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Literacy Entry Level 3 – Punctuation
1 of 17 – Welcome
Welcome to this session on punctuation. In this session we are going to look at some of the most common types of punctuation, and think about how to use this punctuation in everyday writing.

By the end of this session, you will:
· Know how to use a full stop
· Know how to use question marks
· Know how to use exclamation marks
· Understand the different ways of using commas
· Understand the different ways of using apostrophes
2 of 17 – What is punctuation?
Punctuation are marks and symbols that we use to separate out our words and our sentences. Every sentence has some kind of punctuation symbol included in it – like this one, for example, which has a dash, commas, and will have a full stop.

The reason that we use punctuation is that it helps to make our writing – and the things we are trying to say through our writing – a little easier to read.

Using punctuation can be the difference between someone understanding your thoughts and ideas, and someone not understanding them at all! So it is always worth knowing which punctuation mark you should be using and where you should be using it.
3 of 17 – Full stops and question marks
There are not many sentences in the world that do not have a full stop at the end of them (unless the sentence is actually a question).

A full stop is a small dot that goes at the end of your sentence. It lets people know that one sentence has finished and another one is about to begin.

If your sentence is actually a question though, that is when you will use a question mark, like this:

You will see the difference between a sentence and a question. (full stop)

Did you see the difference between a sentence and a question? (question mark)

Both of these symbols help a reader to understand the purpose of the sentence, or question, which helps to improve their understanding of the written text as a whole.
4 of 17 – Exclamation marks
There is another punctuation mark that you might find at the end of sentences as well and it is called an exclamation mark!

Exclamation marks will always be at the end of a sentence, usually in place of a full stop (as you cannot really replace question marks with anything else).

When you use an exclamation mark it should be to emphasise or highlight whatever it is that your sentence is saying. So it might show surprise or force, if you are sharing information, but you might use exclamation marks in story writing as well.

If a character in your story is shouting, for example, you might use an exclamation to show that:

“Don’t you stare at me like that, young lady!” (exclamation mark)
5 of 17 – Commas
Commas have lots of different uses when you are punctuating something. To look at, a comma is a small curl that sits between different words in a sentence.

Examples of when to use commas:
· Separate items on a list
· Replace a pair of brackets
· Separate different clauses
· Be inverted (making inverted commas)

When commas are used to separate items on a list you just have to remember to put a comma after each item until you get to the last items (here, instead of a comma, you put ‘and’ instead):

We need pears, (comma) bananas, (comma) lettuce, (comma) tomato ketchup and a loaf of bread. 
6 of 17 – Commas – continued
If you are using commas instead of using brackets, then you need to make sure your sentence is long enough for you to do this.

For this job, commas are usually used to separate out bits of information – just like brackets would – but the commas look a little less obvious (meaning they stick out less) than brackets do:

Ansh’s bag, (comma) which was full of school books, (comma) was far too heavy to carry home. 

Commas can also be inverted – meaning, they are flipped around – and this is usually used in story writing if one of the characters has said something:

‘Can you hear the phone ringing?’ (inverted commas) he said. 
7 of 17 – Commas – continued
Commas can also be used to separate two or more clauses. A clause is a sentence that can be written on its own but a comma is used to connect it to the sentence before. This is because the sentences are linked together by topic:

Helen took a great deal of care to bake the cake to perfection, (comma) but the chocolate filling inside hadn’t melted. 

In this example the cake is the subject of the first clause and the chocolate filling is the subject of the second – but the two clauses are part of the same explanation, which is why we can connect them with a comma.

When we are connecting clauses together we might use a semi-colon instead of a comma; they act in the same way, as semi-colons also link together different clauses that have the same general theme or topic to them.
8 of 17 – Apostrophes
In a similar way to commas, apostrophes also have one or two different uses.

Examples of when to use apostrophes:
· Mark the possession of something (explaining what thing or object belongs to which person)
· Make a contraction (this is when we miss out the letter of a word to shorten it, or when we join two different words together)

Possessive apostrophes help us to identify when something belongs to someone. So if you are saying that the handbag belongs to your grandmother, you would use an apostrophe like this:

That is my grandmother’s handbag. (grandmother apostrophe s)

There are one or two rules to remember when you are using possessive apostrophes.
9 of 17 – Apostrophes – continued
You will not always say that something belongs to a person; there will be times when you might refer to something as ‘it’ instead – such as a building or an event – and when you use ‘it’ you must remember that you do not use an apostrophe, as this changes the meaning of the word:

I don’t know what its ceiling structure is like. (no apostrophe in its)

There will also be times when you have to add a possessive apostrophe to a word that already ends in an ‘s’, for example: Jones. When this happens you have two options.

