
 

1 

Punctuation revision: full stops 
The full stop is used: 

• to mark the end of a statement sentence: It was raining. 

• to mark an abbreviation: Oct. = October  

 NB commonly-used abbreviations do not need full stops: BBC,  RSPCA,  NATO,     

• to mark an omission [ellipsis marks] (three stops): either ... or;  

• to mark where someone has trailed off: I'm not sure whether I could...   
 
Add full stops and circle letters which should be capitals in the following:  

My father, harald dahl, was a norwegian who came from a small town near oslo called 

sarpsborg and traded in just about everything from cheese to chicken-wire I am writing these 

words in 1984, but this grandfather of mine was born, believe it or not, in 1820, shortly after 

wellington had defeated napoleon at waterloo if my grandfather had been alive today, he 

would have been one hundred and sixty-four years old my father would have been one 

hundred and twenty-one  

 When my father was fourteen, he was up on the roof of the family house replacing some 

loose tiles when he slipped and fell he broke his left arm below the elbow somebody ran to fetch 

the doctor, and half an hour later this gentleman made a majestic and drunken arrival in his 

horse-drawn buggy he was so drunk that he mistook the fractured elbow for a dislocated 

shoulder two men were called off the street to help with the pulling they were instructed to hold 

my father while the doctor grabbed him by the wrist of the broken arm the pain must have been 

excruciating the victim screamed and his mother, who was watching the performance in horror, 

shouted, “Stop!”  however, by then the pullers had done so much damage that a splinter of 

bone was sticking out of the forearm the only course of action was to amputate the limb at the 

elbow and for the rest of his life my father had to manage with one arm 

(from Boy by Roald Dahl) 

 

A common error is to use a comma instead of a full stop at the end of what should be a 

complete sentence.  Add full stops and commas and circle letters which should be capitals:  

 The sun rose golden in the sky it was going to be a beautiful day they woke early with 

the dawn feeling rested after they had breakfasted they continued up the mountain the 

morning sun warming their backs and the early breeze stirring the grasses at their feet  

(from The Hobbit by JRR Tolkein) 
 

Add full stops and commas and circle letters which should be capitals in the following:  

 The american west is full of staggeringly impressive vistas  the grand canyon is only 

one such natural wonder  vast mountain ranges contrast with endless valleys  these in turn 

give way to immense deserts where no human can safely venture  it is a country of amazing 

contrasts its sheer scale is awe-inspiring the courage of the early pioneers in crossing this 

continent cannot fail to impress  

Number of errors_____ 
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Capital letters 
 

Circle letters which should be capitals in the following sentences: 

1 it rained last tuesday when we went to the football match. 

2 we are going on holiday to spain in june. 

3 sian jones is coming to bassaleg school in september. 

4 my mother always says she prefers bbc to itv. 

5 the river usk runs through caerleon and newport. 

6 my favourite book is “the diary of adrian mole” by sue townsend. 

7 the girl screamed, “help! get me out of here!” 

8 the bbc showed “titanic” on christmas day last year. 

9 the highest mountain in wales is snowdon. 

10 everyone hates mondays but loves fridays. 

 

Question marks 
These show that a question has been asked: 

 What time is it?  It was raining yesterday, remember? 

Do not use a question mark at the end of an indirect question: 

 Have you heard the news? - direct 

 I asked whether you had heard the news. - indirect 
 

Which of these are direct and which indirect questions?  Add the correct punctuation mark. 
1. What do you want for pudding    ___________________________ 

2. Mum asked what I wanted for pudding    _______________________ 

3. The policeman asked what he was doing there    ______________________ 

4. I asked him what the matter was    _______________________ 

5. What’s the matter with you    _________________________ 

 

Exclamation marks 
These are used to indicate strong feeling:  

 Ouch! (pain)     Oh no! (despair)  How could you be so clumsy! (annoyance) 

NB use only when strictly necessary; then only one at a time. 
 

Change full stops to question marks or exclamation marks where necessary: 

Miranda: (bewildered) Where's Madame Doubtfire. (realising) You're Madame Doubtfire. 

Daniel: Miranda, listen -- 

Miranda: (angrily) You're Madame Doubtfire.  All the time. 

Daniel: (pleading) Miranda, please.  I can explain. 

Miranda: (not listening) How dare you.  How dare you deceive me like this, and arrange for my 

own children to deceive me.   

 

Number of errors ____________ 
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Commas 
Five of the main uses of the comma are: 

• to separate items in a list: Get your hat, coat, umbrella and gloves. 

• to separate adjectives in a list: He felt weary, angry, frustrated and bored. 

(NB don’t separate adjectives which go together: She wore a pale blue jumper.) 

• to mark a pause between two parts of a sentence: If you won't tell me, I can't help. 

• to mark off part of a sentence in parenthesis: The house, so they tell me, is collapsing. 

• to mark off the beginning of direct speech: The witness stated, " I saw the whole incident." 

 
Add commas to the lists in these sentences where needed: 

1 The doctor visited Church Street Cardiff Road and Western Avenue. 

2 His hobby is collecting old postcards stamps and Wedgwood china. 

3 She had taken a few personal things: toothbrush flannel and make-up. 

4 Look under the bed behind the door and in the cupboard until you find it. 

5 He ran his fingers through his thick springy hair. 

 
Add commas where there are pauses between the two parts of these sentences: 

6 Although there was rationing we always had enough. 

7 When the bell rings get into line. 

8 She came but most reluctantly. 

9 Look there's a path over there. 

10 Boys take a couple of footballs. 

 
You will need to use pairs of commas to separate added phrases in these sentences: 

11 Some people I must admit prefer Maths to English. 

12 The policeman hearing a strange noise rushed to investigate. 

13 Winter season of snow and ice is past. 

14 He jogged he claimed five miles a day. 

15 His grandmother so they tell me is very ill. 

16 Alison like everyone else is wearing jeans and a T-shirt. 

17 My grandfather who died at the age of eighty-seven was a keen bowls player. 

18 They forgot why the couple once so quiet had turned so nasty. 

19 You are not if you don't mind me saying a very good cook. 

20 Upstairs Mona restless murmurs and mutters in her sleep. 

 
Add all three types of comma to the passage below.  Check the meaning oft the words. 

To speak absolutely frankly I have no idea what to do.  Any solution to this problem seems 

unlikely distant and inevitably controversial. People have argued canvassed opinion 

campaigned and demonstrated but the issue remains a frustrating complicated and possibly 

insoluble one.  Ms Tench my immediate boss has to tell the truth worked immensely hard to bring 

a resolution that will be satisfying long-lasting fair and acceptable to all. 

 

Number of errors _____
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Paragraphs – topic sentences 
 All writing is divided up into paragraphs. These are usually made up of more than one 
sentence about the same theme, idea or topic. They are always indented 2cm in hand-written work. 
This makes it easier for the reader to see where they begin. Each paragraph usually has a topic 
sentence, a sentence which tells you what the paragraph is about. Often it can be found at the 

beginning of the paragraph. 

 

Mark where each new paragraph should begin in this passage with //.  (There are three). 

What do most people want from a holiday?  People vary so much in their tastes and needs that it is 
impossible to generalise. What is undoubtedly true is that nowadays there are holidays available for 
every taste.  One option is adventure holidays.  People choosing these kinds of holidays are faced 

with daunting physical challenges. You need to be fit!  Then there are beach holidays where you just 
laze about in the sun.  But these carry potential dangers to health.  Many people are now 
reconsidering this option. 

What is the topic of each paragraph? 

Paragraph 1__________________________________________________________________________________ 

Paragraph 2__________________________________________________________________________________ 

Paragraph 3__________________________________________________________________________________ 

 

How should you divide the content of this formal letter?  There should be three paragraphs. 

I regret that I have to return the enclosed item of clothing, which was sent to me recently. The order 
number for this garment is ORD/6543.  My reason for returning it is that I am very dissatisfied with the 

quality of the garment.  I read the relevant section of your catalogue with great care and I had 
understood that the material would be high-grade cotton.  I do not consider that this is the case. I 
have previously bought items from your catalogue and this is the first time I have had to return 
anything.  I would like a complete refund and I look forward to hearing from you. 

What is the topic of each paragraph? 

Paragraph 1__________________________________________________________________________________ 

Paragraph 2__________________________________________________________________________________ 

Paragraph 3__________________________________________________________________________________ 

 
Read the following introductory paragraph: 

 (1)Part-time employment can be an important factor in the life of a young person.  (2)Not 
only can a Saturday or after-school job earn him or her extra cash, it can also give very useful 
experience in the world of work.  (3)The responsibility of taking on regular work teaches young people 
the need to be punctual and organised.  (4)However, there can be drawbacks and not all part-time 

work for teenagers is satisfactory. 

