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Sorting Out the Punctuation



capitals 
full stops
 question marks 
commas
apostrophes




WELCOME TO THE ‘SORTING OUT THE PUNCTUATION’ PACK!

What’s it for?

This pack will sharpen your skills in using the everyday punctuation marks like commas, full stops and apostrophes.



What if I need more practice?

Your tutor will establish what areas you’re finding difficult, and will be able to give you extra practice.


How does it work?

You’ll notice that there’s a checklist at the front of the pack.  Keep track of what you’ve covered by filling in the date once you’ve completed a worksheet and it has been marked by your tutor.

Any thoughts on the exercises – easy?  hard?
Write your thoughts in the ‘Comments’ section.




Contents

Use this contents table to tick and date when you have completed a worksheet.  An extra column has been provided for you to make comments about your progress and to note any extra help you feel you may need.
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Capital Letters

	Capital Letters are used for:
	Examples

	Starting a sentence
	The old man ran for the bus.

	Names of people
	Pam, Mr. Smith, Dr. Singh

	Names of places
	London, France, High Street

	Titles
	Coronation Street, The Daily Mirror

	Abbreviations and postcodes
	ITV, AA, NVQ, SP2 7DW

	Names of days and months
	Monday, March

	Religions
	Islam, Buddhism, Christianity

	‘I’ when it means me
	Pam and I are best friends



Copy out the following sentences putting in the capital letters where needed.  The number of capital letters you need is in brackets.

1.	it was raining when pam and i went shopping in liverpool. (4)

2.	we went to asda to buy some milk and a tv times magazine.  (5)

3.	the video of star wars will be on sale here in march.  (4)

4.	my newspaper, wiltshire daily, said it was a very good film.  (3)

5.	my friends and i are going on holiday on saturday 3rd june.  (4)

6.	we are staying in a caravan in weymouth in dorset.  (3)

7.	the caravan park is called happyland holiday centre.  (4)

8.	it is at the end of beech road, weymouth, wy6 8ms.  (8)

9.	the site is run by mr. and mrs. d. smith.   (5)

10.	the smiths have a son called sam who spends all his time reading beano and dandy	comics.  (5)

11.	when i go back to manchester, i will be starting a new job at new hall hospital.  (7)

12.	my gp, dr. adamson, also works in a & e at the hospital.  (7)



More Capital Letters

Copy out the following sentences putting in the capital letters where needed.  The number of capital letters you need is in brackets.

1.	rob’s favourite television programme is the bill.  (3)

2.	my brother, ron, is learning italian at croft hill college.  (6)

3.	he goes to the college on tuesday and thursday evenings.  (3)

4.	jason supports arsenal, but i support manchester united.  (5)

5.	anwar goes to the mosque in forest street every friday evening.  (4)

6.	reverend davies gave us a christian blessing after our wedding.  (3)

7.	the students in this class are studying for their nvq in office skills.  (6)

8.	the roof of st paul’s church is leaking and the pcc is busy raising funds.  (7)

9.	send the completed form to the burns unit, croft hospital, high rd., luton, 			ln3 4gh.  (12)

10.	mr. and mrs. collins booked their holiday for friday 12th august.  (5)

11.	the caretaker at ashley park school is mrs. kate harrison.  (7)

12.	i am reading hamlet for my english gcse exam in june.  (8)

13.	the film, castaway, is showing at the odeon on wednesday. (4)

14.	when i go on holiday, i will stay at the royal hotel in bournemouth.  (6)

15.	we called the puppies spot, patch, holly, honey and rex.  (6)

16.	i asked swansea central library to get me the book, dream garden designs, by the		end of april.  (8) 



Full Stops

	Full Stops are used for:
	Examples

	Ending a sentence.
Sentences are statements.  They give you information.
	The twins were born in April.
My sister is called Pam.

	Abbreviation (shortening of words)
Note – sometimes these full stops are no longer used.
	Mrs.
St. 
B.B.C.



Copy out the following sentences putting in the full stops and capital letters where needed.  The number of full stops you need is in brackets.  Note – there is more than one sentence in the examples.