You can put the apostrophe after the s, like this: Jones’ (J O N E S apostrophe)

Or you can add an apostrophe and add another ‘s’: Jones’s (J O N E S apostrophe S)
10 of 17 – Apostrophes – continued
We also use apostrophes to omit letters from a word – this means that we leave certain letters out – or to join certain words together. The name for these words, once the apostrophe has been added, is contractions. For example:

do + not = don’t (D O N apostrophe T)

Here we have combined do and not together and omitted the ‘o’ from ‘not’, so the words have been combined together to make one shorter word that still provides the same meaning as the original two.

Other examples are: haven’t (H A V E N apostrophe T), shouldn’t (S H O U L D N apostrophe T), we’ve (W E apostrophe V E), isn’t (I S N apostrophe T) and many more!
11 of 17 – Hyphens and dashes
Hyphens and dashes are easily confused as punctuation symbols. The easiest way to spot the difference between them is to look at how they are being used in a sentence.

A hyphen is a small line that is used to join two words together, usually to make a new describing word.

Examples of when to use hyphens:

crisp-(hyphen) munching, bad-(hyphen) tempered, loud-(hyphen) mouthed (hyphen between each of the two words)

Dashes play a different role in sentences. In a similar way to commas and brackets, dashes can be used to break a sentence up into easy to read chunks by separating out some of the information.

Examples of when to use dashes:

Johnathan – (dash) who had always had a bit of a temper – (dash) started to stamp his feet.
12 of 17 – Question 1
The sentences below are missing punctuation at the end. Match the sentence to the correct punctuation category, question mark, exclamation mark and full stop.

1. I’m speaking as loud as I can
2. Can we go to the park later
3. I don’t think you need to shout
4. Why are you asking questions all the time

The correct punctuation should read as follows:

1. I’m speaking as loud as I can! – Exclamation Mark
2. Can we go to the park later? – Question Mark 
3. I don’t think you need to shout. – Full stop
4. Why are you asking questions all the time? – Question mark
13 of 17 – Question 2
Commas can be used to separate items on a list. From the examples below, which lists are using commas correctly? 

Choose all that apply:
A. He balanced a cup of tea, (comma) a plate of biscuits and a box of photographs.
B. She bought an éclair, (comma) and a doughnut, (comma)and a custard tart.
C. Harry had to carry home his books, (comma) his bag, (comma) the shopping and his umbrella.
D. Raj needed to buy mustard, (comma) garlic, (comma) and bread and coffee.
E. Emily couldn’t decide between the chips and the jacket potatoes and the mash.

The correct answers are A and C, he balanced a cup of tea, (comma) a plate of biscuits and a box of photographs and Harry had to carry home his books, (comma) his bag, (comma) the shopping and his umbrella.
14 of 17 – Question 3
Which of the following sentences are using apostrophes correctly?

The Jones’s (J O N E S apostrophe S) are coming round this evening for some dinner.
Correct
Incorrect

The answer is: Correct.

That is the dogs (D O G S) bone, you better not move that.
Correct
Incorrect

The answer is: Incorrect.

I’ve (I apostrophe VE) told them that it’s (I T apostrophe S) not needed but they’re (T H E Y apostrophe R E) bringing it anyway.
Correct
Incorrect

The answer is: Correct.

Why dont’ (D O N T apostrophe) you like Bobs’ (B O B S apostrophe) new outfit?
Correct
Incorrect

The answer is: Incorrect.
15 of 17 – Question 4
When should you use a hyphen?
A. When you are separating out information in a sentence
B. When you do not want to use a comma
C. When you are joining two words together
D. When you want to miss out a letter from a word
E. When you want to make a really long word

The correct answer is C, when joining two words together.
16 of 17 – Question 5
Use the following words, the meaning, symbol, clearer, emphasis, proofread, out loud and pause to complete the sentences below:

When you read back over your work it is important that you blank your punctuation. Using the right punctuation can make your writing neater and blank for someone to understand. It also makes it easier for people to understand blank of your writing, and for people to see where blank falls in different sentences. If someone is reading your work blank then punctuation can be really useful for showing when the reader should blank or take a break as well. There might be times when a different punctuation blank would fit better, and that is why you should always before you say your work is finished.

The correct sentences should read as follows:

When you read back over your work it is important that you proofread your punctuation. Using the right punctuation can make your writing neater and clearer for someone to understand. It also makes it easier for people to understand the meaning of your writing, and for people to see where emphasis falls in different sentences. If someone is reading your work out loud then punctuation can be really useful for showing when the reader should pause or take a break as well. There might be times when a different punctuation symbol would fit better, and that is why you should always before you say your work is finished.
 17 of 17 – End
Well done! You have completed this session on punctuation.

In this session you have looked at:
· How to use a full stop
· How to use question marks
· How to use exclamation marks
· The different ways of using commas
· The different ways of using apostrophes

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