
3 dots ...
can create suspense 
or show that some 
words are missing.

She came in ... 
thought she heard 
a sound ... then 
saw the note.

The technical name for  
3 dots is ellipsis.Punctuation matters!
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An apostrophe
Can show that something 

belongs to someone.

The zebras stripes ’ 

Plural words 
ending in s 
just add an 
apostrophe to 
show belonging:
The zebras’ food.

Punctuation matters!
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Apostrophes
can show that letters are missing.
It’s = it is
He’s seen us. = He has seen us.
Don’t do that! = Do not do that!

’
Punctuation matters!
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I have new sunglasses.
I have new sunglasse’s. X

I bought a kilo of  
dog biscuits.
I bought a kilo of dog biscuit’s. X

Watch out! 
Don’t use an 

apostrophe just 
because you’ve  

added an s.

Punctuation matters!
Inspiring posters for learning

carelpress.co.uk



Rule 2: omission 

 

Omission is just a formal word for leaving something out. When two words 

become one, part of the second word is left out and an apostrophe is put at 

the end of the first word (except in the case ‘will not’), so could have 

becomes could’ve. See if you can make each of the expressions below into 

a word with an apostrophe. Write your example next to the one that has 

been given: 

 
Should have: Should not:      

 

Might have: Would have:     

 

Have not: Do not: 

 

Could not: Can not: 

 

Will not: Would not: 

 



Apostrophes 

 

You will be marked down for incorrect use of an apostrophe when you take 

your English GCSE exam. There are two main uses and both are easy, once 

you understand them. You DON’T need an apostrophe to show that there is 

more than one of something, so writing I bought some apple’s would be 

wrong. 

 

Rule 1: ownership 

 

An apostrophe should always be used to show ownership. A simple 

example of this would be John’s coat. However, it could also be something 

less obvious, like John’s attitude (the attitude still belongs to John). 

 

An apostrophe is also used to show that something belongs to a group of 

people. To do this, you can `just put the apostrophe after the ‘s’. An 

example of this is The students’ books. 

 

Just to make things difficult, there are groups where the apostrophe still 

goes before the ‘s’. These are men, women, people, children and 

everybody. This is because the ‘s’ is only added for ownership; the word 

already tells you that there is more than one. An example of this is The 

women’s toilet. 

 

When a name ends in ‘s’, the apostrophe can either be added at the end of 

the word, or an extra ‘s’ can be inserted. An example of this is James’ book 

and James’s book. 



Brackets Use brackets to give 
extra (but not essential) 

information.Most penguins live in Antarctica 
(some also live in Argentina, 
Australia and New Zealand)

(  )

Punctuation matters!
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Fact sheet - Level 2 

Paragraphs 
 

 
Learning how to break your stories and essays into paragraphs is a confusing but important job.  
 

Before you begin 
You can break a piece of writing into paragraphs after you've written it, or you can do it as you 
go. Doing it as you go is the best choice, but you might not be able to do that right off the bat.  
 

How to do it 
There are a few standard times to make a new paragraph:  
 

� When you start in on a new topic  
� When you skip to a new time  
� When you skip to a new place  
� When a new person begins to speak  
� When you want to produce a dramatic effect  

 

New Topic 
This one's mainly for essays. Every time you go on to a new topic, you should make a new 
paragraph.  
 

New Time 
This one--and the rest--are mainly for use in short stories. Whenever you skip some time, that 
will probably be the right place to make a new paragraph. If you find yourself using phrases or 
sentences like these, you are skipping some time:  
 

� Later that day,  
� The next morning,  
� Five hours passed.  
� They waited and waited.  
� Life in Yate remained unchanged.  
� The seconds seemed like hours.  

 

New Place 
Scenes in stories generally happen in one place. When the characters go to a new place, a new 
scene happens. At the very least, a new paragraph happens. Any time you have a "Meanwhile, 
back at..." phrase in your story, make a new paragraph.  
 

New Speaker 
If you're doing a good job, your short stories are going to have dialogue, or characters talking to 
each other. Dialogue helps bring stories to life. Every time you switch speakers, you make a new 
paragraph. Sometimes this means that your paragraphs are really short, because all a character 
might say is, "No." If that's all he says, though, that is as long as the paragraph needs to be. 
Another thing to remember is that, if you put the "he said" phrase before the quote, or you 
character does some action before he speaks, you should make that part of the same paragraph 
as the quote.  
 

