9

Improving Your Grammar, Spelling and Punctuation

Sandra Hargreaves and John Brennan

Developmental objectives

This chapter outlines the main things you need to know about:

· grammar

· spelling

· punctuation.

Grammar is a topic that many people find difficult, not just students with dyslexia and other specific learning differences (SpLDs). Some basic grammar is essential for writing. This chapter will deal only with the most important aspects of grammar:

· the parts of a sentence

· agreement of verb and subject

· the eight parts of speech

· the use of tense.

Spelling can be a difficulty for dyslexic students. This chapter outlines some of the strategies for learning how to spell. Punctuation is necessary in order to make completely clear what you are trying to say. Incorrect or absent punctuation leads to misunderstanding.

The most important punctuation marks are:

· full stops

· commas

· apostrophes

· semicolons

· colons

· question marks

· exclamation marks.

Grammar

Grammar concerns the systematic understanding of the features of a language. It is not the purpose of this chapter to look at grammar in detail, but you do need some rudimentary knowledge to overcome problems such as why your sentences might not make sense or are ambiguous and rambling.

The parts of a sentence

Sentences normally contain a subject and a verb. When editing your work, check that your sentences are complete. If the sentence you are editing does not contain a subject and verb, rewrite the sentence so that it does. Subjects are nouns or pronouns. Verbs are action words or the verb ‘to be’ or the verb ‘to have’. There must also be agreement between the subject and the verb so that singular subjects have singular verbs and plural subjects, plural verbs. If pronouns are involved in the sentence, they also must agree.

For example: The boy meets his friend every morning at the station. (Singular subject, singular verb and singular pronoun)

The boys meet their friends every morning at the station. (Plural subject, plural verb and plural pronoun)

Sentences can contain many more elements, and are often very complex, but they are not sentences if they do not contain the basic elements, that is a subject and verb agreeing with the subject, which is known as a finite verb. This unit of subject and finite verb is sometimes called the sentence kernel.

The eight parts of speech

All words in a language can be identified as different parts of speech (Table 9.1). Words fall into two broad categories: they can either be content words, which have meaning in their own right, such as nouns, verbs, adjectives and adverbs, or they can be structure words, which rely for their meaning on the context of the sentence in which they are used. Pronouns, prepositions, conjunctions and exclamations fall into the category of structure words.

Finally, on their own, are the articles – definite (‘the’) and indefinite (‘a’ or ‘an’).
Table 9.1 The eight parts of speech

	Content words 
	1
	Nouns 

	
	2
	Verbs 

	
	3
	Adjectives 

	
	4
	Adverbs 

	Structure words 
	5
	Pronouns 

	
	6
	Prepositions 

	
	7
	Conjunctions 

	
	8
	Exclamations 


The content words of English

Nouns

A noun is the name of something. There are four types of noun – namely, common, proper, collective and abstract. Table 9.2 defines these and gives examples of each.
Table 9.2

	Type 
	Definition 
	Example 

	Common 
	A common noun is a noun referring to a person, place, or thing in a general sense. Usually, you should write it with a capital letter only when it begins a sentence. 
	All the gardens in the neighbourhood were invaded by beetles this summer.

	Proper 
	You always write a proper noun with a capital letter, since the noun represents the name of a specific person, place or thing. The names of days of the week, months, historical documents, institutions, organisations, religions, their holy texts and their adherents are proper nouns.
	London is the capital city of the United Kingdom.

Abraham appears in the Talmud and in the Koran.

2015 marked the 800th anniversary of Magna Carta.

	Collective 
	A collective noun is a noun naming a group of things, animals, or persons. A collective noun always takes a singular verb in a sentence.
	The flock of geese spends most of its time in the pasture. 

	Abstract 
	An abstract noun is a noun that names anything you cannot perceive through your five physical senses.
	He was a man of principle. Buying the fire extinguisher was an afterthought. 


Verbs

Verbs are action words plus the verb ‘to be’ and the verb ‘to have’. Whether the events in the sentence are indicated as taking place in the present or happened in the past is indicated by the tense of the verbs used in a sentence. The most important tenses are the present and the past. Both these tenses consist of three different forms – namely: the simple, the continuous and the perfect. Table 9.3 shows these different forms.

