a Letter.

1) Yours faithfully,
If you do not know the name of the person, end the letter with "Yours faithfully,".

2) Yours sincerely,
If you know the name of the person, end the letter with "Yours sincerely,". 

3) Your signature
Sign your name, then print it underneath the signature. If it is potentially unclear what your title would be then include this in brackets next to your printed name. 

Content of a Formal Letter.

In modern society there is a trend to use a shorthand writing style, for instance replacing the word "you" with "u" or replacing the word "weekend" with "wkend", there are many other examples. This casual approach and informal writing style can easily be transferred, sometimes subconsciously, when a more formal style is required.

Introductory Paragraph.

The introductory paragraph should be concise and should clearly state the purpose of the formal letter whether it is to lodge a complaint, make an enquiry or to request something.

Main Body. 

The main body of the formal letter should clearly state the points that you want to make in your letter. As a general rule it is a good idea to keep this as to the point as possible to ensure that the recipient remains engaged. Longer letters may be more appropriate when making a complaint as you may require to add more detail in order to convey the importance of what you are putting across.

Concluding Paragraph.

The concluding paragraph of a formal letter should outline what action you would like the recipient to take: to make a refund, to send you information etc. 

Principle Punctuation Marks in English

Internal Punctuation Marks. 

These are used to separate, enclose, or indicate the relation between elements within a sentence: 

Comma (,) the most common mark, indicates a separation between words, phrases, and clauses.

Semicolon (;) separates constructions of equal rank, not with the finality of a period but more definitely than a comma.

Colon (:) is a mark of anticipation, pointing to what follows: formal quotations, series too long or too complex to be prefaced by commas, and occasionally before explanation statements.

Dash (—) is a mark of separation or interruption, more emphatic than a comma, less frequently used.

Hyphen (-) is used to connect one part of a word to another, or to connect several words.

Brackets or Parentheses (  ) are used to enclose explanatory statements not built into the structure of a sentence.

End Stops 

These are used to mark the end of a sentence: 

Full stop or period (.) at the end of sentences, paragraphs, statements.

Question mark (?) after direct questions (What is the time?) but not after indirect questions - He asked me how you were. (Which is a statement rather than a question).

Exclamation mark (!) is used at the end of an exclamation or a vigorously stressed sentence; often overused.

Other Punctuation Marks. 

Quotation marks ("  ") are used to enclose speech in conversation and words or statements quoted from other sources. (Alternatively single quotation marks (' ') can be used).

Apostrophe (') is used in contractions (words made up of two words that have been combined: isn't, don't, won't etc.); they are also used to show possession (Mike's clothes).
Slash (/) most commonly used to indicate two possible words or concepts can be used in a sentence (and/or, man/woman etc.).
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