 One problem that can arise… 

This paragraph consists of four linked sentences.  The whole paragraph deals with one topic: the issue 
of part-time work. Match up the descriptions of each of the four sentences: 

Puts forward the advantages that such work can bring = sentence_____ 

Alerts the reader to the main topic of the paragraph = sentence_____ 

Rounds off the paragraph by pointing out that there are some drawbacks which leads naturally into 
the next paragraph (paragraph link) = sentence______ 

Follows on by mentioning specific things which can be learnt = sentence_____ 

Number of errors_____ 



 

5 

Apostrophes 
These are used: 
• to show that letters have been left out of a word: can't = can not, 'appenin' = happening, 
• to show that something belongs to someone / thing: the boy's shoes 
 Ask Who is the owner?  then  put the apostrophe immediately after the owner. 

 eg the girls books - Who is the owner? = the girl = the girl 's books 

 the girls books - Who is the owner? = the girls = the girls '  books 

 the mans ties - Who is the owner?  = the man  = the man 's ties 

 the mens ties - Who  is the owner?  =  the men  = the men 's ties 

NB  When two or more proper nouns share the same ownership, mark the one nearest to  the 
"possessed" noun: Laurel and Hardy's comic act,   Mum and Dad's anniversary 

 
Underline any words which need apostrophes.  

1  Im  sa t i s f ied  that  i t s  a  compute r  e r ro r .  

2  Thats  one  o f  the  bes t  th ings  youve ever  done.  

3  I  d idnt  say  I  cou ldnt  do  i t ;  I  sa id  I  wou ldnt  do  i t .  

4  I  shant  be  the re  on  Thu r sday .  

5  Dont  use  sho r tened fo rms  l i ke  these  a l l  the  t ime:  they re  too  re laxed fo r  

fo rma l  es says  and le t te r s ,  fo r  example .  

Now write them correctly in the space below with their full forms: 
_____________________________________________________________________________________________

_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________ 

 
Underline any words which need apostrophes . 

6  Roa ld  Dah l s  books  a re  ve ry  popu la r  in  the  ch i ld rens  sect ion  o f  the  

l ib ra ry .  

7  Shakespeares  p lays  a re  s t i l l  popu la r  today .  

8  The  athe le tes  sh i r t  was  put  on  the  umpi res  as s i s tant s  cha i r .  

9  Jamess  dog i s  a  sc ru f fy  mongre l ,  but  h i s  cous in s  dog has  a  ped ig ree .  

10  The  cat  h i s sed  and a rched i t s  back .  

11  The  th ieves  s to le  the  workmans  too l s .  

12  The  th ieves  s to le  the  workmens  too l s .  

13  Lack  o f  exe rc i se  i s  put t ing  peop les  hea l th  a t  r i s k .  

14  The  teachers  meet ing  was  he ld  in  the  l ib ra ry .  

15  W e s tayed th ree  days  on  ou r  g randfather s  fa rm.  

Now write them correctly below: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________

_________________________________________________________________________ 
Number of errors________ 
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Colons 
A colon is nearly always used to introduce something which follows: 

a list:   

  Place these items on the desk: pen, pencil, ruler, calculator and protractor. 

  To make this pudding you will need the following ingredients: three ripe bananas, a pint 

of fresh cream and some cherries and almonds for decoration. 
 

 an explanation:   

  It was as Hercule Poirot suspected all along: the butler had committed the murder. 

  Eventually he told us his secret: the old beggar was, in fact, a very rich man. 
 

 long quotation: 

  He began to recite the famous line: "To be or not to be, that is the question." 
 

NB no capital letter follows a colon, unless the word is a proper noun (special name). 

 

Add a colon in the correct place. You do not need to add any other punctuation. 

1  This  was what my mother asked me to  buy a  ba l l  of  str ing ,  a  hammer and two 
long green candles .  

2  The backyard was fu l l  of  an imals  dogs ,  cats ,  ch ickens ,  p igs  and a  goat .  
3  There are three people  I  won ’t  have in  my house Eddie ,  John and Sam.  
4  These,  then ,  were the reasons for  h is  odd behav iour  h is  abso lute fear  of  

be ing  shut  in   and h is  w ish not  to  seem a  coward .  
5  What she had to  decide was th is  shou ld  she te l l  the po l ice  and maybe look a  

foo l  or  shou ld  she keep qu iet?  
6  He l isted the country's  main  exports  cocoa ,  go ld ,  t imber and d iamonds .  
7  You need these mater ia ls  to  make a  nest ing-box a  saw,  a  hammer,  na i ls  and 

some t imber .  
8  He trembled as  he looked at  what lay  on  h is  desk ,  ready for  the exam a  

founta in  pen ,  a  penc i l ,  a  rubber ,  a  ru ler  and two b lank sheets  of  paper .  
9  His  car  cou ld  hardly  be ca l led a  car  it  was a  d irty ,  battered wreck,  he ld  

together with rusty bo lts  and p ieces of  wire .  
10  Romeo is  stunned by Ju l iet's  appearance and descr ibes her  radiant  beauty  

"O she doth teach the torches to  burn br ight !"  
11  The street was strewn with rubbish c igarette packets ,  cans ,  br icks ,  torn  

p ieces of  c loth ing .  
12  There are three Br it ish  snakes the grass  snake,  smooth snake and adder .  
13  These were the words of  Mart in  Luther K ing  “I  have a  dream.”  
14  I remember the f irst  words he spoke to  me “Would  you l ike  a  sandwich?”  
15  There are three main  issues that  must  be tack led unemployment ,  inf lat ion  and 

cr ime.   We propose the fo l lowing measures job creat ion ,  h igher interest  rates 
and a  rev iew of  what causes cr ime.  

Number of errors _____ 
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Semi-colons 
A semi-colon separates two groups of words which are closely linked in meaning and which 
could both stand on their own. It is used instead of a full stop.   
 The door swung open; a masked figure strode in. 
 

Semi-colons are used to break up lists, especially where using commas would be confusing. 

The school was closed for these reasons: the roof, which was leaking, had to be replaced; the 
water supply, only recently restored, was again polluted; and the Head, with his very poor 
health, was ill again. 
 

No capital letter follows a semicolon unless the word is a proper noun (special name) 
 

Each of the sentences below needs a semi-colon or comma in the middle. Add the appropriate 
punctuation mark.  The last sentence needs two semi-colons. 

1  I  l ike  the c inema she prefers the theatre .  
2  The voters  were in  favour  the government ,  however ,  were opposed .  
3  The dog was starv ing  its  r ibs  cou ld  be seen through its  fur .  
4  They gazed at  the sunset  a  beaut ifu l  mass  of  orange c loud .  
5  There was the Head s itt ing  at  h is  desk and frowning  at  me.  
6  She ate her  tea qu ick ly  she then went to  her  bedroom.  
7  His c lothes were c lean and smart  h is  manners were terr ib le .  
8  The l itt le  k itten sh ivered v io lent ly  it  was very co ld .  
9  He shook h is  f ist  at  the dr iver  who smi led at  h im p leasant ly .  
10  A horr ib le  smel l  came from the k itchen the mi lk  had bo i led  over .  
11  They heard a  cock crowing it  was morn ing .  
12  Vi l la  had such a  good season:  the average crowd doubled the ground,  much 

improved,  is  now the best  in  the league the f irst  team,  after  a  mighty 
strugg le ,  won the championship .  

 

Colon or Semi-colon? 
Add colons and semi-colons to these sentences. 

 

13  Tom worked long hours  every day nevertheless  he remained hea lthy .  
14  At last  he to ld  us  everything  he had committed the most  horr if ic  murder .  
15  Sam ran into  the road brakes screamed as  a  car  swerved to  avo id  h im .  
16  Ear l ier  I  had fe lt  happy now I  was miserable .  
17  Science f ict ion  f i lms and te lev is ion  ser ies  are once more very popu lar  

westerns however are less  so .  There are severa l  reasons for  th is  popu lar ity  a  
growing interest  and be l ief  in  the poss ib i l ity  of  a l ien  l ife  the success of  
some b lockbuster  f i lms such as  “Independence Day”  the huge fo l lowing  that  
“The X F i les”  had on  te lev is ion  and a  fashion  for  Sci-f i  in  the wor ld  of  
enterta inment .   I  persona l ly  l ike  Sci-f i  many,  I  know,  detest  it .  

Number of errors _____
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Hyphens 
These are used: 
 to indicate that an unfinished word is completed at the beginning of the next line: 

  The scientists are still look- 
  ing for the answer. 
 when two words which are joined have identical letters: 
  grass-seed   co-operate    re-echo 

 to join up two or more words which are regarded as a compound word: 
  mother-in-law    twenty-two    man-made     short-sighted     home-made 
 

NB Some words which began life with hyphens have now lost them: look-out > lookout 
NB A hyphen can change the meaning of a word:  

  Man eating tiger escapes from zoo. 
  Man-eating tiger escapes from zoo. 
  She re-covered the sofa when she recovered from her illness. 
 

Add hyphens to the following phrases: 

a twenty one year old man; the Under 16 team;  an anti war demonstration; 

Stow on the Wold;  pre school education;  a one word answer; 

a five minute telephone call;  an end of term disco;  tremendous self confidence; 

hair raising adventures; an old fashioned bookcase; a twentieth century novelist. 
 

Underline the words and add the missing hyphens to the passages below.  

1 .  The g ir l  w ith reddish brown ha ir  kept  teas ing  Ben,  but  as  he was rather 
th ick  sk inned and happy go  lucky ,  it  d idn't  bother h im .  

2 .  The ex capta in  of  the Under 15 seven a  s ide soccer  team made an  excel lent  
end of  season speech .  

