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Literacy Entry Level 3 – Proofreading with SPAG
1 of 17 – Welcome
Welcome to this session on proofreading with SPAG. In this session we are going to look at the different ways you might proofread, or check through, different parts of your written work.

By the end of this session, you will:
· Understand what is meant by proofreading
· Understand what is meant by SPAG
· Know how to use SPAG as part of your proofreading
· Know how to write your own proofreading checklist
2 of 17 – What is proofreading?
Proofreading is when you read back over a document that you have written – such as a letter or an essay, for example – and you double check that everything is written and punctuated correctly.

Most people will proofread their work multiple times, each time looking for separate things. 

For example:
· The first time you read your work you might be checking your spelling – is everything spelt correctly?
· The second time you read through your work you might be checking your tenses – is everything written in the right tense? Is everything written in the same tense? And so on.
3 of 17 – Why do we proofread?
The main reason for proofreading your work is to check that what you have written is of the best quality that it can possibly be. Here are examples of what proofreading, again and again, can help check for.

· The order we have written things in – does it make sense or could it have a better flow? Does it sound well thought-out or does it sound more like we got distracted halfway through?
· The way we have written things – if we have handwritten our work then this might be a case of checking whether our writing is clear for someone else to read; this point might also encourage us to look at how we have phrased things and whether our meaning is coming across.
· Whether there are any mistakes – checking for mistakes is especially important as not only does this affect how clear your work is but it can also affect how professional your work looks as well.
4 of 17 – Making a checklist
Before you start to proofread your work, it might be a good idea to develop a checklist of things that you need or want to check.

By using a checklist, you can keep track of the things you have already checked in your work, and you can also keep an eye on the things that you have not checked yet.

Checklists can be especially useful for focussing your proofreading, as it can be tempting to try and do everything at once (and only do one read through), when really the best way to make sure that everything is just right is to split your attention evenly across different areas.

Even though proofreading can take up a lot of time it is worth it in the end when you hand in your essay, send off your letter, or share any other written work, and you know that it is as clear and as well-written as it can be.
5 of 17 – What is SPAG?
SPAG stands for spelling, punctuation and grammar. SPAG is an abbreviation – meaning, a shortened version – of these three areas of English and it can be especially useful during your proofreading.

Why?
Because SPAG reminds us of the most important areas that we need to check over when we are proofreading something.

Punctuation and grammar can change the meaning of a whole sentence if they are not used properly, and spelling something incorrectly – or using the right word but the wrong spelling – can make your writing difficult for someone to understand, too.

Inside these three main areas (spelling, punctuation and grammar) there are smaller areas that we can use to build our proofreading checklist.
6 of 17 – Spelling checklist
Your writing will change as you practise it more often so you might notice that your checklists will change over time, too.

To begin with it is best to focus on areas that you find particularly difficult. Here are some of the questions you might ask yourself.

Are there any words here that I struggled to spell? If so then it is worth double-checking this before you share your work. A quick look through the dictionary will help with this.

Do I know the meanings for the words that I have used? If there is a word that you are unsure about then it is always best to check its meaning before you decide whether you want to use it – a dictionary can help you with this job, too.

Are there any words that I want to change? If you have taken some time away from your work before proofreading it then you might decide you want to change some of the words for ones that make more sense, or fit better with your writing. Now is the time for this, too!
7 of 17 – Punctuation checklist
Remember: punctuation describes the marks, such as full stops or commas, which separate sentences to clarify their meaning. There might be one or two areas of punctuation that you find difficult and so it is worth noting these down to make sure you that you double-check them during proofreading.

However, there are one or two more general problems that you can be on the look-out for as well. 

Full stops. Have you used them, and have you used them correctly? Remember that full stops must go at the end of a sentence, unless you are using a question or exclamation mark instead. 

Exclamation marks. Have you used them, have you used them correctly, and are you sure that you need them? Remember that exclamation marks are used to highlight strong feelings, important information, or sometimes to show a raised voice. 

Commas. Have you used them, and have you put them in the right places? Remember that commas are used to show where your reader needs to pause, and they can also be used to separate out bits of information in a text. You must make sure that you are using them correctly, otherwise your writing might seem clunky and be difficult to understand. 

Apostrophes. Have you used them, and have you put them in the right places? Like commas, apostrophes also have more than one use: they can be used when a letter is missing (can’t, wouldn’t, haven’t) but they can also be used to show possession of something (Raj’s, David’s, Mum’s). You should always double check that you have used these correctly as a misplaced apostrophe can change the whole meaning of a sentence!

Question marks. Have you used them, and have you used them correctly? Remember that anytime you ask someone a question you must use a question mark at the end of the question itself, so anyone reading your work will be sure that there is a question to answer. 
8 of 17 – Question 1
What does SPAG stand for? 

Choose all that apply:
A. Spelling
B. Suffixes
C. Punctuation
D. Pronouns
E. Prefixes
F. Grammar

The correct answers are A, C and F, spelling, punctuation and grammar.
9 of 17 – Question 2
What should you put in your punctuation checklist? 

