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Name__________________
Literacy

Punctuation revision and worksheets
Date_______________
Apostrophe revision

Apostrophes (‘) are used for two reasons.  In this poster, you will see that they are used to indicate missing letter in words or phrases.

Apostrophes are used:
1. to indicate missing letters

For example:

(they + have = they’ve; are + not = aren’t; they + will = they’ll)

· You can't have it. 

· Don't do that! 

· I'd like an ice-cream, please. 

· We'd better hurry.

Apostrophes to shorten

Apostrophes are often used to show that letters have been left out of words.

E.g.: I’m = I am



It’s = It is

       I’ve = I have



You’ll = You will

       He’ll = He will



She’s = She is


O’clock = of the clock


The dog’s barking = The dog is barking

Shorten the words in these sentences by using apostrophes when necessary.

Date_______________
1. It is a beautiful sunny day.________
2. He is going to regret stealing the money from his brother.______
3. They are the best friends in the world. _________
4. The dinner is ready. _________
5. I am the fastest sprinter in my entire school. _________
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Now highlight the verbs that have been shortened:


Date_______________
Apostrophes are used:
1. to indicate possession

For example:

· The girl’s bicycle

· My friend’s house

Rules of possession

Singular:

When the possessor is single we indicate possession by using an apostrophe followed by the letter s:

The man’s coat
My brother’s car

Plural:
When the possessors are plural, the apostrophe is placed after the final s:

The boys’ bicycles
My cousins’ parents
When names end with the letter ‘s’, either use is acceptable:

James’ wife or
James’s wife
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 Date_______________
There are some rules to learn in order to ensure that you use the apostrophe for possession correctly.

Rewrite the sentences to include an apostrophe.

Example: The coat belongs to the man = the man’s coat. (Man’s = there is only one man)

1. The bicycle belongs to my brother.

2. The web belongs to the spider.

3. The field belongs to the school.

4. The computer belongs to the receptionist.

5. The car belongs to my uncle.

Correct the sentences to include an apostrophe – remember to look at the s.

Example: The dogs’ bones are hidden in the garden. (Dogs’ = more than one dog)

1. The players changing room was like a pig sty after the game.

2. The teachers staffroom is very noisy at breaktime.

3. The soldiers tank roared across the landscape.

4. The doctors surgery was very busy on a Monday morning.

5. One of Dickens characters in ‘Oliver Twist’ is the Artful Dodger.

Date_______________
Write phrases containing possessive apostrophes.  Make sure you are aware of whether it is singular or plural possessive.

Example:  the cat + paw = The cat’s paw had a thorn in it.

1. the bicycle + tyre_________________________________
2. Mr Jones + jacket_________________________________
3. three horses + field_______________________________
4. my sister + dress_________________________________
5. fox + prey
______________________________________


Some words do not form their plurals in the regular way.  They have irregular plurals:

Man – men
foot – feet
tooth – teeth
goose – geese


Woman – women
child – children
mouse – mice

Brackets revision

Brackets, also known as parentheses, provide separate information to a sentence.

Brackets are used:

1. to add information to a sentence that will give greater detail  to the information presented

2. to state the full name of an abbreviation

3. to provide a citation of a text

Date_______________
For example:

1. Molly’s jumper was pink (bright pink) with a blue stripe.

2. The RSPCA (The Royal Society for the Prevention of Cruelty to Animals) are desperate for people to re-home the homeless animals in their care.

Brackets

Rewrite the sentences below using brackets:
1. Ellie my older sister lives in Manchester.

2. Jupiter the largest planet is made of gas.

3. The twins Ben and Billy have just played their first football match.

4. The ambulance which had sirens blaring and lights flashing moved swiftly through the traffic.

5. The student who was new to the school got lost to her first lesson.
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Rewrite the following paragraph using brackets:
Date_______________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Colon revision

Colons are used:

1. to introduce a list

2.  before a long quotation or a speech

3. before a clause to explain a previous statement

For example:

1. The car has a number of optional extras: sun roof, tinted windows, rear seat belts, and electrically operated wing mirrors

2. Speaking at Caesar’s funeral, Anthony addresses the crowd: “Friends, Romans, countrymen …” 
Date_______________
3. The school is highly regarded: academic standards are high, the staff are pleasant and the students enjoy going there.
Colon task
Fill in the missing colons: 

1. The colon a useful punctuation mark.

2. My life had changed for ever  I was going to university.

3. I can see only one thing the old school building.

4. You have only one choice leave now while you can.
Colons are used to introduce a list.  Put colons in the right places in these sentences:

1. There are seven colours in the rainbow red, orange, yellow, green, blue, indigo and violet.

2. Our remaining opponents for the season are all of the top teams  Manchester United, Liverpool, Chelsea, Arsenal and Newcastle United.