3 .  My brother in  law manages the after  sa les  d iv is ion  of  the f irm.  
4 .  The f ive  man team made the award winn ing  f i lm in  the North East .  
5 .  John ’s  end of  term report  commended h is  part ic ipat ion  in  out  of  school  

act iv it ies .  
6 .  The hard working  o ld  lady had a  wel l  earned rest  when she ret ired at  the 

age of  s ixty  f ive .  
7 .  As her s ix  foot  ta l l  f iancé was rather a  ne'er  do wel l ,  the twenty one year 

o ld  g ir l  broke off  their  n ine  month long engagement .  
8 .  Her father was an  ex army off icer  who was injured in  the war .   A lthough he 

was a  semi  inva l id ,  he  was se lf  re l iant  and sat  a l l  day  at  h is  desk typ ing  out  
nove ls  non  stop .  

9 .  The ha lf  w itted,  short  s ighted taxi  dr iver  was seventy n ine  years  o ld  and 
had rather a  cou ldn't  care less  att itude .   He drove three quarters  of  the 
way in  the wrong d irect ion ,  go ing  south east  instead of  north west .   This  
resu lted in  the hard work ing  woman arr iv ing ,  tear  sta ined and miserable ,  
three quarters  of  an  hour  late  for  the rehearsa l .  

Number of errors _____ 
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Brackets (parentheses) 
Used in pairs around a group of words to separate them from the rest of the sentence for: 

 an interruption:  
  I spoke to Eliza (her sister is a doctor) about your strange symptoms. 
 
 an explanation: 
  The streets were deserted (it was Easter Sunday) and not one shop was open. 
 
 an afterthought: 
  I gave the bear a banana (all I had left). 
 
If you take away the words in brackets, the sentence should still make sense. 
 

Test yourself on brackets by adding them to the following sentences: 

1. William Shakespeare 1564 – 1616 was one of the greatest playwrights of all time. 

2. Then you add 50 grams 2 ounces of flour. 

3. This topic is dealt with in chapter 4 pages 45-57. 

4. She got up early to go shopping the sales were on. 

5. Hannah invited her friends there were ten boys and ten girls to a party. 

6. Whatever Katy's faults she certainly has several she is very kind. 

7. Wake me early before five o'clock as we must leave before it gets light. 

 

Dashes 
These are used to separate off an afterthought or an aside at the end of a sentence, when the 

writer wants to indicate a pause to emphasise a conclusion or create some other effect, such as 

humour: 

e.g. She played extracts from Rachmaninov and Chopin– a brilliant performance. 

The Grand Hotel has been there for years and its staff are friendly – always a novelty in an English 

hotel. 
 
Dashes may also be used to indicate a hesitation in speech 

e.g. As the officer approached the car, I stammered, “What – what have I  

d – done?” 
 
Pairs of dashes may be used in a similar way to brackets to separate off an additional piece of 

information within a sentence. 

e.g. My father – a foolish old man – decided to invest in a motorbike. 
 
Add brackets, dashes and commas where you think they are appropriate. 
1 The map was dotted with strange names Connaught Mews Chapel Square The Forum that 

owed little to its previous existence. 

2 By then Julie could be excused for tiring after all a girl can only eat so many dry cream 
crackers. 

3 I bet you don’t even know whether Simonstown the country’s premier naval base is east or 

west of Cape Town! 
4 Some of the vegetables on display at the village show carrots potatoes marrows had grown 

to an enormous size. 
Number of errors ____ 
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Direct Speech : Rules. 
• Put double inverted commas around all words spoken out loud. 

• Begin a new paragraph every time the speaker changes. 

• Begin every speech with a capital letter. 

• Separate spoken from unspoken words with a comma, question mark or exclamation mark 

as appropriate. 

• Separate the name of the person you are addressing  and any added phrase from the  main 

sentence with commas, 

 eg "Jones, you've forgotten your homework again, haven't you!"  snapped the teacher. 

• Put punctuation marks belonging to the spoken words inside the inverted commas. 

• Vary the 'verb of saying' to add interest to your writing. 

 

Insert // where a new paragraph should start. 

"What are these SATs, then ?" asked Jason, the new boy who had just arrived from Australia.   

"We had tests in Sydney, but I'm not sure they were that important. "  "Oh, don't worry,"  the 

teacher reassured him,  "you'll be able to cope.  The only thing new to you might be the 

Shakespeare element."  "And that's not bad  at all ," said  John, who had taken him to Mrs Dean, 

the Head of Middle School.   "You get lots of help from your English teachers," he continued.   

"Yes?"     "Yes, and you don’t have to answer questions on it in your exam, either."  John smiled at 

him.  This seemed to make the new lad feel less anxious.  "Well, thanks very much, Mrs Dean," he 

said.   "It's  a pleasure, Jason.  Please ask if there's anything else you're worried about. "   "I will,"   

he said as he left her office.  "I thought you said she was an old dragon,"  he whispered to John.  

"You wait," John replied, winking mischievously at him.   

 

Write out the following, using correct punctuation. 

1. The cars are hurtling down the track the commentator shouted the champion is in the lead 

and no one can catch him 

2. I’m going home she said because I’m cold and hungry you can do what you want 

3. The fans behaved themselves tonight the reporter said but what of the future will they 

behave themselves when the tournament starts 

4. No she replied I will not co-operate I do not agree with the policy 

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________ 

 

Number of mistakes____ 
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SPELLING RULES? 
Plurals 
Remember the following spelling patterns? If not, revise the work you did in Years 7 and 8. 

Words ending in -y usually drop the -y and add -ies: 
ladies    tries    babies 

If the -y follows a vowel, retain the -y and add -s: 
boys    keys 

Words that end in -s, -ss, -x, -sh and -ch form plurals by adding -es: 
taxes    wishes    buses 

Most words ending in –f or -fe replace the -f and –fe with -ves: 
lives    leaves    wolves 

Many words that end in -o usually add -s to form plurals: 
discos    stereos   patios 

 
Write the plural forms of the underlined words in the spaces below. 

try  life  

loaf  country  

wolf  studio  

valley  penny  

fax  celebrity  

half  kilo  

glass  chief  

party  city  

thief  butterfly  

hero  leaf  
 

 

I before E except after C 
This rule applies only to words where the vowel sound is "ee": 

There are several exceptions: The weird sisters seized the weir. protein, caffeine, 
 

Complete these word: 

rel  _ _ f  th _ _ r  br _ _ f  w _ _ rd 

ach _ _ ve  gr _ _ f  rec _ _ ve  d _ _ sel   

conc _ _ ve  prot _ _ n  p _ _ ce  c  _ _ l ing 
 

Underline correctly spelt words in the following passage and write them correctly at the end: 

My job was to retrieve/retreive our position and not to yield/yeild an inch to the enemy.  I had to 
wield/weild power and fiegn/feign confidence even when the threat was at its hieght/height, and 
then I had to sieze/seize the initiative.  My achievement/acheivement would be known only by the 
top tier/teir of power in our organisation. 

Number of errors_____ 
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Prefixes 
These are groups of letters which can be added on to the front of other words to change their 
meaning. You do not change the spelling of a word when you add a prefix to it. 

 
Add dis- to these words: 
appear ____________________      satisfied ______________________ 

agree _____________________      obedient _____________________ 
 

Add un- to these words: 
happy _____________________       reliable _______________________ 
natural _____________________    noticed _______________________ 
 

 Add mis- to these words: 

take _______________________      understanding __________________ 
spell ______________________     judge ___________________________ 
 

Add al- to these words: 
though ____________________     together _______________________ 

ready _____________________    ways ___________________________ 

 
Write the meaning of each prefix and of the example given.  Use a dictionary to help. 

prefix  meaning  example word meaning 

ante-  ______________  antenatal _______________________________________ 

anti-  ______________  antiseptic _______________________________________ 

auto-  ______________  autograph _______________________________________ 

inter-   ______________  intervene _______________________________________ 

mis-    ______________  misinformed _______________________________________ 

mono-  ______________  monorail  ______________________________________ 

pre-   ______________  preview _______________________________________ 

re-   ______________  rewrite  _______________________________________ 

sub-   ______________  subterranean _______________________________________ 

super-   ______________  superpower _______________________________________ 

tele-  ______________  telephone _______________________________________ 

trans-  ______________  transatlantic _______________________________________ 

uni-   ______________  uniform _______________________________________ 

bi-   ______________  bicycle  _______________________________________ 

tri-   ______________  tripod  _______________________________________ 

quad-  ______________  quadraphonic ______________________________________ 

multi-  ______________  multiracial _______________________________________ 

deca-  ______________  decimal  _______________________________________ 

centi-  ______________  centimetre _______________________________________ 

milli-   ______________  millennium _______________________________________ 

poly-  ______________  polygon _______________________________________ 

Number of errors_____ 
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Suffixes 
These are groups of letters added to the end of words to change their meaning or use: 

-able / -ible (likely to, able to)  -cide (act of killing)   -dom (state of) 

-ess   (feminine version)  -ful (full of)   -ician (skilled in) 

-ist   (one who practises)  -like (resembling)  -let (little)  

Write out the following words, adding one of these suffixes: -ment    -ness     -ful -less 

disappoint  grace  

lazy  joy  

relent  effective  

pity  fair  

mad  force  

loose  manage  

arrange  fear  

 

Adding a suffix to a word ending in -y:  
Change the y > i : beautiful, married   

Unless there is a vowel before the y:  playing, enjoying 

Write out the following words adding –ed: 

play  stay  

try  cry  

magnify  enjoy  

carry  annoy  

destroy  vary  

  

Adding -ly to words – usually no change:   
 sincerely  faithfully  really  hopefully  

Except  

-y + ly = ily ( hungry > hungrily, necessary > necessarily, angry > angrily, happy> happily). 