Note that the simple form of the tense uses only the verb itself. The continuous form of the tense uses the verb ‘to be’ plus the present participle (always ends in ‘ing’) of the verb and the perfect form of the tense uses the verb ‘to have’ and the past participle (mostly ends in ‘ed’) of the verb.
Table 9.3 Verbs and tenses

Present tense

	Simple
She walks in the room.

	Continuous
I am walking in the rain.

	Perfect
We have walked before.


	
	Simple
	Continuous
	Perfect

	I

(1st person singular)
	walk
	am
	walking
	have
	walked

	You

(2nd person singular)
	walk
	are
	
	have
	

	He She It

(3rd person singular) 
	walks
	is
	
	has
	

	We

(1st person plural)
	walk
	are
	
	have
	

	You

(2nd person plural)
	walk
	are
	
	have
	

	They

(3rd person plural)
	walk
	are
	
	have
	


Past tense

	Simple
She walked in the room.

	Continuous
I was singing in the rain.

	Perfect
We had danced so long ago.


	
	Simple
	Continuous
	Perfect

	I
	walked
	was
	walking
	had
	walked

	You
	
	were
	
	
	

	He She It
	
	was
	
	
	

	We
	
	were
	
	
	

	You
	
	were
	
	
	

	They
	
	were
	
	
	


Adjectives

An adjective qualifies a noun or a pronoun by describing, identifying, or quantifying words. Adjectives can be used in their original form or changed to their comparative and superlative forms if comparing two or more things. Table 9.4 outlines these uses.
Table 9.4 Adjectives

	Original 
	Adjectives can be used before a noun,
	I like Chinese food.

	
	or after certain verbs.
	The coal mines are dark and dank.

The back room was filled with large, yellow Wellington boots. 

	
	We can often use two or more adjectives together.
	

	Comparative 
	When we talk about two things, we can compare them. We can see if they are the same or different. Perhaps they are the same in some ways and different in other ways. We can use comparative adjectives to describe the differences.
	America is big, but Russia is bigger.

I want to have a more powerful computer.

Is French more difficult than English? 

	Superlative 
	A superlative adjective expresses the extreme or highest degree of a quality. We use a superlative adjective to describe the extreme quality of one thing in a group of things.
	Canada, China and Russia are big countries, but Russia is the biggest.

Mount Everest is the highest mountain in the world. 


Adverbs

An adverb is a word that tells us more about (or modifies) a verb, or an adjective or another adverb. (See Table 9.5.)
Table 9.5 Adverbs

	Adverb
	An adverb modifies a verb.

But adverbs can also modify adjectives or even other adverbs.
	The man ran quickly.

Tara is really beautiful.

It works very well. 


Prefixes

Many root words in English exist as the four types of function words by simply adding a prefix or suffix, as the table below shows. Certain endings or suffixes such as ‘ness’ or ‘th’ indicate that a word is a noun while ‘en’ indicates a verb and ‘ly’ an adverb. (See Table 9.6.)
Table 9.6 How parts of speech are changed using prefixes and suffixes

	Noun
	Verb
	Adjective
	Adverb

	Sweetness 
	Sweeten 
	Sweet 
	Sweetly 

	Warmth 
	Warm 
	Warm 
	Warmly 

	Winner
	Win 
	Winning 
	Winningly 

	Boldness 
	Embolden 
	Bold 
	Boldly 


Prefixes can also be used to make words opposite in meaning, for example advisable can be made into its opposite inadvisable by adding the prefix ‘in’. When used before words beginning with ‘m’ or ‘l’ the prefix changes to ‘im’ and ‘il’ as in immoral and illegal.

The structure words of English

The structure words of the language rely for their meaning on the context in which they are used, and include: pronouns, prepositions, conjunctions and exclamations.

Pronouns

A pronoun can replace a noun or another pronoun. You use pronouns such as he, which and you to make your sentences less cumbersome and less repetitive. The two most important types of pronouns are personal and relative.

Personal pronouns

A personal pronoun refers to a specific person or thing and changes its form, as shown in Table 9.7.
Table 9.7 Personal pronouns

	Person 
	Number 
	Gender 
	Subject 
	Object 
	Possessive 

	1st 
	Singular
	Both 
	I 
	Me 
	My 

	
	Plural 
	
	We 
	Us 
	Our 

	2nd 
	Both 
	Both 
	You 
	You 
	Your 

	3rd
	Singular
	Male 
	He 
	Him 
	His 

	
	
	Female 
	She 
	Her 
	Her 

	
	
	Neuter 
	It 
	It 
	Its 

	
	Plural 
	Both 
	They 
	Them 
	Their 


Some examples:

	Subjective 
	I was glad to find the bus pass. 