3. My teacher speaks the following languages French, Italian, Spanish and Chinese.

4. I will have three things on my sandwich ham slices, cheese and mayonnaise.
Date_______________

5. His reasons for wanting a new car were as follows he wanted to be independent, he wanted to stop using public transport and he wanted to impress his girlfriend.
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Commas – revision

Commas are a common form of punctuation taught to students and are therefore expected to be used routinely.  They act as the ‘amber’ in the traffic light system; they tell us to take a brief pause when reading – not as long as a full stop.

Commas are used:

1.  to indicate natural pauses, especially when    you begin a sentence with an adverb.
2   to add extra information to a sentence
3   to separate items in a list

For example: 

1. When he saw the pirate ship on the horizon, the captain gave the alarm.

Date_______________
2. Paul Mann, our star player, broke his leg in the match on Saturday.

3. When I go shopping I need to buy: eggs, bread, milk, cheese and butter.

Be careful when using commas as they change the meaning of a sentence.
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E.G:
 


Commas – task
Commas – dividing parts of a sentence

Commas are used in compound sentences. Remember: FANBOYS
Add commas to divide the separate parts of the following sentences.

1. Sally bought some flowers for her house but they wilted in the heat.

2. Billy had always wanted to be a writer although he didn’t know where to start.

3. The boy was excited to go to the theme park but he was too small for the rides.

Date_______________
4. Dan’s room was tidy and that was how his mother liked it.

5. Amanda’s homework was submitted a day early which was very unusual for her.

Use a comma plus a co-ordinate conjunction to join these pairs of sentences.

1. The dog ate his dinner. He didn’t chase the cat.
_________________________________________________
2. She was upset.  She had missed the last train home.
_________________________________________________
3. Tom was at a football match.  He had a party to go to later.___________________________________________
    __________________________________________________
4. Selma bought some expensive shoes.  She now had no money left.______________________________________
_________________________________________________
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Date_______________
Commas – adding extra information

When writing a sentence you often provide additional information to make it more interesting to the reader.

When the second part of a sentence provides extra information about the first part, you divide the two parts with a comma.  You can then use the words who, which, where or when after the comma.

E.G: Danny is a very talented football player, which is why he plays for Liverpool FC.

Add extra information to the following sentences by using commas and who, which, where or when.

1. My granny  is a terrible cook________________________
​​​​​​​​​​​​​​​​​​​​​​​​​​​_______________________________________________
2. Henry ran across the road__________________________
_______________________________________________
3. My puppy chewed my socks________________________
_______________________________________________
You can also add information in the middle of a sentence.  You need to cushion the extra information with two commas.

E.G: The girl fell off of her chair.

becomes

The girl, who was laughing hysterically, fell off of her chair.

Date_______________
Rewrite the following sentences by adding extra information and commas.

1. The man slid into the room.
______________________________________________________________________________________________
2. The dog bit the postman.
______________________________________________________________________________________________
3. My friend works in an office.
______________________________________________________________________________________________
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Commas – in a list

Commas are used to separate items in a list.  

E.G:  To build the shed we will need a hammer, nails and a saw.

         Dogs love toys, bones and long walks.

         Date_______________
Robbie is a sweet, caring and polite boy.

Add commas to the following sentences to separate the items in a list.

1. I have travelled to Spain France Italy and Sweden.

2. To make a perfect cup of tea you need a teabag sugar milk and hot water.

3. Burglars love open windows, dark streets and unlocked cars.

4. In London tourists can visit Buckingham Palace London Dungeons and the London Eye.

5. The job requires employees to be punctual efficient hardworking and professional.
Dashes revision

Dashes create a change of direction in a sentence.  They are stronger than a comma but not as strong as a full stop.

Dashes are used:

1.     to indicate an explanation is coming.

2. to create dramatic effect (as in a newspaper headline).

3. to indicate an unfinished or interrupted comment.

4. (a pair of dashes) to indicate a group of words that provide an explanation or comment.

Date_______________
For example:

1. The teacher has a strategy – a strategy which will provide results.

2. They’ve made it – Finally!

3. ‘I have to say that I –’
4. The entire school – students, staff and parents – were present at Founders Day.
Dashes – task
Put in the missing dashes.