–ic +ly = ically (basic > basically, frantic > frantically, sympathetic > sympathetically) NB publicly 

-le+ly = ly (able > ably, capable > capably, probable > probably, terrible > terribly) 

NB dull > dully, full > fully, true > truly,  due > duly,  

Form adverbs from the following adjectives: 

sad  crazy  

lazy  immediate  

public  dull  

proud  realistic  

pretty  reliable  

possible  beautiful  

Number of errors_____ 
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Suffixes - doubling consonants 
Rule 1   Words of one syllable that end with a consonant after a single vowel double the 

consonant before a suffix beginning with a vowel. 

Eg  drop + ed = dropped;  ship + ing = shipping;   beg + ar = beggar;     slam + ed = slammed 

Write the correct form of these words: 

big + er  win + er  

run + ing  whip + ed  

din + er  step + ing  

wet + est  shrug + ed  

nag + ing  rob + er  

 

Rule 2   Words of more than one syllable follow Rule 1 if they are pronounced with an accent 

on the final syllable. Eg forgot + en = forgotten;    permit + ed = permitted 

But not if the accent is on the first syllable: differ + ence = difference;   enter + ing = entering 
Write the correct form of these words: 

woman + ish  loyal + ist  

regret + able  begin + ing  

offer + ed  upset + ing  

consider + ing  happen + ed  

murder + er  prosper + ous  

 

Rule 3   Words that end in two consonants or a consonant preceded by two vowels do not 

double the final consonant when adding a suffix 

Eg part + ed = parted;     weep + ing = weeping; gold + en = golden;      wait + er = waiter 

Write the correct form of these words: 

sweet + en  seat + ed  

rip + ing  cheap + en  

rot + en  sweat + er  

long + est  read + ing  

fall + ing  thin + est  

 

Rule 4   Words of more than one syllable that end in –l preceded by a single vowel double 

the –l before an ending beginning with a vowel. 

Eg cancel + ed = cancelled;   

But appeal + ing = appealing;   steal + ing = stealing;   fulfil + ment = fulfilment 

Write the correct form of these words: 

appal + ing  fulfil + ed  

jewel + er  rebel + ious  

fail + ure  marvel + ous  

   Number of errors _____ 
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The silent -e 
Words ending with a silent –e (following a consonant) drop the –e before a suffix beginning with 

a vowel  eg love + ing = loving; love + able = lovable 

but keeps the final –e if the suffix begins with a consonant eg  love + ly = lovely 

Write the correct form (use a dictionary to help, if necessary): 

write + er  wise + ly  

tire + some  use + ful  

noise + y  pleasure + able  

move + ment  hope + less  

compose + ed  arrive + ing  
 

Unstressed vowels 
Sometimes vowels in long, polysyllabic words are not pronounced and can therefore be 

forgotten when spelling, e.g. in parliament, the a is often missing. 

Fill in the missing vowels in the following words.  Use a dictionary, if necessary 

veg___tables fact___ry 

temp___rature bus___ness 

Febru___ry independ___nt 

min___ature  pois____nous 

gen___ral monast___ry 

choc___late cathedr___l 

Wedn___sday cam___ra 

vacu___m perform___nce 

extr___ordinary diam___nd 

 

Difficult words 
To help you remember difficult spellings, try breaking the word up into syllables e.g. bis-cu-it 

Break these words into syllables in the chart below: 

word Syllables: 1st 2nd 3rd 4th 5th 

accommodation ac com mo da tion 

February      

skilful      

necessary      

definite      

accelerate      

beginning      

Number of errors _____ 
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Soft and hard consonants (C and G) 
These two letters can be pronounced in different ways depending on the following vowel:  

 carrot – c is pronounced hard like a K       cellar – c is pronounced soft like an S 

  got – g is pronounced hard    giant –g is pronounced soft like a J 

Complete the chart using the words below, deciding whether  the c/g is hard or soft: 

cellar,  disguise,  receive,  goal,  cotton, manager,  cupboard,  bridge,  guess,  ranger,  incite,  

lace,  cylinder,  candle,  stinginess,  gym,  gate,  cut. 

Soft sound Hard sound 

cellar, 

 

 

 

 

 

Which letters come after the c/g to give a soft sound? ___________________________________ 

Which letters come after the c/g to give a hard sound? ___________________________________ 

 

Words ending in _ce or –ge keep the final –e before a suffix beginning with –a, -o or –u 

eg manage + ing = managing, but manage + able = manageable  

Words ending in –ce change the –e to –i before the suffix –ous 

eg grace + ous = gracious 

Write the correct form (use a dictionary to help, if necessary): 

advantage + ous  arrange + ed  

age + less  service + able  

space +ous  malice + ous  

trace + ing  knowledge + able  
 

C in the noun; S in the verb 
A few words are spelt with a c in the noun form and s in the verb form. 
 
Underline the correct form: 
I would advice / advise you to begin revising for you exams during the Easter holiday. 
He asked his teacher for some advice /advise on how to improve his comprehension. 
What advice / advise would you give someone who wanted to take up archery? 
 

You need a provisional driving licence / license before you can learn to drive a car. 
All dogs need a licence / license. 
He went to the post office to licence / license his car. 
 

There will be choir practice / practise at lunch-time today.   
Practice / Practise for your French oral. 
 

It was a very handy little device / devise for sorting information. 
Some designer should device / devise a gadget to do that. 

Number of errors __________ 
 



 

17 

 

Homophones 
These are words which sound the same but which are spelt differently: 

 
Underline the correct homophone in these sentences: 

1. "Come over hear / here,” called Fred, but Alice was so busy she didn't hear / here. 

2. No-one new / knew the people who had moved into the new / knew house. 

3. “No / Know, I don't no / know the answer to your question." 

4. The girl past / passed out as her favourite pop star went past / passed.  

5. Most people right / write with their right / write hand. 

6. Even the whether / weather man couldn't tell whether / weather it was going to snow. 

7. The  young which / witch forgot which / witch spell to use. 

8. He told us he wood / would be moving to a house on the edge of a wood / would. 

9. She didn't know where / wear they were going or what she should where / wear. 

10. Too / To / Two of the boys were too / to / two young go too / to / two the cinema. 

11. Your / You're going to pass your / you're English exam with flying colours. 

12. The warden booked a stationary / stationery vehicle outside the stationary / stationery shop. 

13. The principal / principle of the college had very high principal / principles. 

14. He had to check / cheque the quality before he handed over the check / cheque. 

15. Did you accept / except the invitation? The others are all going, accept / except Tim. 

16. He had easy access / excess to the information, but used it to access / excess. 

17. He allowed the tragedy to affect / effect him badly: it had a detrimental affect / effect on 

his health. 

18. He was out of breath / breathe after the race: it is not easy to breath / breathe at high 

altitudes. 

19. As the cinema showed continual / continuous performances of the film, there was continual 

/ continuous noise throughout the day and evening. 

20. He ensured/insured/assured himself before the flight, he ensured / insured / assured me, and 

ensured / insured / assured that he had the certificate of insurance with him. 

21. The MP who had formerly / formally worked as a teacher was formerly / formally introduced 

to the Prime Minister. 

22. His only goal / gaol was not to be sent to goal / gaol. 

23. As I peal / peel my orange, I can hear the peal / peel of the bells. 

24. The storey / story was set in an office in a twelve-storey / twelve-story building. 
 

Number of errors_____ 
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More homophone practice 
Choose the correct form from the box and use in the space. 

 

two too to 

your,  you’re 

past passed 

 

1. We’re going _____ the disco on Saturday. 

2. I’m _______ tired _______ do my homework. 

3. It’s half ___________ eight already and _________breakfast is waiting. 

4. There were only _______sweets left in the bag. 

5. The boys seemed _________ be enjoying the party ______. 

6. _______________ going ________ be in trouble now! 

7. The train ____________ through Doncaster on its way ______ York. 

8. _______________ bedroom is a total disgrace! 

9. He realised he was _______ late as the bus sped _________ the stop. 

10. Make up ________ mind. 

 

there their they’re 
its it’s 
of off 
 
1. What kind ____ dog is it? 

2. Why aren’t ____________ chips for dinner? 

3. Get your hand ________ my arm! 

4. ______________ are 188 shopping days left until Christmas. 

5. What sort ______ present do you want? 

6. The pupils were doing ____________ end ___________ term exams. 

7. The cat seems to have hurt __________ paw. 

8. ______________ very cold for this time of year. 

9. Look at those idiots: _______________ laughing _________________ heads ___________! 

10. ___________________ toes and fingers were absolutely frozen. 

 
Don't confuse of with have. 
Underline the correct form: 

I could have / of  played football for the school team. 