	
	You are behaving very badly. 

	Objective 
	After reading the pamphlet, Judy threw it into the bin. 

	
	Give the list to me. 

	Possessive 
	My life has greatly improved since I changed my job. 

	
	His present is on the kitchen worktop. 


Relative pronouns

You can use a relative pronoun to link one phrase or clause to another phrase or clause. A clause is a group of words containing at least a subject and verb, but not necessarily a full sentence. The relative pronouns are shown in Table 9.8.
Table 9.8 Relative pronouns

	Gender 
	Subject (before verb) 
	Object (after verb or preposition) 
	 Possessive 

	Male

Female 
	who 
	whom 
	whose 

	Neuter 
	which/that
	which/that 
	


Examples:

	Subjective 
	That is the girl who tore her dress.

The incident that caused the riot was reported in the paper.

	Objective 
	You may invite whom you like to the party. 

	Possessive 
	That is the man whose car was stolen. 


Additional information on pronouns can be found in the Digital-Download.

GO to Understanding Pronouns

Prepositions

A preposition links nouns, pronouns and phrases to other words in a sentence. A preposition usually indicates relationships of some sort:

Time
After lunch

Place
Between the sheets

Logical
Against all odds

As you can see, a preposition is always followed by a noun, but there may be an article or adjective in between. (See Table 9.9.)
Table 9.9 Prepositions

	The most common prepositions are:

about, above, across, after, against, along, among, around, at, before, behind, below, beneath, beside, between, beyond, but, by, despite, down, during, except, for, from, in, inside, into, like, near, of, off, on, onto, out, outside, over, past, since, through, throughout, to, towards, under, underneath, until, up, upon, with, within, without 
	The book is on the table.

The book is beneath the table.

The book is leaning against the table.

The book is beside the table.

She held the book over the table.

She read the book during class. 


Conjunctions

You can use a conjunction to link words, phrases and clauses. (See Table 9.10.)

Exclamation or interjection

An exclamation or interjection is a word added to a sentence to convey emotion. It is not grammatically related to any other part of the sentence. They are usually followed with an exclamation mark. Both are uncommon in formal academic prose, except in direct quotations.

· Ouch, that hurt!

· Hey! Put that down.

· Oh no! I forgot that the exam was today.

Table 9.10 Conjunctions

	Coordinating 
	You use a coordinating conjunction to join individual words, phrases, and independent clauses. The coordinating conjunctions are: and, but, or, nor, for, so, yet.
	Lilacs and violets are usually purple. Daniel’s uncle claimed that he spent most of his youth dancing on rooftops but not swallowing goldfish. 

	Subordinating 
	A subordinating conjunction introduces a dependent clause and indicates the nature of the relationship between the clauses. The most common subordinating conjunctions are: after, although, as, because, before, how, if, once, since, than, that, though, until, when, where, whether, while.
	This movie is particularly interesting to feminist film theorists, because the screenplay was written by Mae West.

After she had learned to drive, Alice felt more independent.

If the paperwork arrives on time, your cheque will be posted on Tuesday.

Gerald had to begin his thesis over again when his computer crashed. 

	Correlative 
	Correlative conjunctions always appear in pairs – you use them to link equivalent sentence elements. The most common correlative conjunctions are:

both, and

either, or

neither, nor

not only, but also

whether, or
	Both my grandfather and my father worked in the steel plant.

Bring either a green salad or a fish pie.

Corinne is trying to decide whether to go to medical school or to go to law school.

The explosion destroyed not only the school but also the neighbouring pub. 


Articles

Articles are the two words we use in English before nouns to make them specific (‘the’) or general (‘a’ or ‘an’ before a vowel). (See Table 9.11.)