1.	the sun shone yesterday today it is raining  (2)

2.	we are having a holiday in a caravan this summer it is near the dorset coast  (2)

3.	our friends went on safari in africa last may they saw lions and elephants  (2)

4.	yesterday i saw my sister kim she lives in the next street  (2)

5.	on saturday we went to watch football our team won the match  (2)

6.	i like watching soaps on television my favourite is coronation street it is on 		channel 3  (3)

7.	on her birthday jane and her friends went to burger king they had burgers and fries	in the afternoon they went to see a film  (3)

8.	mr jones went to the supermarket he bought milk and bread  (3)

9.	he was tired when he got to minster st to meet his friend he sat on a bench to wait	for him  (3)

10.	sally felt ill she made an appointment at the clinic it was in high st  (3)

11.	she had to wait until tuesday to see dr archer by then she was better (3)

12.	my dog is called patch he is a jack russell terrier he really hates cats (3)


Question Marks and Exclamation Marks

	Question Marks are used for:
	Examples

	The ends of questions.  Questions are sentences that ask for information.
	What do you want to drink?
Where are you going?



	Exclamation Marks are used for:
	Examples

	Making a sentence stronger or to show feeling.
These sentences often give orders and are usually short.
	I feel so sorry for you!
He was beside himself with grief!
Stop running!
Watch out!



Copy out the following sentences putting in the question marks and exclamation marks where needed.

1.	where are you going for your holidays

2.	did I stand on your foot I’m so sorry

3.	does Peter like tea would he rather have coffee

4.	are you getting on this bus hurry up

5.	what are you doing on that high wall don’t jump	

6.	you are a fool why didn’t you tell me the truth

7.	why can’t I have a bike I want one everyone else has got one

8.	go away can’t you see I’m busy

9.	what are you doing with that knife give it to me

10.	you must be joking I’m not paying that much

11.	be quick get in the car have you got everything

12.	this coffee takes absolutely awful has the milk gone off



Commas (for lists)

	Commas are used for:
	Examples

	Separating items in a list. The list can be items, describing words or things which happen.
Note – put a comma after every item in the list except the one that is followed by ‘and’ or ‘or’.
	I need to get pens, paper, a rubber and a pencil sharpener.
He was tall, dark and handsome.
I bought some chocolates, wrapped them up and gave them to my friend for her birthday.



Copy out the following sentences putting in the commas where needed.  The number of commas you need is in brackets.

1.	Your mother was always kind caring and considerate. (1)

2.	You can either walk catch the bus or go by taxi.  (1)

3.	He was carrying eggs apples cheese and jam in his shopping bag.  (2)

4.	The puppies were called Patch Spot Rusty Meg Molly and Honey.  (4)

5.	I ran too quickly fell over hurt my hands and grazed my knees.  (2)

6.	Wear strong boots a raincoat a warm hat thick gloves and a scarf.  (3)

7.	John Colin Rory and Ben are all in the same football team.  (2)

8.	They are playing against Pam Emily Kate and Lynn.  (2)

9.	She packed plasters antiseptic cream scissors bandages cotton wool and lint in the	first aid box.  (4)

10.	I am good at history geography and music.  I am not so good at maths science or 		technology.  (2)

11.	Please ring the hospital check what time the appointment is and let your brother		know.  (1)

12.	I will go to the dentist first catch the bus to the market have lunch at the King’s Arms	and catch the bus home in the afternoon.  (2)



Commas (for phrases & clauses)

	Commas are used for:
	Examples

	Separating phrases and clauses from the main part of the sentence.
Note – phrases and clauses add extra information to sentences.
	The man, who had six children, was never seen in Dublin again.
His friend, Kate, went to Italy to work.



Copy out the following sentence putting in the commas where needed.  The number of commas you need is in brackets.