Action That Serves As Part of the Dialogue 
A good writer will break long stretches of dialogue up with snatches of action. This is good for 
the rhythm of the piece. Changing things up makes the conversation flow smoothly, at least 
from the reader's standpoint. It also helps make a picture in the reader's mind by inserting just 
the right detail to bring the scene to life. The last reason for using this kind of paragraph break 
is that people don't always reply with words. Sometimes they shrug or make a face or ignore the 
other speaker entirely.  



 

Dramatic Effect 
Sometimes you simply want a paragraph to stand out, or you want to slow the reader down and 
control the pace of the story. At times like this, you can make a brief sentence--or even a word--
an entire paragraph.  Just don't overdo it; this gets old fast.  
 

Here are some examples, excerpted from the novel Kate Macready and the Pirates. They are 
colour coded when possible to show which type of paragraph break is being used: yellow for 
new topic, brown for new time, purple for new place, light blue for new speaker, dark blue for 
an action that takes the place of some dialogue, and green for dramatic effect.  
 
 

        The one good thing I could see was 

that the water was so shallow where the 

Narwhal went down that, once I broke 

clear of the ship, I didn't have far to go to 

reach the surface. 

       It was long enough, though. 

        By the time I broke the surface, I 

had almost given up hope, but I found 

myself in the air and took a huge, gulping 

gasp. I splashed around, happy just to be 

alive. That's when the hand reached down 

and grabbed me. 

        Before I had a chance to think, I had 

been hauled into a small boat and dumped 

there like a load of fish. I opened my eyes 

and was surprised--and happy--to see 

Jeremy staring down at me. 

        "You made it," he said. 

        I nodded. 

        "Did you get the map?" he asked. 

        I sat up, outraged. "Is that all you 

can think about?" I demanded. 

        "No. Of course not. But did you get 

it?" 

        I pulled the map, now waterlogged, 

from the folds of my shirt and tossed it to 

the floor of the boat. Jeremy looked visibly 

relieved. 

        "Are you all right?" he asked. 

        "I--I think so," I said. 

        "What happened to...uh, to Diablo?" 

        I shrugged. "I don't know. I didn't 

see him." 

        There was a pause.  

 

 

 



• Bullet points

Use bullet points:
• to highlight key points  
• to make notes 
• to make a list

Punctuation matters!
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Fact sheet - Level 1 

Capital Letters 
 
 

 
 
These are simple letters (also called ‘lower case’): 
 

a b c d e f g h i j k l m n o p q r s t u v w x y z 
 
 
These are capital letters (also called ‘upper case’): 
 

A B C D E F G H I J K L M N O P Q R S T U V W X Y Z 
 
 
1. Every sentence starts with a capital letter. 

So there should always be a capital letter after a full stop, question mark or 
exclamation mark. 

 
e.g. Nick went to the shops. He came back with a bag of fruit. 

Did he go? He did. 
He went! 

 
 

2. You also need a capital letter for the word “I” and for names - of people, 
places, things (days, months, films, TV shows, song titles, etc) 

 
e.g.  Anne, York, France, Sunday, November, Top of the Pops 

 
 

3.  Initials need capital letters 
 

e.g.  BBC, UK, RAF, DIY 
Ws/E3.3 

 

For factsheets, worksheets, quizzes and games to help improve your skills, please 

click on the following link: 

www.bbc.co.uk/skillswise 

 

 



Fact sheet - Level 2 

Capital Letters 
 

 

A capital letter is a large letter that is used at the beginning of a sentence and as the 

first letter of certain words.  The word comes from the Latin capitalis, derived from 

caput head. 

 

Use a capital letter ...... 

 

for the pronoun I  

 

for the first word of a sentence 

 

for proper nouns : Patrick, Dad, the Queen, the President of the United States 

 

for place names and the names of buildings: London, Norway, Easy Street, the Taj  

Mahal, Buckingham Palace, Poole Court 

 

for the months of the year, days of the week, and special occasion days: Monday, 

September, Christmas, Easter, Halloween 

 

for adjectives derived from proper nouns: English, Shakespearian, Victorian 

 

for the major words in the title of books, plays, films, magazines, computer games, 

works of art: Blood Brothers, Of Mice and Men, To Kill a Mockingbird, Modern 

Warfare, Call of Duty 

 

for personal titles that come before a name: Ms, Mr, Mrs, Dr, Reverend 

 

for most letters in words that are acronyms: NASA,  BBC, UN 

 

for brand names: Dyson, Mars, Sony, Playstation 

 

To find out more about capital letters visit... 

