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1 of 15 – Welcome
Welcome to this session on capital letters and full stops.

In this session we will be covering:
· Capital letters at the beginning of a sentence
· Capital letters for the personal pronoun ‘I’
· Capital letters for proper nouns
· Full stops to mark the end of a sentence
· Full stops to indicate an abbreviation
· Full stops for ellipsis
· Comma splices
2 of 15 – Capital letters
Capital letters are used for a number of different purposes, which include 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 to 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 15 – Full stops
The most common way that a full stop is used is 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.

Sometimes a sentence is made up a of a single word, such as for a greeting or command. Even a one word sentence still needs a full stop at the end.

Watch the following video:
Fullstops 1
4 of 15 – Full stops
A full stop can also be used to indicate an abbreviation.

Not all abbreviations use full stops, so if you are not sure, double check.

For example: 6 a.m. (The full stops are between the ‘a’ and ‘m’).

The final way that full stops are used is for ellipsis.

Ellipsis is when a sentence ends with three dots and is used to do the following:
· Show that only part of a text is being quoted
· Create a pause for effect
· Show an unfinished thought
· Show a trail off into silence

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).
5 of 15 – Comma splices
Sometimes we leave out a full stop and use a comma instead.

What should be two sentences are pushed together as one.

We call this error the comma splice.

An example of a comma slice: My father came down to make his breakfast, he is usually in a hurry in the morning. (The comma is after the word ‘breakfast’.)

The correction is as follows: My father came down to make his breakfast. He is usually in a hurry in the morning. (There is a full stop after the word ‘breakfast’.)
6 of 15 – Question 1
Where in a sentence is a full stop positioned? Choose the correct answer.
A. At the beginning of a sentence
B. In the middle of a sentence
C. At the end of a sentence

The answer is C, at the end of a sentence.
7 of 15 – Question 2
How are full stops being used in this sentence? 

I set my alarm for 7 a.m. but went back to sleep.
The sentence with full stops indicated reads: I set my alarm for 7 a (full stop) m (full stop) but went back to sleep (full stop).

Choose how full stops are being used in this sentence from the following:
A. To mark the end of the sentence
B. To indicate an abbreviation
C. For ellipsis

The correct answers are A and B, to mark the end of the sentence and to indicate and abbreviation.
8 of 15 – Question 3
Which words in this sentence require capital letters? 

tomorrow, jane and i are going to london. 
The sentence has no capital letters and reads with punctuation as follows: tomorrow (comma) jane and I are going to london (full stop).

Choose the words that require capital letters from the following:
A. Tomorrow
B. Jane 
C. and
D. I
E. are
F. going
G. to 
H. London

The correct answers are A, B, D and H, Tomorrow, Jane, I and London. 
9 of 15 – Question 4
How are full stops being used in this sentence? 

The brochure states, “The atmosphere is tranquil... and you cannot hear the trains.”
The sentence reads with punctuation as follows: The brochure states (comma, quotation mark) the atmosphere is tranquil (three dots) and you cannot hear the trains (full stop, quotation mark).

Choose the options that show how full stops are being used from the following:
A. To mark the end of the sentence
B. To indicate an abbreviation
C. For ellipsis

The answers are A and C, to mark the end of a sentence and for ellipsis. 
10 of 15 – Question 5
What other punctuation marks can be used at the end of a sentence, instead of a full stop? Choose all that apply.
A. Question mark
B. Colon
C. Hyphen
D. Exclamation mark
E. Semi-colon

The answers are A and D, question mark and exclamation mark.
11 of 15 – Question 6
Put the following words in order to make a sentence. The capital letter and full stop is stated to help you. 
1. tomorrow (full stop).
2. Is
3. birthday
4. It (capital letter at the beginning)
5. My

The correct sentence is as follows: It is my birthday tomorrow. The word ‘it’ has a capital letter and the word ‘tomorrow’ has a full stop at the end.
12 of 15 – Question 7
Put the following words in order to make a sentence. The capital letter and full stop is stated to help you.
1. country
2. favourite
3. France. (Capital letter at the beginning and full stop at the end)
4. is 
5. My (capital letter at the beginning)

The correct answer is as follows: My favourite country is France. The word ‘my’ has a capital letter and the word ‘France’ has a full stop at the end.
13 of 15 – Question 8 
Read the following example of a comma splice. What should be two sentences have been pushed together as one.
Select the word that should be followed by a full stop instead of a comma.

The sentence is: We have a dog, a cat, two gerbils, a hamster and a budgie, they all get on very well together.

The sentence reads with the punctuation stated: We have a dog (comma) a cat (comma) two gerbils (comma) a hamster and a budgie (comma) they all get on very well together.

Which of the words should be followed by a full stop instead of a comma?
A. Dog
B. Cat
C. Gerbils
D. Budgie

The answer is D, budgie.
14 of 15 – Task
Download the accompanying PDF Capital Letter and Full Stops – interactive and complete the questions. 
15 of 15 – End
Well done. You have completed this session on capital letters and full stops.

In this session we have covered:
· Capital letters at the beginning of a sentence
· Capital letters for the personal pronoun ‘I’
· Capital letters for proper nouns
· Full stops to mark the end of a sentence
· Full stops to indicate an abbreviation
· Full stops for ellipsis
· Comma splices

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