You should have / of told me about this before. 

Do your homework the night it is set instead have / of leaving it until the last minute. 

I might have / of known that you would be at the bottom of this! 

I would have / of read the book if I had had time. 

Number of errors_____ 
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Nouns and adjectives 
Nouns are names of people, places, things and feelings: boy, village, book, happiness. 
Adjectives are words which describe nouns: bewildered boy, picturesque village, entertaining 
book, great happiness. 
To make your writing interesting, try to include plenty of adjectives. 

 

Underline twenty adjectives in this passage. 

 We lived in the marsh country, down by the river, within twenty miles of the sea.  My first, 

most vivid impression was gained on a raw afternoon towards evening.  At that time I found out 

for certain that this bleak place, overgrown with nettles, was the churchyard; and that the dark, 

flat wilderness beyond the churchyard, intersected with ditches, with scattered cattle feeding 

on it, was the marshes; and that the low, leaden line beyond was the river; and that the distant, 

savage lair from which the biting wind was rushing was the sea; and that the small bundle of 

shivers growing afraid of it all and beginning to cry was Pip. 

 "Hold your noise!" cried a terrible voice, as a man started up from the graves at the side 

of the church porch.  "Keep still you little devil or I'll cut your throat!" 

 He was a fearful man, all  in coarse grey, with a great iron on his leg; a man with no hat, 

and with broken shoes, and with an old rag tied around his head. 
 

(a) Now find all the adjectives which describe the place and the weather conditions and 

explain the effect they have on you. How do they make you feel about the place? 

 

adjective(s) noun effect 

   
   
   
   
   
   
   
 

(b) Now find the adjectives used to describe the man: how do they make you feel about him? 

 

adjective(s) noun effect  

   
   
   
   
   

 

Number of errors _______ 
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Verbs and adverbs 
Verbs are action, seeming and being words: rushing, seemed, believed, was. 

Some verbs are active – the subject is doing the action (eg kicked, tore) 

Some verbs are passive  - the action is being done to the subject  (eg was kicked, was torn) 
 

Adverbs add to the verb: they tell us more about the action (how, when, where, why): 

 suddenly rushing;  never seemed;  almost believed;  was always. 
 

Circle the verbs in this passage.  

 It was a man who had been soaked in water, and smothered in mud, and lamed by stones, and 

cut by flints, and stung by nettles, and torn by briars; who limped and shivered, and glared and 

growled; and whose teeth chattered in his head. 
Write down the passive verbs (i.e. where something is being done to the man) 

      

Now write down the active verbs (which describe what he is doing) 

     

What is the general effect created by these verbs? 

_________________________________________________________________________________________ 

Look back at your answer to part (b) on the previous page. Explain how your opinion of him may 
have changed and why. 
_________________________________________________________________________________________ 

 
Now underline all the adverbs in this next passage and circle all the verbs they describe. 

 The man suddenly grabbed me and violently turned me upside down.  He quickly emptied my 
pockets and roughly placed me on a high tombstone whilst he ravenously ate the bread that he had 
found . Then he turned to look at me. 
 "What fat cheeks you've got; darn me if I couldn't eat 'em," he said menacingly. "Where's your 
mother?" 
 "There, sir," I timidly explained, pointing to a gravestone." 
 "Well, who d'ye live with?" 
 "My sister, sir - Mrs Joe Gargery - wife of Joe Gargery, the blacksmith, sir," I hastily replied. 
 "Blacksmith, eh?" he said thoughtfully.  
 After darkly looking down at the iron clamped round his leg and at me several times, he came 
closer to my tombstone and tilted me back as far as he could, so that his eyes looked powerfully 
down into mine, and mine looked helplessly up into his. 
Choose two adverbs which show the man's behaviour.  What effect do they have?  

adverb effect 

  

  

Choose two adverbs which show the boy's behaviour.  What effect do they have?  

adverb effect 

  

  

Number of errors___  
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Sentence variety 
Sentences are building bricks of all your writing.  For effective and interesting writing, sentences 

must be well-constructed and they must be varied.  You should be aware of how you write, 

making deliberate decisions about the crafting of your work.  There are only three types of 

sentence, so it is easy to introduce variety into your work. 

 
Simple sentences say one thing, having one verb and a subject.  A simple sentence consists of 

one main clause and is usually very short.   

 Jonathan Davies scores the try. 

 The referee blew the whistle. 

The effect of several simple sentences is to suggest a childish, immature style. 

 
Compound sentences help introduce variety.  A compound sentence contains two or more 

simple sentences linked only by "and" and "but" and “then”..   

 Shane Williams scored the try and Neil Jenkins converted it.. 

 The referee blew his whistle but play continued and the Reds won. 

 
Complex sentences mark out the more confident, mature writer.  A complex sentence consists 

of one main clause and one or more subordinate clauses.   The main clause is the sentence 

around which the rest of the sentence is built: 

 Bassaleg was winning    until our wing broke his leg.   

 [main clause]     [subordinate clause] 

 Although we spoke well, our team lost to St Julian's, who were more experienced.

 [subordinate clause]         [main clause]     [subordinate clause] 

  
The best writing will contain an interesting variety of sentences. You can therefore effect a 

dramatic improvement in your writing simply by making sure your work has this variety. 
 
Identify the following sentence types.  Write simple, compound or complex in the brackets: 

1 I have a large, loveable  dog. (________________) 

2 We have a large, loveable dog, but my brother would prefer a cat. (________________) 

3 Despite owning a large dog, Tim wanted a cat more than anything else.(______________) 

4 Our rugby team hasn't been highly successful this year.(__________________) 

5 Although he had failed to make every training session, Bill still scored all the tries. 

(________________) 

6 The workmen toiled all day and cut the grass in the school grounds (________________) 
 
Identify the following sentence types.  Write simple, compound or complex in the brackets: 

It was late-night shopping in the centre of Cardiff. (__________________)  Because it was so 

close to Christmas, the city was even more crowded than usual at this time of night.   

(____________________)  She stood alone in the middle of the bustling crowds and looked around 

her. (_________________)  Although she had made the decision to come to Cardiff, she was 

wondering at that moment why she had done so. (__________________)  She felt so lonely. 

(_____________________) 

NB the short final sentence contrasts with the longer ones, giving it mare impact. 

Number of errors ________ 
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Sentence length 
Try to use variety of sentence lengths in your writing. 

 
Short sentences give an impression of clarity and strength.  

 "He'll tell you," Blackie said. It was the end of his leadership. He went away to the back of 

the car-park and began to kick a stone, dribbling it this way and that. 

Notice the way that the short sentence emphasises and echoes the meaning. 

 
Short sentences can also be used to suggest excitement or tension: 

 He turned slowly. Too late. The enemy was upon him.  He was rooted helpless to the spot. 

The avenging mouse swung the sword up high; a million lights flashed from its deadly blade as it 

struck.       (from Redwall by Brian Jacques) 

` 
A good long sentence is a coherent unit: its different parts are so closely related that if a break 

was made between them it would disturb the flow of thought: 

 Suddenly I put my hand upon my mother's arm, for I heard, in the silent, frosty air, a sound 

that brought my heart into my mouth -- the tap-tapping of the blind man's stick upon the frozen 

road.      (from Treasure Island by R L Stevenson)  

 
Long sentences are often used in slower parts of a story where the writer is describing something: 

 I am a mile or so outside Carver on a narrow road in the country, with no houses 

anywhere in sight.  Once in a while a car passes, uncomfortably close on the narrow roadway.  

The road is paved but it is pock-marked with ruts and holes.  It drops off into a ditch about four 

feet deep and there is no sandy shoulder. 

 
However long sentences can also be used at exciting parts of a story to add pace. Look at the 

way a combination of long and short sentences has been used here to suggest tension at first; 

then longer sentences are used as the chase speeds up.  

 
Circle the full stops so that you can see  how the sentence length increases.  What is the effect of 

the one-sentence paragraph? Notice also the repetition - what effect does it have? 

 I hear the car coming again.  Not towards me as I expected. 

 The motor whines.  From behind me. 

 I hang on.  I pedal furiously to maintain balance.  I gather speed and momentum.  

 My legs hurt and my arms hurt and my body hurts but I keep pedalling, hurried on by the 

sound of the motor like a wind blowing me along.  I hear the squeal of the car's tyres and the 

whine of the motor and it's coming, coming, longer and louder, powerful and undeniable, and I 

brace myself. 

 The car brushes by and hands reach out for me, pushing, grabbing, and I lose my 

balance, the bike wavers under me and heads for the ditch, the steep ravine by the side of the 

road, and I am helpless to halt its progress towards the ditch, and the wheels spin and I hear 

raucous laughter as I loom at the edge of the ditch and then feel myself falling, spinning, sucked 

into the ditch, sucked into the wetness and darkness of a sudden, startling night-time. 

    (From I am the Cheese by Robert Cormier) 
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How to write a story – Examiner’s tips 
When writing a story, you need to look at things in a new way.  Try to make your readers see and 
feel what you are describing.  Don’t tell them what to feel; make them feel it. 
 