 

www.bbc.co.uk/skillswise/e3/words/grammar/capitalletters 



Use capital letters 
for names

Emma and Peter 
went to Paris in 
May to see the 
Eiffel Tower.

Punctuation matters!
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The names of  people, places and organisations 
are called ‘proper nouns.’ A proper noun 

always begins with a capital letter.



Capital 
letters
Start every 

sentence with 
a capital letter.

Punctuation matters!
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Colon:

Use a colon to introduce a list, or examples:
He remembered three special things about his 
grandma: her smiles, her cakes and her hats.:



Commas

• in a list  
I keep my phone, keys, money  

and travel pass in my bag.

• to break up sentences  
so they are easier to read 

On Fridays, unless I’m working,  
I go dancing.

make written work  
easier to understand

Use commas

Punctuation matters!
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There is often confusion over the words accept 

and except. They sound similar, but their 

meanings are very different.  

Accept 

'To accept' is a verb.  It has several meanings: 

   

To hold something as true. 

 

The officer accepts your point and has decided to let you off with a caution.  

 

  I accept she may have been tired, but that's still no excuse.  

To receive something willingly. 

 

I accept this award on behalf of the whole cast.  

 

Do you accept dogs in your hotel?  

 

Please accept my resignation. I don't want to belong to any club that will accept me as 

a member. (Groucho Marx) 

To answer 'yes' (especially to an invitation). 

 

The minister would love to accept the invitation to your ball, but she has a prior 

engagement.  

Except 

The word 'except' is most commonly seen as a preposition.  However, it can also be 

used a conjunction and very occasionally as a verb. 

   

Except as a preposition means 'apart from', 'not including' or 'excluding'. 

 

I can resist everything except temptation. (Oscar Wilde)  

 

I have nothing to declare except my genius. (Oscar Wilde) 

 



Marge, don't discourage the boy! Weaseling out of things is important to learn. It's 

what separates us from the animals...except the weasel. (Homer Simpson) 

 

It has been said that democracy is the worst form of government except all the others 

that have been tried. (Winston Churchill)  

Except as a conjunction means 'but' or 'if not the fact that'. 

 

I would go swimming, except I am scared of big fish.  

Except as a verb means 'to exclude'. 

 

You are excepted from the ruling.  

 



Difference between Affect and Effect 

There is often confusion over the words 'effect' and 'affect'. In order to understand 

which to use, you must know the difference between a noun and a verb. This is because 

effect is a noun; whereas, affect is a verb. However, there are tricks to get around this.  

 

Examples: 

 

What effect did foot-and-mouth disease have on your business?  

(effect - noun) 

("What consequence did foot-and-mouth..." < sounds ok; effect is correct) 

 

Did foot-and-mouth disease affect your business?   

(affect - verb) 

("Did foot-and-mouth disease transform your business?" < sounds ok; affect 

is correct) 

 

Do not allow this incident to effect your decision.   

("...to outcome/consequence/appearance your decision" < nonsense; effect 

is wrong.) 

("...to transform your decision" < sounds ok; affect is correct.) 

 

That spiral effect is effecting my eyes.  

 



Some writers are confused by you're and your. 

A mistake involving these can spoil a great piece 

of work! 

You're 

You're is a contraction of you are.  It has no other uses. This is a 100% rule.  If you 

cannot expand it to you are in your sentence, then it is wrong.    

 

Examples: 

 

I know you're leaving at 7 o'clock, but would you like another sherry?  

(Expands to you are - correct) 

 

Please ask Joan to post the parcel when you're in London. 

(Expands to you are - correct) 

 

You said that you couldn't believe you're ears.  

(Does not expand to you are - should be your)  

Your 

The word your sits before another word (usually a noun or a pronoun) to show that it 

belongs to you (e.g., your car, your arm), is of you (e.g., your picture, your photograph) 

or is related to you (e.g., your uncle).  Your is a possessive adjective.  Other possessive 

adjectives are: my, your, his, her, its, our and their.   