1.	My sister who lives in Springbank Road works at the local school.  (2)

2.	Mrs. Smith who did so much work for charity has moved from the area. (2)

3.	Their cat an old ginger tom sleeps by the fire all day.  (2)

4.	Last Thursday when we had that terrible storm our fence blew down. (2)

5.	The pub in our village The Queen’s Head has won an award for its gardens. (2)

6.	The family who live on the corner of Atherton Avenue are moving to Wales next		year.  (2)

7.	Mr. Pike a miserable old man wrote several letters of complaint to the local paper.
	(2).

8.	The athletics club which is run by the Atherton Sports Centre is held on Tuesday and 	Thursday evenings.  (2)

9.	The twins Claire and Louise are hard to tell apart.  (2)

10.	Our dog Treacle hates our cat Rory.  (3)

11.	At the end of the month on either the 29th or 30th your statement will be sent to you.	(2)

12.	In the summer probably July and August I am hoping to work in a bar The Bella Casa	in Spain.  (4)



All Commas

Copy out the following sentences putting in the commas where needed. The number of commas you need is in brackets.

1.	Can you call at the chemist newsagent and post office this afternoon? (1)

2.	My son who passed his piano exam last week will be playing in the concert this		weekend.  (2)

3.	Shubir can speak Urdu Arabic English and Spanish.  (2)

4.	Peter and Lisa who are students at Atherton College are both taking exams in 		History Geography and English.  (3)

5.	The Rambling Club has walks planned for 13th 18th 21st and 28th of this month. (2)

6.	You could order this car in maroon black blue or white.  (2)

7.	The garage mechanic whom I had never trusted in the past tried to charge me an extra £20 for work he did not carry out. (2)

8.	The school fund made £85 in January £130 in February £90 in March and £250 in 		April. (2)

9.	The gardener planted some bulbs chopped down the large fir trees weeded the front	borders pruned the roses and repaired the side fence.  (3)

10.	Our dog a golden retriever had to go to the vet for her yearly injections last week. (2)

11.	You must write and thank your cousin your brother-in-law your uncle and your 		grandmother for their help.  (2)

12.	The postman who had worked in Aberdeen for many years retired last week and was	presented with a picture of his village some gardening tools and a cheque.  (3)



General Practice

Put capital letters, full stops, question marks, exclamation marks and commas in the following passages.

we spent july camping in brittany france  our camp site had a wonderful swimming pool a good restaurant and a well stocked shop the holiday brochure said we were only a 10 minute walk from the beach  that was very far from the truth  how long do you think it took us to walk to the nearest beach it took more than 50 minutes  we decided we would make the best of it not complain and enjoy our holiday anyway

my neighbour mrs adamson has just been presented with an award for being  a good citizen  she visits the elderly including my aunt every monday does their washing takes them to croft hospital for their appointments and as if that was not enough she helps at the local school atherton junior school  she never stops

what do you do with a dog that thinks it is human  my highland terrier honey follows me around the house all day long cries if i leave the house and will only eat steak chicken cheese and biscuits  he is a nightmare  I asked the vet mr brown for his advice and he has referred us to a specialist dr fenton in springbank road who deals with unusual pet behaviour how much do you think he charges for his services  it is £30 per session  i think that is far too much



Apostrophes (for contractions)

	Apostrophes are used for:
	Examples

	Showing that one or more letters have been missed out of words which are joined together.
	hasn’t        has not
it’s              it  is
can’t          cannot
they’re       they are
NB won’t   will not



Copy out the following sentences putting in the apostrophes where needed.  The number of apostrophes you need is in brackets.

1.	Its raining, so youd better take an umbrella.  (2)

2.	I dont want to go out when its wet.  (2)

3.	Mary told me youve been to the cinema.  You shouldve asked me.  Id like to have 	gone too.  (3)

4.	Weve seen that film ten times because we think its good.  (2)

5.	I cant open this tin because hes taken the can-opener.  (2)

6.	Pam wont let her children watch television if they havent finished their homework.	(2)

7.	Her son says it isnt fair as hes tired and needs to rest.  (2)

8.	Mike says his sisters selfish because she wont let him use her car.  (2)

9.	Peter doesnt like vegetables unless theyre well cooked.  (2)

10.	If you havent been to the dentist, youd better go soon, or youll lose all your		teeth.  (3)

11.	You mustnt drive when youre tired because its dangerous and youll have an		accident.  (4)

12.	If youve been shopping and you havent found what youve been looking for, youll	need some chocolate and a good cup of tea to cheer yourself up! (4)



More Apostrophes (for Contractions)

Copy out the following sentences using apostrophes to shorten the words in bold print.