Knowledge of grammar is essential in writing and editing essays. When editing, many students find it useful to use text-to-speech software (see Chapter 5) such as TextHelp, Read&Write Gold or ClaroRead so that they can hear their errors at the same time as seeing them. Another method is to read the essay aloud.
Table 9.11 Articles

	Articles

the 

a

an


	When talking about one thing in particular, use the
When talking about one thing in general, use a or an before a vowel
	Think of the sky at night. In the sky there is one moon and millions of stars. So normally we could say:

I saw the moon last night.

I saw a star last night.

I saw an array of shooting stars last night. 


GO to www.dnamatters.co.uk/resources/ and search for ‘Text-to-Speech’

Additional information and resources for developing your grammar skills can be found on the Internet. Some useful examples include:

· The English Grammar Card by Joseph Donovan: http://bit.ly/JDonovanEnglishGrammarCard

· BBC Skillswise – grammar: www.bbc.co.uk/skillswise/topic-group/sentence-grammar

· Grammarbook – grammar rules: www.grammarbook.com/english_rules.asp

· Quick and dirty tips – grammar girl: www.quickanddirtytips.com/grammar-girl

Spelling

Even if you have learnt many strategies for coping with your spelling, there will still be words that give you trouble. The aim of this section is to outline some basic spelling strategies that are helpful to most dyslexic students. The most important thing to remember is that you can learn to spell words that are important to you, and you should never become discouraged or give up. Remember that spelling is largely visual and that you can only be sure of the spelling of a word by looking at it.

Spelling strategies

Look, Say, Cover, Write, Check

One very helpful spelling strategy, which is multi-sensory and which has been used over many years, is the Look-Say-Cover-Write-Check method of learning to spell. It involves visual, auditory and kinaesthetic processing. There is a template for this method on the Digital-Download:

GO to Look-Say-Cover-Write-Check Template

You should select 6–12 words to learn each week. These words should be the words that you want to be able to spell correctly. They will probably be taken from your subject area or from new areas of professional practice. The method relies on a multi-sensory approach (see Chapter 2) to the learning task and regular practice. On a template, write the words you wish to learn in the first column. The remaining columns should be used over the following week to practise the words at least every second day (see Table 9.12).
Table 9.12 A range of spelling strategies

	Original Word 
	Day 1
	Day 2
	Day 3
	Day 4
	Final Check

	business 
	
	
	
	
	

	separate 
	
	
	
	
	

	necessary 
	
	
	
	
	

	accommodation 
	
	
	
	
	

	haphazard 
	
	
	
	
	

	telephone 
	
	
	
	
	

	doubtful 
	
	
	
	
	

	circle 
	
	
	
	
	

	carpenter 
	
	
	
	
	

	solicitor 
	
	
	
	
	

	genius 
	
	
	
	
	

	ingenious 
	
	
	
	
	


Firstly, look carefully at the word you are trying to learn. In this first step, you will be actually using some of the other strategies mentioned below. You need to look at the structure of the word, to see if there are any whole words within the word or any groups of letters that you can remember as a unit. Another way of looking at the structure is to break the word into syllables.

Secondly, say the word aloud to yourself, sounding out any sections you wish to specially remember.

Thirdly, cover the word and then write it in the second column. Do not copy the word but cover it and write it. The aim is to put the words in the long-term memory so that they can be recalled correctly.

Finally, check the word against the original word in the first column. If you have made a mistake, cross it out and write it in full above the mistake.

Continue with this pattern until all columns are used. Do NOT try to learn any more than 12 words at one time. Some students prefer to learn only 4–6 at one time.

The words in Table 9.12 have been chosen specifically to demonstrate some of the strategies you might find useful.

Locating a whole word within a larger word

Many students find that if they can locate a whole word or two within a larger word, they can remember the larger word. The first two words in Table 9.12 are good examples of words that can be remembered by this strategy. In the word ‘business’ there are two smaller words, ‘bus’ and ‘i’. In the word ‘separate’ there are also two, ‘a’ and ‘rat’. Don’t forget to use bright colours or different-coloured highlighting to identify whole words within words.

Using mnemonics to remember spelling

Mnemonics (a Greek word meaning memory trigger, and also difficult to spell) can also be used on the two words analysed above. One way of remembering business is the mnemonic: ‘I catch the bus to business every day’. This method combines both the whole words in the word with the memory trick. A way of remembering separate is the mnemonic: ‘there is a rat in separate‘. Whatever method you choose, if it works, you have done yourself the favour of learning two commonly misspelt words. Mnemonics can also be used to learn the next two words in the list, which are again difficult and commonly misspelt words. A mnemonic for necessary is: ‘it is necessary to wear one collar and two socks’. Another for accommodation is that: ‘good accommodation has two helpings of cake and two helpings of meat’.