 

Examples: 

 

Our expert will answer your questions about pensions and savings.  

(questions belonging to you) 

 

Sarah doesn't look like your sister.  

(related to you) 



Complex sentences  

 

 

 

 

The wall above is made of bricks. In the same way, the building blocks of 

sentences are called clauses. There are two types of clause: 

 

Main clause: Part of the sentence that can stand alone 

as a separate sentence. 

 

Subordinate clause: ‘Subordinate’ is just a fancy word for 

something that has something else in 

charge of it. The main clause is in charge 

of the subordinate clause. The 

subordinate clause just gives the extra 

detail and can’t stand on its own. 

 

 

 

See if you can label the main clause and the subordinate clause in the two 

sentences below: 

 

As she walked under the bridge, she started to think about what she had 

to do later on. 

 

 

She didn’t go shopping, because she had run out of money. 

 

 



Does one of the two clauses always have to come at the front of the 

sentence (answer below)? 

 

 

What effect does it have if sentences start in different ways (answer 

below)? 

 

 

A sentence with at least one main clause and one subordinate clause is 

called a complex sentence. In the space below, write down three examples 

of complex sentences. Remember that your subordinate clause often starts 

with a linking word like ‘as’, ‘because’ and ‘although’. These words are 

called connectives. 

 

 

 

 

 

 

 

 

 

 

 
 

 



Fact sheet - Level 2 

Connectives 
 
 

 
 
What are connectives? 

 
Connectives are words which join ideas in a sentence together.  There are 
lots of different types of connectives. 
 
Additive connectives: 

They signal extra information over and above what has already been given.  

in addition ~ besides ~ furthermore ~ moreover 

They usually start a sentence.  

Causal connectives: 
These form the link between cause and effect  

because ~ since as ~ therefore ~ consequently ~ as a result ~ for this 
reason ~ subsequently 

Again these often start a sentence and come after a list of causes. Therefore 
can come after a statement such as “We can see, therefore, that . . . . . .”  

Adversative connectives:  

These show that a contrasting point of view is about to be expressed 

but ~ yet ~ however ~ nevertheless ~ on the other hand ~ in contrast ~ 
whereas ~ though/although 

but cannot start a sentence. Whereas only introduces a sub-ordinate clause:  
Pupils often abuse but: they use it like and. Make sure they use it correctly 
and are offered alternatives. 

Temporal connectives: 

These order events or ideas in a sequence and can be useful in chronological 
writing as well as ordering an argument. 

first ~ now ~ then ~ next ~ consequently ~ as a result ~ for this reason ~ 
subsequently 

when can be useful too, as can to conclude. 



Summing up connectives:  

thus ~ hence ~ therefore ~ consequently 

These can come at then end of paragraphs as well as the end of whole pieces 
of writing in the conclusion. 

Consequently can be used to sum up arguments and introduce a conclusion. 

Sentence adverbs are not connectives: they may link, but not join. 
Suddenly; eventually; later are usually used to start a sentence, but as pupils 
become more sophisticated they will move them: 

Eventually he came. 
He came eventually. 

Suddenly he was there. 
He was suddenly there. 

 



Exclamation marks
can be used 

• in direct speech for an exclamation  
or something said loudly:  

‘Help me!’ he shouted.

• when a writer wants to make  
an amusing point or be ironic: 

Their Christmas email arrived in March!

Punctuation matters!
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I knew it was time 
to go home.

Full stop
A full stop ends a sentence.

Punctuation matters!
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Fact sheet - Level 1 

Full Stops 
 
 

 
 
Full stops are placed at the end of a sentence and gives us time to gather our 
breath or our thoughts, before moving on to the next sentence.  Ignore the 
pause and sentences run together: meaning becomes confused 
 
e.g.   
 

John said nothing. 
 

The school is closed because of the snow. 
 

You can usually tell where a full stop goes by reading your work aloud.   
 
 
Full stops are also used in some abbreviations. 
 

e.g. 
a.m. 
p.m.  
etc.  

 
 
They are not used: 
 
When we end a sentence with another punctuation mark, e.g. a question 
mark or an exclamation mark.  Understand?  Of course you do! 
 