Choose all that apply:
A. Full stops
B. Tense choices
C. Question marks
D. Commas
E. Spelling
F. Apostrophes

The correct answers are A, C, D and F, full stops, question marks, commas and apostrophes.
10 of 17 – Question 3
Read the statements below and see if you can decide which ones are true and which are false.

An exclamation mark performs the same job as a question mark.
True
False

The correct answer is: False.

If your sentence is not a question, then you must put a full stop at the end.
True
False

The correct answer is: True.

You should only use a comma to show when your reader must pause.
True
False

The correct answer is: False.

Apostrophes are used to show missing letters and mark possession of an object.
True
False

The correct answer is: True.
11 of 17 – Grammar checklist
Grammar can cover a lot of different areas in your writing and, like the other parts of SPAG, there will probably be areas of grammar that you are more comfortable using than others.

If there are things that you struggle with then you must again make sure that these are added to your checklist as it is always best to check our problem areas.

Alongside any problem areas, you might want to double-check the following:

Tense. 
Are you using the right tense in each sentence/throughout the writing as a whole? If you are writing a letter to a friend for example, it can be easy to jump from past events to present ones and perhaps even future ones. This is why you need to check your use of tenses across your writing as a whole to make sure that everything is in the right tense and you do not have any tense changes that you do not need, as this can make your writing difficult to understand.

Verbs and adverbs. 
Remember that verbs are doing words and adverbs are words that describe doing words (they add something to the verb). Have a quick look through to see whether you are using your verbs and adverbs properly. You might also want to do this for adjectives and nouns, too. 

Remember: adjectives are describing words and nouns are things, people, or places. While we use adjectives to give readers extra descriptions in our writing, we also have to be careful that we do not use too many of them, as it can make our writing longer and even more complicated than we need it to be. This is why checking your adjectives/describing words is another good aim when proofreading.

Sentence structure.
When we are writing we can sometimes get carried away with our ideas which means we do not always connect our sentences together, or construct our sentences, in the best way. When you are proofreading it is always best to check that you have written in full sentences and sentences that make sense next to each other.
12 of 17 – One or two extras
Alongside the parts of writing that SPAG reminds us to check, there are one or two other things we need to remember for proofreading too.

For example:
Have you checked to see if there are any words missing? 
When we are writing this can happen quite often and it can be difficult for a reader to understand our work if we have dropped some words out of it, so it is always best to check this.

Are you using paragraphs in your writing, and are you using them properly?
Remember that paragraphs in non-fiction writing – like letters and essays – are used to introduce new information or a new viewpoint. Are your paragraphs doing this? If not, then you might want to check whether you need a paragraph break at all.
13 of 17 – How to improve your proofreading
When you begin to proofread your work, or your writing, you might notice the same mistakes keep appearing. If that happens then it is always best to make a note of these mistakes because then not only do you know what to look out for in future pieces of writing, but you might also get an idea of one or two areas you need to brush up on.

Reading your work out loud is a good way to spot mistakes too – especially any missing words or sentences that are not complete. By reading your work in a different way it can make it easier to spot mistakes.

Another tip for reading your work differently is to read it in a different order. Why not start with your final sentence instead of your first one?

Changing the way you read something is the best way to develop your eye for detail and spot your mistakes before anyone else does.
14 of 17 – Question 4
Read the statements below and see if you can decide which ones are true and which are false.
Grammar is a very important part of your proofreading.
True
False

The correct answer is: True.

You should check that you are not using too many adjectives.
True
False

The correct answer is: True.

Adjectives are doing words that explain an action or a behaviour.
True
False

The correct answer is: False.

You should check that you are using verbs and adverbs properly alongside each other.
True
False

The correct answer is: True.
15 of 17 – Question 5
What are some tips you can use to improve your proofreading? Choose all that apply.
A. Read your work out loud
B. Read your work quietly in your head
C. Read your work in a different order
D. Only ever do one read through of your work
E. Read your work through as soon as you have finished it
F. Make a note of your common mistakes

The correct answers are A, C and F, reading your work out loud, reading your work in a different order, and making a note of your common mistakes are all useful tips for proofreading.
16 of 17 – Question 6
Use the following words, the order, SPAG. spelling, a checklist, clear, high standard, meaning, and professional, to complete the sentences below:

Proofreading is important for making sure that your written work is of a blank and a blank quality, which will make it easier to read as well as making your writing more blank. In proofreading we can see whether blank of our work makes sense, and we can also look at whether our blank is clear too. A good way to start proof reading is to write up blank of things to look out for, which you can tick off as you go along. Blank can provide a beginning for this checklist too, as it encourages us to look at blank, punctuation and grammar.

The correct sentences should read as follows:

Proofreading is important for making sure that your written work is of a high standard and a professional quality, which will make it easier to read as well as making your writing more clear. In proofreading we can see whether the order of our work makes sense, and we can also look at whether our meaning is clear too. A good way to start proof reading is to write up a checklist of things to look out for, which you can tick off as you go along. SPAG can provide a beginning for this checklist too, as it encourages us to look at spelling, punctuation and grammar.
17 of 17 – End
Well done! You have completed this session on proofreading with SPAG.

You should now:
· Understand what is meant by proofreading
· Understand what is meant by SPAG
· Know how to use SPAG as part of your proofreading
· Know how to write your own proofreading checklist

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