Breaking words into sections

‘Haphazard’ is a good example of a word that is best remembered by breaking it into sections. Otherwise you could be confused by the ‘ph’ in the middle of the word, which invariably means that the sound ‘f’ is indicated, as in ‘telephone’. The operative word to remember here is hazard with the prefix ‘hap’ meaning chance. If you remember it like this, you will never make a mistake of mispronouncing or misspelling it.

Identifying prefixes, suffixes and root words

Identifying commonly used prefixes, suffixes and root words can greatly assist in remembering their spelling. The word ‘telephone’ referred to in the last paragraph is a good example of this. The prefix ‘tele’ means distance while the root word ‘phone’ means sound. By recognising this common prefix, the spelling of many other common words, such as ‘television’ and ‘telegraph’, becomes much easier. The recognition of the root word ‘phone’, meaning sound, helps with the spelling of many other common words such as ‘phonic’ and ‘phoneme’. The suffix ‘ful’ is a good example of how early identification of the fact that it only has one ‘l’ as a suffix, but is spelt with two ‘l’s when used as a word on its own, helps with the spelling of many words such as peaceful, helpful, doubtful and bountiful. The PrefixSuffix website provides a list of commonly used prefixes, suffixes and root words: www.prefixsuffix.com/.

You may like to use these as a base for building some new words and learning their spelling.

Using word families

Many words can be grouped into word families for easy recognition. Once you have identified a word as belonging to a particular family you will always recognise it and remember how to spell it. This is similar to the strategy mentioned previously, in that a word family can be identified by a particular prefix, suffix or root word.

The name of the study of the structure of words is known as morphology. Once you have recognised that the words ‘cycle’ and ‘circle’ are derived from the same Greek word, it makes them much easier to remember and spell. Many dyslexic students have problems with words ending in ‘er’ or ‘or’ such as builder and doctor. To help you remember these, you might like to put them into two families where most of the ‘er’ words refer to trades such as ‘carpenter’, ‘plumber’ and ‘carrier’ and most of the ‘or’ words to professions such as ‘doctor’, ‘solicitor’ and ‘professor’. This categorisation may well upset a lot of people such as ‘lecturers’ and ‘teachers’, who certainly think they have professional roles, but like all spelling rules there are always exceptions and if grouping words into families helps you learn how to spell them, that is all that is important.
Word families also help you not to confuse two different words, which sound similar such as ‘genius’ and ‘ingenious’. ‘Genius’ comes from the Latin for ‘creative principle’ and is in the word family with ‘genus, genial, genital and genesis’. On the other hand ‘ingenious’ comes from the Latin for ‘natural talent’.

If you wish to create your own personalised word family lists, examples are available on the Digital-Download.

GO to Example of Personalised Word Family Lists

A spelling programme

If you feel that your spelling requires a more intensive programme, try any of the following:

· A Multisensory Spelling Programme for Priority Words (MUSP) appears on the accompanying website of Making Dyslexia Work for You by Vicki Goodwin and Bonita Thomson (2012): http://bit.ly/MakingDyslexiaWorkMultiSensorySpelling.

· A list of commonly mispronounced words is provided in the Digital-Download. Use one of the spelling strategies introduced above as part of a spelling programme.

GO to List of Commonly Mispronounced Words

· BBC Skillswise is an excellent Internet resource including games and activities to help you to develop your spelling skills: www.bbc.co.uk/skillswise/topic-group/spelling.

Assistive technology for spelling and grammar

There are many spellcheckers, online dictionaries and smartphone/tablet Apps which students may find useful. A table listing excellent Assistive Software for spelling and grammar is included in the Digital Download.

