
English Level 2 – Punctuation
1 of 17 – Welcome
Welcome to this session on punctuation. 

In this session we will be covering:
· Capital letters
· Full stops
· Commas
· Apostrophes
· Question marks
· [bookmark: _GoBack]Exclamation marks
· Colons
· Semi-colons
· Quotation marks
· Hyphens
· Dashes
· Parentheses
· Brackets
2 of 17 – Capital letters
Capital letters are used for a number of different purposes which are the following:
· At the beginning of a sentence. For example: The dog barked loudly (the capital letter is at the beginning of the word ‘the’).
· For the personal pronoun ‘I’. For example: Yesterday, I went the zoo (the capital letter has been used the for the word ‘I’).
· For proper nouns (specific names of people, places and things). For example: Rashid went to Paris in April (the words Rashid, Paris and April all have capital letters at the beginning).
3 of 17 – Full stops
Full stops are used in the following ways:
· To mark the end of a sentence. The full stop marks the end of the sentence, unless a question mark or exclamation mark is being used instead.
· To indicate an abbreviation. For example: 6 a.m. (The full stop is used between the ‘a’ and ‘m’ and after the ‘m’. 
· For ellipsis (three dots at the end). For example: 
· As Shakespeare said, “If music be the food of love …” (The ellipsis is at the end).
· “You know how I feel about that…” (The ellipsis is at the end).
4 of 17 – Commas
Commas are used in the following ways:
· To separate items in a list: For example: “I must buy some eggs, milk, sugar and tea.” (The commas are between the words eggs, milk and sugar).
· To mark less important parts of a sentence. For example: “The car, which was parked by the light, had a dog in the back seat.” (There are commas after the words car and light).
5 of 17 – Apostrophes
Apostrophes have two uses which are:
1. To indicate omission. Apostrophes can be used to show that some letters have been taken out of a word to shorten it. This is called omission. For example: Could’ve.
2. To show ownership. Apostrophes can also be used to show that something belongs to or is connected with something else. This is referred to as ownership. For example: The lion’s tail. (The apostrophe is before the ‘s’ in the word ‘lion’s’).
6 of 17 – Question Marks
The question mark is used to indicate a question or query.
It should be used at the end of the following:
· Direct questions, for example: How much is that? (The question mark is at the end).
· Tag questions, for example: You’re lost, aren’t you? (The question mark is at the end).
7 of 17 – Exclamation Marks
An exclamation mark usually shows strong feeling, such as surprise, anger or joy.

Using an exclamation mark when writing is rather like shouting or raising your voice in speech. For example:
· Put that down before I get mad! (The exclamation mark is at the end)
· Oh no, I've forgotten! (The exclamation mark is at the end)

Exclamation marks are not usually used in formal writing.
8 of 17 – Colons
A colon is used in the following ways:
· To introduce items in a list. For example: He’d lost everything: his friends, his happiness and his pride. (The colon is after the word ‘everything’).
· Between a statement and an explanation of the statement. For example: This time he’d win: he couldn't afford to lose. (The colon is after the word ‘win’)
· To introduce speech. For example: She grabbed the microphone and asked: “Is there a doctor in the house?” (The colon is after the word ‘asked’).
9 of 17 – Semi-colons
A semi-colon can be used in the following ways:
· To join phrases and sentences that are thematically linked (without having to use a conjunction such as ‘and’ or ‘but’). For example: I like your brother; he's a good friend. (The semi-colon is after the word ‘brother’).
· To punctuate lists of long items. Items in lists are usually separated with commas. However, if the list items themselves contain commas, then semicolons can be used as separators. For example: I have been to Newcastle, Carlisle, and York in the North; Bristol, Exeter, and Portsmouth in the South; and Cromer, Norwich, and Lincoln in the East. (The semi-colons appear after the words ‘North’ and ‘South’)
10 of 17 – Quotation marks
Quotation marks can be used in the following ways:
· To quote phrases and sentences. For example: Albert Einstein once said, ‘The ideals which have always shone before me and filled me with the joy of living are goodness, beauty and truth.’ (The quotation marks are after the word ‘said’ and at the end)
· Indicate direct speech. For example: “I don't understand,” said Pat. (The quotation marks are before the word ‘I’ and after the word ‘understand’.)
· To indicate titles. For example: ‘A Midsummer Night’s Dream’ by William Shakespeare. (The quotation marks are before the ‘A’ and after the word ‘dream’.)
11 of 17 – Hyphens
Hyphens are used in the following ways:
· To link compound words and numbers. For example: Well-being (the hyphen is after the word ‘well’) and fifty-one (the hyphen is after the word ‘fifty’).
· To clarify words that use prefixes. For example: Re-covering (the hyphen is after the ‘re’) and self-taught (the hyphen is after the word ‘self’).
· To write fractions. For example: Two-fifths (the hyphen is after the word ‘two) and one-half (the hyphen is after the word ‘one’)
12 of 17 – Dashes
Dashes are used in the following ways:
· To add comments as part of informal writing. For example: “I might get an ‘A’ grade – you never know.” (The dash is after the word ‘grade’). Note that brackets should be used instead of dashes in formal writing.
· Indicate a range. For example: 
· It will take 3-6 days to complete. (The dash is between the 3 and 6). 
· To gain a merit you need a mark of 60-70%. (The dash is between the 60 and 70).
13 of 17 – Parentheses
Parentheses refers to round brackets ( ) and can be used in the following ways: 
· Add extra information to a sentence. For example: I visited Kathmandu (which was full of tourists) on my way to the Himalayas. (The parentheses are around the phrase ‘which was full of tourists’.)
· Indicate options. For example: Please write the name(s) of your guest(s) in the section below. (The parentheses are around the ‘s’ in ‘names’ and around the ‘s’ in ‘guests’ indicating there is an option for more than one name or guest).
· List using letters. For example: The criteria for success are (a) preparation, (b) exam technique and (c) hard work. (The parentheses are around the option letters of a, b and c).
14 of 17 – Brackets
Brackets refers to square brackets [ ] and can be used in the following ways:
· To clarify a point in a quote. Brackets can be used in a direct quote to clarify a point by inserting additional information. For example: Hedy Lamarr once said: “Most people save all their lives and leave it [their money] to somebody else.” (The brackets are around the phrase ‘their money’).
· To replace words in a quote. Brackets can be used to replace words in a quote without changing the original meaning of the sentence. For example: Alice Cooper famously said that “from the moment [he] leave[s] [his] house or hotel room, the public owns [him].” (The brackets are around the word ‘he’, the ‘s’ in ‘leaves’ and ‘his’.)
15 of 17 – Quiz
Visit the following website and complete the punctuation quiz:
BBC Bitesize – Punctuation quiz

Can you get all the questions right?
16 of 17 – Quiz
Visit the following website and play the punctuation quiz:
BBC Bitesize - Punctuation

Can you get all the questions right?
17 of 17 – End
Well done. You have completed this session on punctuation.

In this session we have covered:
· Capital letters
· Full stops
· Commas
· Apostrophes
· Question marks
· Exclamation marks
· Colons
· Semi-colons
· Hyphens
· Quotation marks
· Dashes
· Parentheses
· Brackets

If you are unsure or have any questions about any of these topics, make a note and speak to your tutor for more help.