1. I’m going to buy sweets lots of them.

2. When he went to university his mum gave him a big pile of money enough to last him a month.

3. The trip has been rescheduled for Monday maybe Thursday.

4. Molly found her purse down the back of the sofa.
5. There is only one meal worth eating pie and chips.
6. Suzi wants to buy Mark a new pair of trainers I can see why.

7. There is no room left in the hotel let me repeat: No Room.
Date_______________
Hyphens – revision

Hyphens are often confused with dashes.  However hyphens are smaller than dashes and are used differently.

Hyphens are used:

1.   to join words or syllables together to make the meaning clear

2. to create compound words 

For example: 

1. My mother-in-law looked after my children while I went to work.

2. John has twenty-pound notes.

N.B: Hyphens can change the meaning within a sentence.

For example: a hot water-tap = describes a water-tap which is hot.

a hot-water tap = describes a tap which is used for hot  water 

Date_______________
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Hyphens – task
Use a hyphen to connect the correct words together:

1) The girl was heart broken with the news.

2) Stewart broke his mum’s expensive vase.  He realised he could be very heavy handed at times.

3) In certain situations you need to be thick skinned.  This means that you do not let things get to you.

4) Charlotte realised that she was driving down a one way street.

5) Tommy’s neighbour celebrated her eighty second birthday yesterday.

Match words from the two columns to make hyphenated words.  
	hot     short    wide   brother   sure   tight
	eyed   lipped   tempered   footed   in law   headed


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Date_______________
Semi colon revision

Semi-colons are used in the same way as a comma; they are used to signal a long pause in a sentence.  A capital letter is not needed after a semi-colon. 

For example:

1. The expedition may be on or off; it all depends on the weather.
Semi colon task
Rewrite the sentences below using semicolons.  Remember that semi colons replace joining words, commas, capital letters and full stops.

1. George ran into the shed because it was raining.
__________________________________________________________________________________________________
2. Sammy likes hamburgers but I like fish and chips.
__________________________________________________________________________________________________
3. The car screeched to a halt.  The fox managed to escape.
__________________________________________________________________________________________________
Date_______________
Speech marks – revision

When using speech marks you have to follow certain rules.

Speech marks are used:

1.  to show what an individual is saying

For example: 

Kate asked,“Tilly, can you help me with my homework please?”
“Someone has stolen my phone!” exclaimed Chris.

“Jane,” shouted John,”has taken my headphones again!”
NB: When writing, you show what someone has said by putting it in speech marks.  Punctuation also needs to go inside the closing speech mark.

Speech marks – task
Change the following reported speech sentences into direct speech.

1. Ben told the teacher that Max had been hurt during the football match.
__________________________________________________________________________________________________
Date_______________
2. Mr Gateway told his class he wanted the homework completed for Friday.
__________________________________________________________________________________________________
3. The customer asked the shopkeeper for some help.
__________________________________________________________________________________________________
4. I shouted at my dog to stop chewing my shoes.
__________________________________________________________________________________________________
5. The tourist asked the woman for directions.
__________________________________________________________________________________________________
Change the following sentences from direct speech into reported speech.

1. ‘Thanks for the help Sally,’ said Frankie.
________________________________________________________________________________________________________
2. ‘Jim, can you get some groceries from the supermarket for me please?’ asked his mother.
Date_______________
________________________________________________________________________________________________________
3. ‘I don’t want to be here!’ shouted the girl.
________________________________________________________________________________________________________
Add speech marks to the following sentences.
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1. Katie, can you call the council for me please?

2. I’m worried, Jess said.  I think I have lost my purse.

3. The sergeant barked to the troops, Stand to attention!

4. This is the worst film I have seen in my life, moaned Ben.

5. I left the house clean and tidy, explained Sam.
You’re going on a voyage to the moon. Although it’ll be an exciting adventure, you’ll experience some terrible dangers.  It is Jack’s job to help guide and protect you.  He’s been well trained and has a lot of skills in survival tactics.  I’d love to come with you but I’m going on holiday to Hawaii tomorrow and it’d be a shame to not go.





Denver and Max Denver’s cousin went to the shopping centre.  They had R10 in coins between them.  Max was hungry he hadn’t eaten all day so he bought a sandwich with halloumi a type of cheese to eat.





Eats shoots and leaves.


Eats, shoots and leaves.








The old lady collected all sorts of things: silver, paper, hats, clocks and tablecloths.





The old lady collected all sorts of things: silver paper, hats, clocks and tablecloths.





The old lady collected all sorts of things: silver, paper hats, clocks and tablecloths. 











