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SPAG L2 – Capitals, commas and full stops
1 of 19 – Welcome
Welcome to this session on capitals, commas and full stops.
In this session we will cover:
· Introduction to capitals, commas and full stops
· Uses of capital letters
· Uses of full stops
· Uses of commas
· Revision of capitals, commas and full stops
2 of 19 – Capitals, commas and full stops
One of the most common mistakes in written English is with punctuation.  When writing, many people often forget to use capital letters, commas and full stops.  This can cause our written English to be confusing for anyone reading it.
Read this sentence with no punctuation and you can see how confusing this can be.
· my brother achmed has lots of hobbies he plays chess collects watches watches plays and reads books
Try reading the same sentence with the correct punctuation:
· My brother Achmed has lots of hobbies. He plays chess, collects watches, watches plays and reads books.
Suddenly, the sentence makes sense!
3 of 19 – Question 1
The rules for capital letters are fairly straightforward, but there are a lot of them!
See how many of them you can remember.  Answer yes or no for all of these statements about when to use capital letters:

1. The first letter of a sentence
2. The last letter of a sentence
3. After a full stop
4. The first letter of someone’s name
5. The first letter of an animal’s name

Answers:

1. Yes
2. No
3. Yes
4. Yes
5. Yes
4 of 19 – Capital letters
There are many more examples of when we use capital letters.
We all know that we must start every sentence with a capital letter, and we need to use one after a full stop.
Use capitals for the first letter in ‘proper nouns’.  In other words, for individual names given to people, animals, places and things.  If the name has more than one part, each part needs to start with a capital letter. Here are some examples. 
· Star Wars
· Buckingham Palace
· West Yorkshire
· Winston Churchill
· Baloo the Bear
· Fargo
5 of 19 – Capital letter examples
In addition to capitalising the first letter of proper nouns (names), we also need to capitalise the adjectives that come from these names.  These are called ‘proper adjectives’.  Here are some examples:
· ‘Shakespeare’ is the proper noun. ‘Shakespearian’ is the proper adjective.
· ‘America’ is the proper noun. ‘American’ is the proper adjective.
· ‘Elizabeth’ is the proper noun. ‘Elizabethan’ is the proper adjective.
6 of 19 – Question 2
What are the adjectives for each of the following proper nouns? Do not forget to start each on with a capital letter!
1. Christ
2. Japan
3. Korea
4. Buddha
Answers:
1. Christian
2. Japanese
3. Korean
4. Buddhist



7 of 19 – Capital letters – when to use them
There are some exceptions to the rules. The examples below show which proper nouns need capital letters and those that do not.

Nouns which need capitals:
· Abbreviations such as USA, UK, BBC
· Brand names such as Kellogg’s
· Companies such as Costa Coffee
· Days of the week and months
· Historical events: Second World War
Nouns which do not need capitals:
· Animals or breeds dog or cat
· Elements such as iron or oxygen
· Foods such as eggs or milk
· Objects in space such as the moon or sun
· Medical conditions such as flu or cold
8 of 19 – Capital letters-rules
Some short ‘grammatical’ words such as ‘of’, ‘on’, ‘a’, ‘the’, and ‘with’ are not capitalised as part of a longer title, unless they are the first or last word of the title.

However, you need to ensure you capitalise nouns, pronouns, adjectives and verbs in titles.
Here are some examples:
· Lord of the Rings - “of “and “the” are not capitalised.
· To Kill a Mockingbird - “a” is not capitalised.
· Harry Potter and the Chamber of Secrets - Chamber is capitalised because it is a specific place.
· Romeo and Juliet - only the characters names are capitalised.