Tip 1 Characters:   
• Write about only two or three characters.  
• Use ABC (Appearance, Behaviour, Conversation) to create characters, e.g. The tall, lean 

teacher marched into the room, slamming the door behind him.  His worn jeans rasped as 

he marched to the desk and his blue eyes blazed as he threw the exercise books onto the 
desk. “Get out your homework diaries NOW,” he thundered at the cringing class. 

• Describe them in a way that tells the reader what they are like, e.g. A boy walked up, 

small and skinny, wearing a worn leather jacket which was three sizes too big for him: 
probably his brother’s cast-off, they all thought. 

• Make your character say things that will tell the reader what he is like, e.g. “I want to join, 

y’know, the gang,” he muttered. 
• Make him act in a way which reveals his character and feelings, but show, not tell their 

feelings, e.g. He stared up into the sky, alone, blinking away the tears. 
 

Tip 2 Setting:   

Describe a place where the story takes place.  Create an atmosphere for your setting: make it 
tense, relaxed, etc.  This will often reflect the mood of the main character, e.g. an isolated place 
on a wet day would create a miserable mood.  Help your reader to share your story by using as 
many of the five senses (sight, sound, smell, touch, taste)as are appropriate.  Use this opportunity 

to show off your skills in using similes, metaphors, personification, alliteration, tripling, etc. 
 

Tip 3 Plot:  
Keep storylines realistic! Plan your beginning, middle and end before you start.  Don’t reveal too 
much at the beginning: keep your readers guessing and wanting to know more.  Think of a 

surprising, exciting or unusual ending which will interest your reader.  Why not link the beginning 
and end in some way through words or ideas, e.g. leaving a house and entering one? 
 

Tip 4 Spelling, punctuation and grammar:  
Remember that you will be marked on accuracy as well as how well you tell the story.  Leave 

time to check through your work at the end.  Try to include a variety of sentence lengths and 
structures, a wide and appropriate vocabulary and a variety of punctuation, used to make the 
sense clear. 
 

1. Before you go into the exam, think of characters you might write about in your story. 

2. Make sure you can spell some of the words you want to use about them, e.g. abrupt, 
muttered, threatening, withdrawn, excited, aggressive. 

3. Think of words to use instead of “said”, e.g. stammered, mumbled,  sneered, ventured. 

4. Make sure that you can punctuate speech, e.g. “”I don’t know,” he replied. 

5. Write in paragraphs. Make a new paragraph whenever a different person starts to speak, or 

when you move on to a new stage in the story – your story plan should help. 

6. Don’t always use the connectives “and”, “but”, “so” or “then”.  Instead of 
 He stretched out his arms and then he jumped.  try 
 He stretched out his arms.  Down below, they all saw him leap into empty space. 
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Story writing - revision 
  
 We’d been hours on the road.  At first, we’d all been excited, chatting and laughing and at 
one point singing. But that was two hours ago.  The car was hot, even with the air conditioning 
on full blast and the windows rolled halfway down, the afternoon sun beating down relentlessly.  
I felt sticky and uncomfortable, having to shift every few minutes to keep from sticking to the 
seats. Even my little sister, Emily, was unusually quiet.  The road was bumpy and twisty, 
meandering lazily through hills and mountains like a great tarmac snake.  At first I’d enjoyed 
looking out for the different wildlife.  Now I felt like screaming.  If I saw one more flock of sheep… 
 “Oh! Look, girls!  It’s a … a … what type of bird is that?” asked my mother, pointing wildly at 
a tiny speck high up in the cloudless blue sky.  
 I glanced up at it, not really caring.  My sister didn’t even bother. 
 “Oh, I don’t know.  Maybe it’s a kestrel.  Or a buzzard!” my dad’s voice grew more excited 
with every suggestion. 
 “Please,” I thought, “just kill me now.” 
 “I’m hungry,” moaned my sister.  “Are we there yet?” 
 “Not yet, Em.  Won’t be long though,” my mother assured her.  That was a laugh.  She’d said 
the same thing at the beginning of this stupid drive. 
 The road curved on, and on, and on, into oblivion;  I felt like I was never going to be able to 
walk in a straight line again.  I looked at my watch.  Two o’clock.  We’d left the house at ten in 
the morning. 
 “Oh, look, girls!  It’s a … a …” 
 “Sheep,” I said flatly.  “It’s just one more stinking sheep.” 
 My mother pursed her lips.  “You don’t have to be like that, “ she said sharply.  “I was just 
trying to make it a bit more fun.” 
 “By pointing out every stupid thing n the whole mountain?  Ooh look, Mum!” I cried, 
imitating her voice.  “It’s a rock!  What kind of rock would you say it is?”    
 My sister giggled and Mum stared out of the window, her expression stony. 
 We drove in silence for an eternity or two, until we reached what had to be the top of the 
mountain, because my ears had popped at least a thousand times. 
 “Are we there?” asked Emily wearily. 
 “Almost, sweetie,” said Dad;  Mum still wasn’t speaking to us. 
 By now it was late afternoon, about six o’clock.  The sun was beginning to sink towards the 
mountain tops, but at least it was a little cooler.  Finally, we pulled over to the side of the road.  
There was no-one else around.  The whole mountain seemed to be completely deserted. 
 “Come on, gang, out you get,” said my dad cheerfully, hopping out and beckoning us.  He 
led us to the edge of the mountain to where we could look down and see almost the whole 
world, or at least that was what it felt like. The sun was sinking behind the furthest mountain, dye-
ing the sky from a brilliant turquoise to amber and red and gold.  The whole sky and all the land 
was on fire, the bright emeralds now fiery russet, as if autumn had come in the blink of an eye. 
 And then it was over, the burning sky turning a deep, velvety purple, dotted with stars.  We 
turned back to the car and, as the engine chugged back to life, I knew this was a sight I would 
never forget. 
 
Underline effective vocabulary.  
Highlight similes, metaphors and personification. (S M P) 
Find an example of effective repetition. (R)  
Draw a wavy line under words which reveal character. 
Find an example of exaggeration used to create humour. (E) 
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Persuasive writing - Examiner’s tips 
Whether you have to write a speech (formal, as in a debate, or informal, as in a radio interview) 

or a letter (to a newspaper or a councillor or an MP) you need to use powerful persuasion. 
 
 

Tip 1 Make sure you are aware of what you are being asked to do - letter (formal/informal?), 
speech (formal/informal?), report (newspaper? formal?), Leaflet (informative/persuasive?). 
Underline all the key words on the question paper. 
 
Tip 2 Follow the plan that you are given on the planning page.  Spend the first few minutes 
writing down in notes what you plan to say. Think up some persuasive words and phrases – what 
techniques can you use? 
 

Tip 3 Write in clear sentences.  Re-read each sentence.  If it’s not clear, change it. Try to use a 
range of sentence types and lengths. 
 

Tip 4 Whenever you move on to a new point, start a new paragraph. You may need to use 
side headings with some forms such as reports and information sheets. 
 

Tip 5 Use full stops and commas correctly.  Use colons (:) and semicolons (;) to help the 
meaning like this: 
• There are several actions that could be taken to help the situation: the youth clubs could 
be cleaned and redesigned; young people could have a hand in running them; they could be 
patrolled at night-time. 
 

Tip 6 Vary the way you begin your sentences., e.g. 
• Although that may be true… 
• Another point that can be made here is… 
• I also think that it is true that… 
• However true that may be… 
• On the other hand… 
• There are many reasons for believing this.  Firstly… Secondly… Thirdly… Finally…. 
 
Tip 7 Back up your points with examples and personal experiences. 
 
Tip 8 Remember to check spelling, punctuation and grammar as you go along and when you 
have finished.  You will lose marks heavily for inaccurate work. 
 

This is what you have to do to get a good level for your answer: 
• write in a confident, organised way; 
• write in an appropriate style and form; 
• present the arguments clearly; 
• develop ideas through a range of persuasive features and effective vocabulary; 
• use paragraphs and correct punctuation to make the sequence of ideas clear; 
• spell complex words correctly; 
• write in a fluent and legible handwriting. 

 

Learn how to spell words that you may want to use in the writing of an argument and practise 
using them in sentences. 
argue   arguing   argument  tries 
accept   acceptable  unacceptable  consequently 
eventually  finally   fundamentally  generally 
agree   agreement  disagree  disagreement 
persuade  persuasion  persuasive  obviously 
propose  proposal  suggest   suggestion 
succeed  success   successful  writer 
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Writing a leaflet  
Remember that they key word here is “writing” – don’t waste time drawing illustrations; just draw 
the box where you want an illustration, then describe the type of picture. 
The language should be persuasive and emotive – show off vocabulary and techniques. 
 
Underline all the persuasive words in the leaflet. 

BIENVENIDO 
The fun holiday treat  
for all the family 
Do you think you can handle it? 
Why not come to Bienvenido – the fun family resort?  It doesn’t matter whether you’re eight or eighty, 
there’s something to do for everyone. Its quiet location on a private road makes the complex a paradise 
for families.  The little land train makes trips to the beach effortless and fun.  Enjoy your own “home from 
home” – in more ways than one!  While there’s a typically tropical feel to the colourful gardens and palm 
island pool, the varied entertainments and the voices you’ll hear around you will be decidedly British – the 
complex is reserved exclusively for British holidaymakers. 
 