GO to Assistive Software for Spelling and Grammar

GO to www.dnamatters.co.uk/resources/ and search for ‘Proofreading’ and ‘Text-to-Speech’

Case study

Harry was a science graduate doing his PGCE. He struggled with his dyslexic difficulties but was both motivated and determined. He wanted to make sure that he could spell all the main words that he needed in his science lessons and also be able to mark out errors in his students’ work. He made a list of all the words he wanted to learn, some of which were misspellings identified by his LexAble Global AutoCorrect software. He worked on learning about 10–12 of them a week with his dyslexia tutor, using the ‘Look-Say-Cover-Write-Check’ method. This involves a spelling test at the end of the week and a dictation, with the words in context, at the end of a fortnight. If they were in his long-term memory at the end of the fortnight he felt he knew them, but periodically checked to see if he could spell them. In this way, learning a new set of 10–12 words a week and putting ones he found difficult or had spelled incorrectly back into the learning list, he built up a repertoire of words he could spell and recognise competently and confidently.

As well as this he also wanted to improve his grammar. He used to read the newspaper on the train on the way to his dyslexia tutorial and started to mark out the content words – nouns, verbs, adjectives and adverbs – with different-coloured highlighters. He also used Grammarly software, where each suggested correction identifies a short explanation and examples.

Over the year his ability to differentiate between the different parts of speech improved dramatically. He is now a confident science teacher.

Punctuation

Instructing the jury Judge Rutter got to the crux of the matter with superb clarity when he said you have to determine where the line has to be drawn between the force expected in a rugby match in which a person taking part is deemed to consent and that to which he is not deemed to consent.

Try reading the passage above. It shows why punctuation is important. Punctuation helps the reader to understand the writer’s intended meaning, and, furthermore, allows the writer to be precise in expression.

The use of correct punctuation has been popularised through Lynne Truss’s book Eats, Shoots and Leaves (2009), which has become a bestseller. The title of the book is explained on the dust jacket. The phrase would be correctly punctuated without the comma if it is intended to describe the diet of a panda. As it stands it infers that the panda eats before shooting and then leaving. Another example was reported in a local paper on the problems of women giving up smoking, with the proposition: ‘Women usually find it harder to give up smoking than men’. The reply followed: ‘Who is trying to make women give up men, and will they please stop it?’

The most misused punctuation mark is the apostrophe. This is because people fail to realise that it has only two purposes, which are to show ownership or to indicate contraction.

Table 9.13 outlines the major functions of punctuation marks, with examples.
Table 9.13 Major functions of punctuation marks

	Full stop 
	1
	To mark the end of a sentence: 

	
	
	The man crept away without a word.

	
	2
	To mark abbreviations: 

	
	
	R.S.V.P., ref., cont.

	Semicolon 
	1
	To separate independent main clauses in the same sentence when these are not connected by a conjunction: 

	
	
	The invasion began that night; it didn’t last long.

	
	2
	To act as a second grade of punctuation, in addition to the comma, in separating items in a series: 

	
	
	The audience consisted of ten schoolgirls, each with notebook and pencil; two housewives, with restless children in their arms; and an eager-eyed dog, which wagged its tail through the entire performance.

	Colon 
	1
	To indicate that either examples or a restatement of what has just been said will follow: 

	
	
	The fare must be simple: chicken, fresh salad and wine. 

	
	
	The fare must be simple: things that take no time to prepare.

	
	2
	To indicate that a quotation of direct speech is to follow (NB: A comma may also be used for this):

	
	
	The stranger raised his voice: ‘Is there anybody there?’

	Comma
	1
	To separate phrases and clauses that might otherwise, in the given arrangement of words, be misconstrued: 

	
	
	A hundred metres below, the bridge was flooded. 

	
	
	He was not cheerful, because he fell into the water.

	
	
	NB: A comma marks off a phrase or clause which is the writer’s added comment on the subject: 

	
	
	The best policeman is the Irishman, who is large enough and vocal enough to inspire respect.

	
	
	Contrast the effect of leaving the comma out, which makes the same phrase or clause restrict the subject: 

	
	
	The best policeman is the Irishman who is large enough and vocal enough to inspire respect.

	
	2
	To set off an interposed phrase or clause: 

	
	
	His father, the president of the club, appointed him.

	
	
	A trainee, however keen he is initially, won’t want to continue at that pace.

	
	3
	To separate items in a simple series: 

	
	
	The audience consisted of ten schoolgirls, two housewives, a policeman and an eager-eyed dog.

	Apostrophe
	1
	To mark possession: 

	
	
	Max’s approach, the novel’s setting, the cars’ horns

	
	2
	To mark the omission of a letter or letters: 

	
	
	couldn’t, they’re, I’m

	Question mark
	
	To mark a question:

	
	
	How goes it?