9 of 19 – Full stops
Grammar rules for full stops are very simple.
End of a sentence:
We all know that we have to use a full stop at the end of a sentence.  We know when it is the end of a sentence when the statement is complete.
Look at the following sentence:
‘My name is Pablo and I come from Spain’. 
Here is another example:
‘My name is Pablo and I come from’ This is not a sentence.
Here are some other abbreviations which also use full stops.
· Etc.
· i.e.
· p.m.
· a.m.
· Main rd.
· Middle name initials: Michael J. Fox
10 of 19 – Websites
Full stops appear in websites and email addresses but not as the last character!
· www.amazon.co.uk
· www.facebook.com
· jsmith@hotmail.co.uk
11 of 19 – When not to use full stops
If a sentence ends with an abbreviation that ends with a full stop, you do not need to use two full stops!
For example:
The DJ played songs by bands like The Cortinas, The 1975, The Aces etc.. (this is incorrect)
The DJ played songs by bands like The Cortinas, The 1975, The Aces, etc. (this is correct)
Also, we do not need full stops in abbreviated names of companies or organisations.
Examples:
· RSPCC
· ITV
· BT
· FBI
12 of 19 – Question 3
Which of the following sentences have the full stops in the correct position?
1. Their party starts at 8pm on Friday night.
2. Their party starts at 8pm on Friday night.
3. Their party starts at 8 p.m. on Friday night.
Answer:
The correct answer was sentence number three.
13 of 19 – Question 4
Commas are probably the most misused of all the punctuation marks in English. They have a large number of uses; we will look at the most common and useful ones in this session.
Answer ‘yes’ or ‘no’ for the following uses of commas:
1. At the end of a sentence
2. To separate three or more items in a list
3. To separate two or more adjectives describing the same word
4. Between two clauses of a sentence
5. To separate out ‘extra’ phrases that interrupt the sentence flow
Answers: 
1. No
2. Yes
3. Yes
4. Yes
5. Yes









14 of 19 – Commas
Let us look at each of these important comma rules one by one.
Using commas in lists:
A new pencil case, a new bag, a new pen, a clean pair of shoes.
NOTE: there is no need for a comma before ‘and’ here, but it is allowed!  Many people think you are simply not allowed to use a comma before the word ‘and’.  This is not true. Sometimes a comma before ‘and’ is necessary, to keep the meaning clear:
Here is a confusing example:
After dinner, we had coffee, cheese and crackers and grapes.
Here is a correct and clear example:
After dinner, we had coffee, cheese and crackers, and grapes.
Cheese and crackers go together as a pair, and the comma helps to keep these two things together in the list.
15 of 19 – Commas  - adjectives
Very often, we use more than one adjective to describe someone or something.  
The talented, skillful, motivated team were never going to lose the title.
The commas are used here to separate the adjectives.
Note: do not put a comma between the last adjective and the noun.
16 of 19 – Commas between clauses
We use a comma to separate a dependent clause from an independent clause, or to separate two independent clauses.
In the following examples, the dependant clause is before the comma, and the independent clause is after the comma.
· If you do not stop singing out of tune, I will go crazy.
· After I have checked the motorbike, we will go for a ride.
· When you have finished your homework, you could come around to mine.





17 of 19 – Commas between two clauses and phrases
We also use a comma to separate two independent clauses joined by connectives such as ‘and’, ‘or’ and ‘but’.
The following sentences go in this order:
First independent clause, comma, connective, second independent clause.
· He walked all the way home, and he flopped on the sofa.
· I love Lady Gaga’s music, but I cannot bear her hats.
Commas are also used to separate phrases from the rest of a sentence so that the ‘flow’ of the sentence is not interrupted. We can add a descriptive phrase, separated by commas, to give more information about a subject.
· Anna, my best friend, has been bullied online for months.
18 of 19 – Question 6
Which sentence displays the correct use of commas to separate a descriptive phrase from the rest of the sentence?
1. Mrs Khan, who was always my favourite teacher, retired at the end of the year.
2. Mrs Khan who, was always my favourite teacher, retired at the end of the year.
Answer:
The answer was sentence one.
19 of 19 – End
Well done. You have completed this session on capitals, commas and full stops.
In this session we have covered:
· Introduction to capitals, commas and full stops
· Uses of capital letters
· Uses of full stops
· Uses of commas
· Revision of capitals, commas and full stops
If you are unsure or have any questions about any of these topics, make a note and speak to your tutor for more help.