Fun Activities?  Of course! 
No matter what age, everyone is bound to have a good time in our three 
exciting swimming pools.  For young families, there is the friendly Dolphin 
splash pool, warm and shallow, with its supervised fun slides. Teenagers 
won’t be disappointed, either, when they try our riotous Rapids Run, an 
exciting fall that the whole family can enjoy, as well as our brand new 
Tropical Paradise pool, with a whole range of water activities to splash out 
in. 
 

If you ever tire of the pool complex, you can always try our exciting Go-Kart track, not to mention our 
superb tennis and basketball courts, table-tennis and pool, enjoyed by adults and children alike.  For a 
quieter pastime, try our newly-designed 18-hole golf course.  For the ladies, pamper yourself in our new 
Health and beauty suite.  Our facilities are second to none. 
 

Want to make friends? 
 
. 
 
 

What about accommodation? 
 
In the evening there is an exciting and varied entertainment programme which will appeal to all our 
guests, where you can get involved or just sit back and relax.  Be captivated by the stunning cabaret or 
dance away the night in our underground, air-conditioned disco. 

What about accommodation? 
The complex offers a range of five star accommodation: relax and be pampered in our newly refurbished 
hotel which boasts “The Cleanest Hotel in Spain” award, or please yourself in one of our well-appointed 
self-catering apartments.  Of course, no-one need cater for themselves with our choice of bars and award-
winning eateries on the complex, and there is no need to go out to shop as there are reasonably-priced, 
well-stocked shops on site.  It’s the perfect place for a family holiday. 

Picture of the hotel and pools – blue sky, 
people lazing by the pool and splashing in the 
water. 

Picture of Tropical 
Paradise pool 

Mr Croc the crocodile with a 
group of smiling children on 
the beach. 

During the day, our resident team of entertainers makes sure you’re 
never at a loose end.  Activities range from the athletic, such as 
football and volleyball tournaments, to the more sedate:  bingo and 
quizzes by the pool-side.  Children have their own special 
entertainment provided by trained animateurs so that mums and dads 
can relax and let their hair down. 
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Making a speech  
• First decide whether it is to be formal (as in a debate) or informal (as on radio). 
• Decide on the points you want to make and think of examples to illustrate them.  Try to make 

your examples either funny or powerful. 
• Use stylistic techniques such as repetition, rhetorical questions, contrasting pairs, emotive 

language, threes, etc. 
 
 Hello ladies and gentlemen and fellow teenagers.  Im John Smith from Bassaleg Comprehensive 

School.  As we all know from the news and newspapers all teenagers are a lazy bunch of drop-outs and 

criminals.  We contribute nothing to modern day society except problems and noise.  We hang around on 

street corners shouting abuse at passers by and spend all of our parents earnings on drugs cigarettes and 

alcohol.  I think not ladies and gentlemen.  Tonight I will be trying to enlighten you as to what really does 

happen.  I agree that unfortunate as it is a minority of teenagers and other age groups for that matter do 

commit crime and cause trouble.  A tiny minority it is though and it is unfair to categorise all teenagers into 

this stereotypical mould. 

 As an individual I give up many hours of my time to take part in charitable events.  Among these 

are sponsored swims sponsored walks and even a sponsored silence which I certainly found the most 

challenging.  The most unusual event of this nature that I have taken part in was a Playathon where our 

school orchestra had to play continuously for five hours to raise money for the St Davids Foundation. 

 As you may have gathered I am a keen musician.  I play four different instruments at present and 

wish I had time to play for five hours every day.  I am also a member of a drama group and we regularly go 

out to old peoples homes to put on performances.  I also captain one of my schools quiz teams and public 

speaking teams and belong to three different school sports teams.  I am not alone in this.  Many teenagers 

lead similar active fulfilled lifestyles and to be frank have considerably better ways of occupying their time 

than standing on street corners. 

 I must confess however that one of my closest friends doesnt lead quite such an active lifestyle.  

Why.  Not because he cant be bothered but because he is confined to a wheelchair.  He is a teenager.  

Would you call him a no good vandalising layabout who cares for no one.  No you wouldnt.  Whats more 

would you call me someone who cares for him the same.  No you wouldnt.  So why do you call all 

youngsters who are just as innocent and free of blame the same.  Is it fair.  Is it acceptable. Of course it isnt.  

So why am I constantly hearing teenagers being insulted just because of the age group that we fall into.  

At 12 people are respected as decent citizens yet between the ages of 13 and 18 we as teenagers must 

be reckless youngsters. 

 Ladies and gentlemen you have heard my point of view.  I am certainly not an idealist more of a 

realist and I recognise the problems which a small number of individuals in this age bracket cause.  

However if you take into account the problems which we have to endure and the good we do in the 

community I think youll find that teenagers arent as bad as you think. 
 

• This is a well-written SATs essay and it achieved above a level 7.  However, I have 

removed some of the punctuation.  Add commas, apostrophes, question marks, 

exclamation marks, hyphens and dashes.  Should there be any colons or semi-colons? 

• Tick vocabulary which you think has been well-used. 

• How does the writer show an awareness of the task? 

• Find examples of effective use of illustration. 

• What rhetorical devices does he/she use? 

• This piece is well structured in paragraphs.  Briefly identify the topic of each.   

• Can you see any paragraph links? 
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Writing a newspaper story 
Answer these questions: Who?  What?  Where?  When? Why? and How?   

Make what you write sound like a newspaper story.  

NB See Year 8 Skills booklet for newspaper articles (uniform). 

 
 

Tip 1 Look at newspaper stories and articles before you go into the exam.  Look at how they 

are set out and the language they use. 

 

Tip 2 Work out what your story is going to be about.  Plan what you are going to write on the 

planning page. 

 

Tip 3 Work out what your headline and sub-headings are going to be.  Use alliteration or puns 

or dramatic language in your headline to catch the reader’s attention and make them want to 

read on – don’t give too much away, though. 

 

Tip 4 Write in columns, dividing your points up into short paragraphs (one or two sentences 

long).  Draw a box in the top right hand corner for a picture and describe what you imagine 

should go in the box.  Write a caption underneath. 

 
 

Tip 5 Remember that: 

• Paragraph 1 should introduce the bare facts of the incident. 

• Paragraph 2 should give a little more information, such as names and addresses. 

• Paragraph 3 and following should develop the information further, so that all the 

important points have been covered 

 

Tip 6 Remember that whenever you introduce a person into your article, you must give their 

full name and say how old they are.  You should also indicate their job or profession if 

appropriate, e.g. Richard Pierce, the 18-year-old electrician… 

 

Tip 7 Work out who is going to be quoted in your article and how you will refer to them.  Make 

sure you use speech marks correctly. 

 

Tip 8 Use dramatic language where appropriate,  

e.g. He leapt from the building… rather than He jumped.   

The family is devastated... rather than  The family is upset… 

 

Tip 9 Don’t spend too much time making your article look pretty.  Don’t draw pictures – 

describe what should go into the spaces and suggest a caption.  It is the quality of your writing 

which the examiners are interested in. 

 

 

Tip 10 Leave time to check your work thoroughly for errors in punctuation, spelling and 

grammar. They are being assessed in this paper. 
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Writing a newspaper story – revision 
Number an example of each of the following genre features: 
1 Headline  (alliteration)  5 Formal language - past tense 
2 Columns    6 Topic paragraph 
3 Subheadings   7 Facts and figures 
4 Short paragraphs    8 Quotations 
 

CROWDS CRAM INTO CONCERT 
 

The organisers at a free concert venue 
got more than they bargained for last 
night when they found themselves 
swamped with hundreds of fans all eager 
to get a glimpse of their favourite band.   

It is estimated that over five thousand 
people tried to cram into the Bridgetown 
Centre in Riverside, despite the centre 
having a seating capacity of three thousand. 
The reason?  The Loud Ones, Britain’s most 
critically acclaimed new pop group. 

Chaotic 
 Police received complaints from all kinds 
of people.  One angry resident wasn’t even 
going tot he concert yet he couldn’t escape 
the confusion.  “I was on my way to the 
supermarket, but the extra traffic going into 
Riverside made my journey four times as 
long.  The police should have been prepared 
for the worst,” said 48-year-old John Fraser. 
 Not everyone was unhappy with the 
police; one concert-goer praised them for 
their control of the situation.   “Everyone 
was jostling to get in,” said 20-year-old Jo 
Wild.  “There was a lot of shouting and 
arguing over who got seats, but the police 
were on hand to resolve any problems.” 
 In the past, concert-goers have been 
injured or even trampled to death at over-
packed shows!  Sgt. G Jones of the local 
police said that Riverside should count itself 
lucky.  “It was a miracle that no-one got 
hurt.  There were people absolutely 
everywhere.  I’d like to praise the officers 

present for preventing a potential disaster.” 
Not all bad 

 Local shop owners welcomed the crowds 
with open arms.  Some claim to have sold 
more last night than they have in the last six 
months.   
 At the actual venue, band merchandise 
sold like hot cakes, with scores of T-shirts 
disappearing in minutes.  The band are 
quoted as saying how “chuffed” they were 
that so many attended. 