	Exclamation mark
	1
	To mark an exclamation: 

	
	
	Heaven help us!

	
	2
	To mark a command: 

	
	
	Let my people go!

	Quotation marks

(inverted commas) 
	1
	To enclose actual words spoken: 

	
	
	He said: ‘I’m not coming.’

	
	2
	To enclose a quotation of any kind: 

	
	
	Few people I’ve met have such a ‘do or die’ attitude.

	
	3
	To mark foreign words or phrases, or words or phrases under discussion: 

	
	
	‘carabinieri’, ‘bête noire’, the term ‘democracy’

	
	
	NB: A common alternative practice is to underline such words or phrases.

	Dash 
	1
	To indicate a break in the grammar of the main sentence: 

	
	
	He sang loudly – I found him far too loud – and with little sensitivity. 

	
	
	NB: Brackets are an alternative way of marking off an interjected, explanatory or qualifying remark. 

	
	
	He sang loudly (I found him far too loud) and with little sensitivity.

	
	2
	To show that what follows is a summary addition to the sentence: 

	
	
	The applicant shows energy and initiative – both essential to the task.


Additional resources and exercises for developing your use of punctuation can be found on the Internet – here are some great examples:

· BBC Skillswise – punctuation: www.bbc.co.uk/skillswise/topic/punctuation

· Punctuation made simple: http://punctuationmadesimple.org/ and www.punctuationmadesimple.com/
· Grammarbook – punctuation rules: www.grammarbook.com/english_rules.asp

· Vicki Goodwin and Bonita Thomson (2012) Making dyslexia work for you – punctuation: http://bit.ly/MakingDyslexiaWorkPunctuation

· YouTube – how to use apostrophes: http://bit.ly/YouTubeHowToUseApostrophes

Points to remember

· Make sure that all your sentences contain a subject and a verb that agrees with the subject (sentence kernel).

· Keep your sentences short. A sentence that runs on over two lines is usually too long.

· You CAN learn to spell the words you want to learn to spell by using a variety of strategies.

· Make sure that your sentences make sense and say what you intend them to say by using correct punctuation.

· Use assistive technology to help develop your spelling and grammar.

Please go to the Digital-Download accompanying this book to find the following documents:

Example of Personalised Word Family Lists
Word Document

Assistive Software for Spelling and Grammar
Word Document

List of Commonly Mispronounced Words
Word Document

Look-Say-Cover-Write-Check Template
Word Document

Understanding Pronouns
Word Document

Chapter web links
	Assistive technology

Diversity and Ability (DnA) – Assistive technology resources
	www.dnamatters.co.uk/resources/ Search for:

· Proofreading

· Text-to-Speech

	Grammar

The English Grammar Card by Joseph Donovan

BBC Skillswise – grammar

Grammarbook – grammar rules

Quick and Dirty Tips – grammar girl
	http://bit.ly/JDonovanEnglishGrammarCard

www.bbc.co.uk/skillswise/topic-group/sentence-grammar

www.grammarbook.com/english_rules.asp

www.quickanddirtytips.com/grammar-girl 

	Spelling

BBC Skillswise – spelling

PrefixSuffix – a list of commonly used prefixes, suffixes and root words

Learnthat – ‘-ation’ word family example

Making Dyslexia Work for You – Vicki Goodwin and Bonita Thomson (2012) – The Multi-sensory Spelling Programme (MUSP) for Priority Words 
	www.bbc.co.uk/skillswise/topic-group/spelling

www.prefixsuffix.com/

www.learnthat.org/word_lists/view/1282

http://bit.ly/MakingDyslexiaWorkMultiSensorySpelling

	Punctuation

BBC Skillswise – punctuation

Punctuation Made Simple

Grammarbook – punctuation rules

Making Dyslexia Work For You – Vicki Goodwin and Bonita Thomson (2012) – punctuation

YouTube: How To Use Apostrophes 
	www.bbc.co.uk/skillswise/topic/punctuation

http://punctuationmadesimple.org/ and www.punctuationmadesimple.com/

www.grammarbook.com/english_rules.asp

http://bit.ly/MakingDyslexiaWorkPunctuation

http://bit.ly/YouTubeHowToUseApostrophes 