. 
Factsheet – Level 2 

Full Stop 
 
 

 
 
The full stop is the strongest mark of punctuation.  It tells us we need a 
definite pause at the end of a sentence, giving us time to gather our breath 
or our thoughts, before moving on to the next sentence.  Ignore the pause 
and sentences run together: meaning becomes confused.  Full stops are also 
used in some abbreviations.  
 
 
1.  Use a full stop at the end of a sentence: 

• The man arrived.  He sat down. 

 
 
2. Use full stops with abbreviations (in an abbreviation the last letter of 

the word and of the abbreviation are not the same): 

• Co. (Company)  
• etc. (et cetera)  
• M.P. (Member of Parliament) 

 
 
3.  Do not use full stops with contractions (in a contraction the last letter 

of the word and of the contraction are the same): 

• Ltd (Limited)  
• Dr (Doctor)  
• St (Saint) 

 
 
 
 
 

 



Factsheet 

Exclamation Mark 
 
 

 
 
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 when speaking.  Exclamation marks are most commonly used in 
writing quoted speech.  You should avoid using exclamation marks in formal 
writing, unless absolutely necessary. 

1. Use an exclamation mark to indicate strong feelings or a raised voice in 
speech: 

• She shouted at him, "Go away! I hate you!"  
• He exclaimed: "What a fantastic house you have!"  
• "Good heavens!" he said, "Is that true?"  
• "Help!"  
• "Shut up!"  
• "Stop!" 

2.  Many interjections need an exclamation mark: 

• "Hi! What's new?"  
• "Oh! When are you going?"  
• "Ouch! That hurt." 

3.  A non-question sentence beginning with "what" or "how" is often an 
exclamation and requires an exclamation mark: 

• What idiots we are! (We are such idiots.)  
• How pretty she looked in that dress! (She looked 

very pretty in that dress.) 

4.  In very informal writing (personal letter or email), people sometimes 
use two or more exclamation marks together: 

• I met John yesterday. He is so handsome!!!  
• Remember, don't be late!!  
• I'll never understand this language!!!! 

Remember, try to avoid exclamation marks in formal writing such as an 
essay or business letter. 



Factsheet 

Question Mark 
 
 

 

The main function of a question mark is to indicate a question or query. 

1.  Use a question mark at the end of all direct questions: 

• What is your name?  
• How much money did you transfer?  
• Did you send euro pounds? 

2.  Use a question mark after a tag question: 

• You're French, aren't you?  
• Snow isn't green, is it?  
• He should go and see a doctor, shouldn't he? 

3.  Don't forget to use a question mark at the end of a sentence that really 
is a direct question: 

• How else would I get there, after all?  
• What if I said to you, "I don't love you any more"?  
• "Who knows when I'll die?", he asked rhetorically. 

4. In very informal writing (personal letter or email), people sometimes 
use a question mark to turn a statement into a question: 

• See you at 9 pm? 

In the same situation, they may use two or three question marks 
together to show that they are not sure about something: 

• I think you said it would cost £10??? 

5. Do not use a question mark after an indirect or reported question: 

• The teacher asked them what their names were. 
(What are your names?)  

• John asked Mary if she loved him. (Do you love me?)  
• I'm wondering if she's coming. (Is she coming?) 



6. Many polite requests or instructions are made in the form of a 
question. But because they are not really questions, they do not take a 
question mark: 

• Could you please send me your catalogue.  
• Would all first-class and business-class passengers 

now start boarding. 

7.  Be careful with titles and abbreviations when question marks are 
involved: 

• "Who's afraid of Virginia Woolf?" was a play before it 
was a film.  

• Who's afraid of Virginia Woolf? was a play before it 
was a film.  

• Have you seen the film "Who's afraid of Virginia 
Woolf?"?  

• Have you seen the film Who's afraid of Virginia 
Woolf??  

• Have you ever been to L.A.? 

Note that there should be no space immediately before a question mark. 

 

For more information and games about these punctuation marks go 
to …. 
 

www.grammar.ccc.commnet.edu/grammar/marks/marks 
 
www.bbc.co.uk/schools/ks2bitesize/english/spelling_grammar/punctuation/play.shtml 

 
 
 
 



Fact sheet Level 2 

Homophones 
 
 

 
 
The word homophone is made from two combining forms:  

• homo- (from the Greek word "homos", meaning "same" 
• -phone (from the Greek word "phone", meaning "voice" or "sound" 

You will see many English words using one or other of these combining 
forms. 