1.	It is not very warm today, so you had better wear a warm coat.

2.	If you are coming with us, we will all meet at the pub first.

3.	I have done the washing, but I do not understand how to use your iron.

4.	It is a problem and I am not sure how to solve it.

5.	He is your brother and I cannot make decisions for you.

6.	You have got to tell him that you have not bought the tickets.

7.	You must not get too near the fire and then you will not hurt yourself.

8.	We have been told that they are arriving in Atherton at ten o’clock.

9.	I would not mind if she had  been sorry about breaking my vase.

10.	People are not as friendly here and that is the problem.


Copy out the following sentences writing out in full the words in bold print.

1.	It’s a problem I feel I’ve got to solve on my own.

2.	They’re coming to Atherton this afternoon, but I’m not sure what time.

3.	Don’t waste time on this question as we’ll look at it together later.

4.	You say you’re sure you won’t like it, but you haven’t even tried it.

5.	I can’t get there by ten o’clock, so you’d better go without me.



Apostrophes (to show belonging)

	An apostrophe followed by s(‘s) is used for:
	Examples

	Showing that something belongs to someone or something.


Sometimes you can say ‘of’ instead of ‘belonging’.
	Tim’s coat
The coat belonging to Tim
The cat’s paw
The paw belonging to the cat
My sister’s friends
The friends of my sister



	NB
Never use an apostrophe when you add s to make a plural (more than one).  
Apples and pears grow on trees.  √      Apple’s and pear’s grow on tree’s.  X



Copy out the following sentences putting in the apostrophes where needed.  The number of apostrophes you need is in brackets.

1.	The old mans coat is too big.  (1)

2.	The farmers field was full of weeds.  (1)

3.	Emily put on Joans coat by mistake.  (1)

4.	A daisys petals open in the sunlight.  (1)

5.	Our familys holiday was spoiled by bad weather.  (1)

6.	Mick took the shops takings to the bank every evening.  (1)

7.	The teams captain was sent off for a foul.  (1)

8.	It was so cold that my cars windscreen washers froze up.  (1)

9.	A cars engine needs regular servicing.  (1)

10.	My friends purse was stolen from her bag.  (1)

11.	Our doctors name is Dr. Shah.  (1)

12.	Is this Johns or Pauls bag?  (2)



More Apostrophes (to show belonging)

	Apostrophes are sometimes used:
	Examples

	When belonging words have been missed out.
	the hairdresser’s
the salon belonging to /of the hairdresser
Jim’s
the house belonging to/of Jim
Sainsbury’s
the shop belonging to/of Sainsbury



Copy out the following sentences putting in the apostrophes where needed.  The number of apostrophes you need is in brackets.

1.	Jacks house is bigger than Sams.  (2)

2.	The babys spots were worse so I took her to the doctors.  (2)

3.	Tescos has special offers on biscuits and jams.  (1)

4.	We went to Peters to watch Match of the Day. (1)

5.	My friends birthday party was at McDonalds.  (2)

6.	My Dad bought my brothers bike at Pattersons.  (2)

7.	Emmas shirt had ribbons round the cuffs. (1)

8.	She bought it at Peacocks with her birthday money.  (1)

9.	I had to go to the dentists when my front tooths filling dropped out.  (2)

10.	The soldiers boots were dirty after his exercise in Sintons Field.  (2)

11.	Wongs is the best Chinese restaurant, but Cheungs does a good spring roll.  (2)

12.	Devs day was ruined when he had to go to the hospitals accident unit.  (2)



Apostrophes (to show belonging) for plurals

	Apostrophes (s’) are sometimes used:
	Examples

	To show when one or more things belong to more than one owner.  In this case, the apostrophe goes after the plural s.
	The dog’s tail
The (one) tail belonging to the (one) dog
The dogs’ tails
The (many) tails belonging to the (many) dogs
The pub’s glasses
The (many) glasses belonging to the (one) pub
The pubs’ glasses
The (many) glasses belonging to the (many) pubs



	NB   If the word or words already means more-than-one/a group, then use ‘s
	Children’s
People’s
Women’s 
Emma and Jane’s



Copy out the following sentences putting in the apostrophes where needed.  The number of apostrophes you need is in brackets.