Was it all worth it? 
 After fans braved endless traffic tail-
backs  and heaving crowds, did they think it 
lived up to the hype?  Was the singing in 
tune?  Was the dancing up to scratch?  Some 
couldn’t say: “There were no seats so I had 
to squeeze in at the back,” explained one fan.  
“The crowd seemed to go on for ever.  I 
couldn’t even see over the heads directly in 
front, let alone get a look at the band.” 
 However, there were plenty of satisfied 
fans, including one who had travelled all day 
– from Scotland!  “This just proves I’m the 
band’s biggest fan.  I got a good seat right in 
the front.  They blew me away.  I’d like to 
thank them for a great night out!” said 19-
year old-student Tom Black. 
 Despite the surprise numbers, it seemed 
that there were no drastic problems.  Next 
time, however, could be a different story and 
it is guaranteed that police will have 
prepared themselves for anything. 
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Writing a letter  
 

 
Tip 1 Set your letter out correctly.  Learn the correct format for both formal and informal letters. 

 *Formal uses two addresses: yours and the receiver’s; informal uses only your address 
  *Both need the date in full 

*Both begin: Dear… 
*Subscriptions (endings) vary: Dear Sir/Madam – Yours faithfully;  
     Dear Mr Jones – Yours sincerely; 
    Dear Joe – Best wishes. 

 

Tip 2 Make sure you write in a lively style, but be careful not to sound cheeky or flippant. Keep 
the language formal if the task states that it is “a test of your use of Standard English.” 
 

Tip 3 Remember that your audience may be the people who read a newspaper, (is it local or 
national?), so imagine you are writing it for your parents or teachers to read. 
 

Tip 4 Spend some time before you start on the actual letter in writing down in note form on the 
planning page the points you want to make. 
 

Tip 5 Use the points in the question and suggestions on the planning sheet as the basis for the 
paragraphs of your answer. 
 

Tip 6 Write your letter clearly, using a new paragraph for each new point, and trying to link your 
paragraphs and points into a smooth argument. 
 

Tip 7 Show that you can use full stops and commas correctly.  Use colons (:) and semi-colons (;) 
like this: 

There are several actions which could be taken to help the situation: the playgrounds 
 could be cleaned and redesigned; they could be patrolled during the day; they could 
 be locked at night-time. 

 

Tip 8 Begin some of your sentences with words such as those used here: 
• Firstly…. 
• Secondly… 
• Although… 
• However… 
• Some people might say… 
• On the one hand… On the other hand… 
• It could be argued that… 
• Why is this the case?  There may be several reasons… 
• These are the reasons why I am suggesting that… 
• To sum up, I believe that… 
 
Tip 9 Your letter will be marked for the accuracy of your spelling, punctuation and grammar, as 
well as for the quality of the ideas you put into it. Save some time at the end to check your work. 
 
Tip 10 
• Think yourself into the activity.  Imagine you are really writing this letter. 
• Learn the correct layout for a formal letter.  See the example below. 
• Think about your reader - the audience.  Use the correct tone of voice. 
• Show off your skills: try to include a range of vocabulary, punctuation and technical devices. 
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Letter writing – revision 
 
Underline the topic sentences of each paragraph. 10 Risca Road 
Highlight emotive / persuasive language.         Rogerstone 
Look for variety in sentence lengths and types.  NEWPORT 
Learn the layout.           South Wales 
          NP10  7SJ 
 
        11th May 2004 
The Editor 
South Wales Argus 
Cardiff Road 
NEWPORT      
NP9 7CD 
 
Dear Sir 
 I was appalled to read the article about the proposed closure of Rogerstone 
Community Centre in your paper last night (10.5.04).   Why on earth should such a valuable 
asset to our local residents be abolished? This centre was built over twenty years ago.  It 
has been funded ever since by our local council and its facilities have been enjoyed by both 
young and old for all that time. It has been firmly established as a focal point for our 
community. 
 I understand that the reason for the action is lack of funds, as cuts have to be 
made in the local budget and the closing down of the centre would be advantageous. 
However, no consultation has been undertaken by the council, which many residents are 
angered by, because this council has always boasted that it always consults people, a fact 
which is clearly not true in this case.  
 I and many other young people are amazed at the move to close the centre. I have 
used its sports and leisure facilities countless times and had been looking forward to doing 
so for many years to come.  The centre is very special to me and many of the young people 
in the area: it is a place where teenagers can meet in comfort and safety; it gives us 
something to do other than sit in front of the square box in our homes or roam the streets 
on dark nights and it holds many memories of happy times spent there with friends and 
with families.  We feel that we must do something to stop this closure.  After all, the 
council is supposed to listen to what we want, which is very definitely to ensure that this 
valuable community asset remains open.   
 I urge your readers who feel as I do (and I am sure there will be many) to write to 
the council and to their MP, who is sympathetic to our cause,, so that we can get this thing 
stopped before it is too late.  Come on, residents of Rogerstone.  Do you really want to lose 
our most useful asset? Raise your voices and be heard! 
 
 

Yours faithfully 
A Teenager. 
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Writing formal reports 
When writing reports you need to use the correct format, with headings and subheadings to help 
your reader find their way around your observations and suggestions. 
Remember to use a formal impersonal tone (no slang) and be aware of your audience (readers). 
Again, imagine you are doing this for real. 
 
Circle letters which should be capitals and provide suitable subheadings. 
 
To:  members of the welsh assembly 
From:  m jones 
Re:  report on pontypridd 
Date:  1st april 2004 
___________________________________________ 
 pontypridd is situated at the edge of the valleys.  The area is mostly hilly, with not many 
flat areas; it is quite highly populated.  pontypridd is the central point where two valleys meet; 
this is where the market and many shops are situated. 
_____________________________________________ 
 there are many facilities either in or around pontypridd, such as the enormous park, 
where children have a place to have fun and enjoy themselves.  the park offers a number of 
activities: tennis, basketball, hockey, golf, bowls, cricket, football and rugby, as well as having 
its own swimming pool. 
 it can be seen that there are many advantages of living in pontypridd.  the park 
provides a good area for the younger generation to play and for the older generation to walk 
in.  it provides activities such as sports, but also holds a funfair each year. 
 pontypridd has a few night-clubs and a range of pubs.  also there is the pontypridd 
rugby stadium which provides an event every other weekend. 
______________________________________________ 
 there are also disadvantages in living in pontypridd.  not many jobs are on offer if you 
are looking for work; it is too crowded – most of the houses are either terraced or built very 
close together.  There are not many areas where people can experience a sense of freedom. 

litter is a major problem: people seem to have no concern about how pontypridd 
looks.  too many cars cause serious pollution and this results in many cases of asthma. the 
condition of most of the roads is appalling: there are hundreds, even thousands of potholes, 
cracks and even bumpy roadways, so travelling on a car around pontypridd is not very 
comfortable. 
______________________________________________ 
 many things could be done to imporve the area: 
• add a leisure centre: there is a high level of rainfall in wales and most of the sports facilities 

are outdoors, so an indoor sports centre is needed.  the pontypridd outdoor swimming pool 
is only open in summer, when it is warm.  an indoor pool complex would benefit everyone 
all the year round. 

• repair the roads: the state of the roads can damage cars and cause accidents 
• reduce pollution: we need to get the message across that by dropping litter you are 

harming your environment. 
• attract business: by attracting more business to the area, the number of jobs would 

increase, reducing the serious unemployment problem. 
______________________________________________ 
I recommend that adding a leisure centre and repairing roads would be in the best interests of 
pontypridd. 
• the leisure centre will provide facilities all year round, whatever the weather, and help to 

keep children off the streets, which in the long term could lower crime in this area. 
• the roads in the area are in such a bad condition that soon they will have to be rebuilt, so 

why not do it now?  if the highways are in a poor state, congestion will result; nobody will 
be able to get to work easily and the local economy will suffer. 

The millennium is the ideal time to get these matters right. 
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Tips for revising English    
 
Action plan 
List two ways in which you are going to develop and improve your comprehension answers. 

∗ _____________________________________________________________________

_______________________________________________________________________ 

∗ _____________________________________________________________________

_______________________________________________________________________ 

List two ways in which you are going to develop and improve your story/non-fiction writing. 
∗ _____________________________________________________________________

_______________________________________________________________________ 

∗ _____________________________________________________________________

_______________________________________________________________________ 
 

Revision  

� Make a timetable for all your subjects – don’t try to do all one subject on one day 

� When possible, do your revision in the morning: your brain works better before lunch! 
You’ll also feel good for the rest of the day! 

 
Read through your Skills booklet to revise  

� punctuation,  

� spelling rules,  

� grammar and 

� revision guide (at the back). 
 
Read through your English book, making sure you  

� note any advice given by your teacher. 

� check that you have corrected spellings and listed them in your log at the back. 

� find ways of remembering correct spellings (e.g. fri-end, separate has a rat in it). 

� get someone to test your spellings on more than one occasion. 

� learn the names of the literary and persuasive techniques and the effects they 
generally have – these will depend upon the way they are used.   

 
Think about  

� Word level (adjectives, pronouns, personification) 

� Sentence level (questions, short sentences, contrasts) 

� Text level (the structure – the way the ideas are arranged and linked, connectives) 
 
Remember to: 

� Check your work carefully at the end of the test. 
 