The following list of 70 groups of homophones contains only the most 
common homophones, using relatively well-known words. These are 
headwords only. No inflections (such as third person singular "s" or noun 
plurals) are included. 

Are you clear about each of the different meanings?  Can you spot any you 
are not sure about?   

air heir  

aisle isle  

ante- anti-  

eye I  

bare bear bear 

be bee  

brake break  

buy by  

cell sell  

cent scent  

cereal serial  



coarse course  

complement compliment  

dam damn  

dear deer  

die dye  

fair fare  

fir fur  

flour flower  

for four  

hair hare  

heal heel  

hear here  

him hymn  

hole whole  

hour our  

idle idol  

in inn  

knight night  

knot not  

know no  

made maid  

mail male  

meat meet  

morning mourning  



none nun  

oar or  

one won  

pair pear  

peace piece  

plain plane  

poor pour  

pray prey  

principal principle  

profit prophet  

real reel  

right write  

root route  

sail sale  

sea see  

seam seem  

sight site  

sew so sow 

shore sure  

sole soul  

some sum  

son sun  

stair stare  

stationary stationery  



steal steel  

suite sweet  

tail tale  

their there  

to too two 

toe tow  

waist waste  

wait weight  

way weigh  

weak week  

wear where  

 

NB: In a few cases, a third homophone, although possible, has not been 
included for simplicity. Different varieties and accents of English may produce 
variations in some of these pronunciations. The homophones listed here are 
based on British English. 

 



Hyphens make a strong link 
between two words.

man  
He claimed  
it was a 

eating shark.-
Punctuation matters!
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Use a capital 
letter when 

talking about 
yourself.

I  
am  

great.
I love  

reading.

can  
do it.

Punctuation matters!
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It’s easy
when you know how

Really it is
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Fact sheet 1 

Singular or Plural? 
 

 

Singular Noun Definition:   
When a noun means one only, it is said to be singular.   
Examples:  boy, girl, book, church, box 
 

Plural Noun Definition:   
When a noun means more than one, it is said to be plural.   
Examples:  boys, girls, books, churches 

 

Rule #1 

The plural of nouns is usually formed by adding - s to a singular noun. 
 

 lamp  lamps 

 cat  cats 

 fork  forks 

 flower  flowers 

 pen  pens 

 

Exercise:  Write the plural of each of these nouns 
 

 chair  star  farm 

 storm  door  rock 

 owner  paper  cup 

 

Rule #2 
Nouns ending in s, z, x, sh, and ch form the plural by adding - es. 
 

 moss  mosses 

 buzz  buzzes 

 box  boxes 

 dish   dishes 

 church  churches 

 

Exercise:  Write the plural of each of these nouns 
 

 dress  brush  hex 

 wish  class  fox 

 cross  bench  bush 

 ax  grass  mantis 

  

Special Note: 
If you add - s to such nouns as fox, bush, and bench, you will find that you 
cannot pronounce them without making an additional syllable.  This is why 
such nouns form the plural by adding - es. 



Fact sheet 2 

Singular and Plural? 
 

 
Nouns ending in - y preceded by a consonant is formed into a plural by 
changing - y to - ies.   
 
Examples:  lady, ladies; city, cities; army, armies 
 

Exercise:  Write the plural of the following words 

 fly  baby  pony  injury  cherry 

 lady  beauty  story  history  berry 

 city  sky  duty  study  theory 

  

Rule #4 
Nouns ending in y preceded by a vowel form their plurals by adding - s.   
 

Example:  boy, boys; day, days 
 

Exercise:  Write the plural of the following words 

 day  toy  essay  turkey  chimney 

 play  joy  valley  alley  volley 

  

Rule #5 
Most nouns ending in o preceded by a consonant is formed into a plural by 
adding es.   
 