1.	My curtains linings have faded with the sun.  (1)

2.	The old peoples centre offers a wide range of activities. (1)

3.	The dinner ladies aprons are a pretty pink colour.  (1)

4.	Blackbirds songs are very beautiful so they can get their mates attentions.  (2)

5.	The shops fronts are being designed by an architect.  (1)

6.	Coins and pottery can be seen in most museums displays. (1)

7.	Jane and Jims flat is too small for our meeting. (1)

8.	The sisters faces were similar, but their hair was different. (1)



General Apostrophe Practice

Copy out the following sentences putting in the apostrophes where needed.  The number of apostrophes you need is in brackets.

1.	Peters work wasnt as good as Nicks, but he didnt spend so much time on it.  (4)

2.	The hospitals staff couldnt cope with the sudden rise in illness and there werent		enough beds.  (3)

3.	Im off to Kates house for the weekend, but Ill phone you on Sunday.  (3)

4.	The mens team thought theyd have an easy match, but nothing couldve been further	from the truth!  (3)

5.	When Pams mother telephones, youd better let her know that Pams got to work late	and wont be home until after seven this evening.  (4)

6.	If I cant get to the clubs meeting before eight, I wont bother coming.  (3)

7.	The familys holiday in Florida was ruined because the hotels service was so poor.  (2)

8.	My best friends wedding takes place on the day when Im going on holiday and Im	not sure what is the best thing to do.  (4)

9.	Theyre supposed to be here by ten, but maybe theyve been delayed at the airport. 	(2)

10.	For this exercise, I want you to take hold of your dogs leads, walk at a brisk pace, but	dont run, and then make your dogs sit by the judges tables.  (3)

11.	Emmas dress is almost the same as Sarahs, but she didnt know or she wouldnt have	worn it.  (4)

12.	I think that Tescos coffee isnt as nice as Sainsburys, but then Sainsburys tea isnt as	nice as Tescos.  (6)



Diagnostic Test

Put capital letters, full stops, question marks, exclamation marks, commas and apostrophes in the following text where needed.

it was my uncle jacks idea to take us all to blackpool on that sunday in june it was a complete disaster the weather had started dry warm and sunny later just before lunch it turned to heavy rain and it wasnt long before we were caught up in the most frightening thunder lightning and hailstones

what do you think he did he didnt change plans and have a meal inside he insisted we should continue our picnic lunch outside he spread out the cloth and set out the sandwiches crisps sausages cake and a large flask of coffee he didnt seem to notice the rain and wondered why when he suggested a game of cricket we all looked so horrified

i couldnt believe it we got colder wetter and more miserable by the minute the journey home made things worse the car was old and all the tyres tread was getting thin the police waved us down for a roadside check and we knew this was the last straw



The Passive

The Passive is:

	am/is/are

	

+
	invented

built

given

taken

cleaned

discovered etc

	was/were


	
	



The passive is a more formal use of a verb.

For example in everyday conversation or writing we may say:

· My grandfather was a builder.  He built this house in 1960.
· Somebody cleans the office every day.
· James Watt discovered the power of steam.

However if we wish a more formal style to our speech or writing then we can use what is called the passive:

· This house was built by my grandfather in 1960.
· The office is cleaned every day.
· The power of steam was discovered by James Watt.

You will be using the passive in your written report. Become familiar with it!



Re-write these sentences.

Instead of using somebody, they, people, etc, write the sentences in the passive.

The first sentence has been done for you.

1.	Somebody cleans the rooms every evening.

	The rooms are cleaned every evening.

2.	They cancelled all flights because of fog.

3.	Somebody accused me of stealing money.

4.	They invited students to give their opinion.

5.	They gave students information about study techniques.

6.	They showed us around the building.

7.	Somebody told us to arrive on time.

8.	They closed the college because of floods.

9.	Dangerous driving causes many accidents.

10.	Alexander Bell invented the telephone.
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