Example:  hero; heroes; grotto, grottoes 
 

Exercise:  Write the plural of the following words 

 motto  calico  buffalo  hero 

 potato  cargo  volcano  grotto 

 mosquito*  tomato  halo*  tornado* 

 buffalo*   portico*  veto   

  

*may add - s or - es 
  

The following are among those that add s only 

 canto  solo  piano  lasso 

 halo  memento  albino  sirocco 

  

Special Note: 
 

Most nouns ending in o preceded by a vowel is formed into a plural by adding - s. 
 

Example:  folio, folios; cameo; cameos; studio, studios; portfolio, portfolios 

  



Rule #6 

Some nouns ending in f or fe are made plural by changing f or fe to - ves.   
 
Example:  beef, beeves; wife, wives 

 

Exercise:  Write the plural of the following words 

 calf  self  leaf  sheaf  life 

 loaf  shelf  half  wolf  knife 

 elf   half  thief  wife  gulf 

 chief  dwarf*  proof  turf  

  

The following form their plurals by adding - s. 

 chief, chiefs   fife, fifes  mischief, mischiefs  hoof, hoofs 

 roof, roofs  grief, griefs  kerchief, kerchiefs  safe, safes 

 
 

IRREGULAR PLURALS 
 

 man, men  foot, feet  mouse, mice 

 woman, women  tooth, teeth  louse, lice 

 child, children  ox, oxen  goose, geese 

  

The following nouns have no singular: 

 scissors  oats  tongs  dregs 

 trousers  pinchers  bellows  snuffers 

 cattle  shears  measles  mumps 

 victuals  tweezers  vespers   

  
Some nouns are always singular.  Some of these nouns may be used in the 
plural when different kinds are meant as sugars, coffees, cottons 
  

 gold  silver  wheat  corn 

 molasses  copper  sugar  cotton 

  
Singular nouns use this and that. 
Plural nouns use these and those. 
 



Question mark

Every question needs  
a question mark.

When shall we three meet again?
In thunder, lightning, or in rain?

Shakespeare, Macbeth, 
Act 1, scene 1

Punctuation matters!
Inspiring posters for learning
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Semicolon ; 
A semicolon can join two separate, 
but related, sentences into one. 

He looked so sweet; I knew 
I had to keep him.

Punctuation matters!
Inspiring posters for learning
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Semi Colons 

 

A semi colon (;) is used to separate two main clauses. The two clauses have 

to be closely linked – they can’t be about completely random subjects! 

Another way of looking at it is that the semi-colon replaces the ‘and’ or the 

‘but’ in a compound sentence. Think of it as a sort of glue, keeping the two 

main clauses loosely stuck together. 

 

Here is an example of how to use a semi colon to separate two main 

clauses: 

 

It was hot yesterday; I went to the park and played football.  

 

In the space below, try to come up with two examples of your own. 

 

 

 

 

 
 

 

 

Using a colon for emphasis 

 

A colon (:) can be used to place emphasis on part of a sentence. This just 

means that it makes the second part of the sentence stand out more. Think 

of it like this: the colon pushes the first part of the sentence over to the 

wall, so the second part of the sentence can stand in the centre of the stage 

under the spotlight. Here are two examples: 

 

There was only one option: to run for it. 

 

It had all become clear: she had to leave him. 

 

 



In the space below, write down two examples of your own of a colon being 

used for emphasis. 

 

 
 

 



 

1)      The subject 

 

The man walked down the street. 

 

2) A participle (word ending in – ing or – ed) 

 

Walking up the street, he tripped. 

 

Worried about tripping, he bumped into his wife. 

 

3) A connective 

 

As she walked, she whistled. 

 

4) An adverb 

 

Joyfully, she opened her present. 

 

5) An adjective 

 

Angry at the world, he stormed out. 

 

6) A phrase 

 

At the top of the road, she paused. 

 

 



Speech marks

Words that are spoken  
should be in speech marks.

“Can I borrow your bike?” Joe asked.
“Yes, sure,” Ed replied.

Can I borrow 

your bike? Yes, sure.

Punctuation matters!
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Name: ________________________________________

There, Their, They're
they're - a contraction for the words they are

They're going to the airport.

their - something that belongs to people
We rode in their car.

there - a place; or used with the word are or is
The box is over there.
There are five coins in the bag.

Directions:  For each sentence, write their, they're, or there in the blank line.

1.  Nathan ate dinner at _______________ house.

2.  Carter said _______________ coming over tonight.

3.  Olivia set up the computer over _______________.

4.  My friends cannot find _______________ jackets.

5.  _______________ are four squirrels in the yard.

6.  _______________ is an exciting movie playing tonight.

7.  _______________ always late!

8.  The house over _______________ is made of stone.

9.  You can have another cookie if _______________ is one left.

10.  Can you help me fix _______________ computer?

Super Teacher Worksheets - www.superteacherworksheets.com

http://www.superteacherworksheets.com/


Name: ________________________________________   ANSWER KEY

There, Their, They're
they're - a contraction for the words they are

They're going to the airport.

their - something that belongs to people
We rode in their car.

there - a place; or used with the word are or is
The box is over there.
There are five coins in the bag.

Directions:  For each sentence, write their, they're, or there in the blank line.

1.  Nathan ate dinner at their house.

2.  Carter said they're coming over tonight.

3.  Olivia set up the computer over there.

4.  My friends cannot find their jackets.

5.  There are four squirrels in the yard.

6.  There is an exciting movie playing tonight.

7.  They're always late!

8.  The house over there is made of stone.

9.  You can have another cookie if there is one left.

10.  Can you help me fix their computer?

Super Teacher Worksheets - www.superteacherworksheets.com

http://www.superteacherworksheets.com/


Name:  ____________________________

To, Too, and Two
Use the word too, to, or two to complete each sentence.

1. Kate and Jan went _______________ a football game.

2.  James said, “I ate _______________ much ice cream.”

3. Please pick up _______________ gallons of milk from the store.

4. May I play _______________?

5. Madison likes _______________ ride horses.

6. We will all go _______________ the beach on Sunday.

7. My teacher said, “Your voices are _______________ loud.”

8. Dexter wants _______________ be in the school play.

9. Grandma bought me _______________ birthday presents.

10.  Would you like _______________ have beef stew for dinner tonight?

10. Next month, my little sister will turn _______________ years old.

11. You have _______________ many toys in your bedroom.

12. When Pablo started school, he learned _______________ count up to ten.

Super Teacher Worksheets  -  http://www.superteacherworksheets.com
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ANSWER KEY

To, Too, and Two
Use the word too, to, or two to complete each sentence.

1. Kate and Jan went to a football game.

2.  James said, “I ate too much ice cream.”

3. Please pick up two gallons of milk from the store.

4. May I play too?

5. Madison likes to ride horses.

6. We will all go to the beach on Sunday.

7. My teacher said, “Your voices are too loud.”

8. Dexter wants to be in the school play.

9. Grandma bought me two birthday presents.

10.  Would you like to have beef stew for dinner tonight?

10. Next month, my little sister will turn two years old.

11. You have too many toys in your bedroom.

12. When Pablo started school, he learned to count up to ten.

Super Teacher Worksheets  -  http://www.superteacherworksheets.com
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Name:  ____________________________

You're and Your
The word you're is a contraction for the words you are.

The word your is a word to describe something that belongs to you.

Use the word your or you're to complete each sentence.

1. May I borrow _______________ baseball mitt?

2.  _______________ my best friend.

3. Is _______________ homework finished?

4. If you misbehave in school, _______________ going to be grounded.

5. I think _______________ the best grandpa in the whole world.

6. Is this _______________ first trip to California?

7. _______________ going to have a great time here.

8. Paul, _______________ friend called on the phone.

9. I haven't been to any of _______________ basketball games this year.

10.  After dinner, _______________ going to help clear the table.

  Challenge _______________ going with _______________ father to pick up

 _______________ friends at the park.

Super Teacher Worksheets  -  www.superteacherworksheets.com
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ANSWER KEY

You're and Your
The word you're is a contraction for the words you are.

The word your is a word to describe something that belongs to you.

Use the word your or you're to complete each sentence.

1. May I borrow your baseball mitt?

2.  You're my best friend.

3. Is your homework finished?

4. If you misbehave in school, you're going to be grounded.

5. I think you're the best grandpa in the whole world.

6. Is this your first trip to California?

7. You're going to have a great time here.

8. Paul, your friend called on the phone.

9. I haven't been to any of your basketball games this year.

10.  After dinner, you're going to help clear the table.

  Challenge You're going with your father to pick up

 your friends at the park.
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