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Section One: TAP your Writing 

Top Tip: Remember to TAP your writing as you plan. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

T = TEXT 

TYPE 

What kind of writing is it? 

 Narrative 

 Evaluation 

 Explanation 

 Review 

 Diary 

 Letter 

 Description 

 Poem 

 Essay 

 Speech 

 Advice 

 Article 

 Advertisement 

 Argument 

 Instruction 

 Leaflet / 

information 

 Poster 

 

A = 

AUDIENCE 

Who is the text aimed 

at?  

 Adults 

 Children 

 Teenagers 

 Pensioners 

 Men 

 Women 

 People with a 

specific interest  

P = PURPOSE 

Why has the text been written? e.g.: 

 To argue 

 To explain 

 To evaluate 

 To persuade 

 To instruct 

 To entertain 

 To inform 

 To describe 

 To analyse 

 To recount 

 

What is the writer trying to do? 

 

Once you’ve 

been given a 

text, don’t 

forget to  

TAP IT! 
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Section Two: Word Types 
 

 

 

 

Here are some examples of nouns for people and places: Rosie, Africa, 

Wolverhampton. These nouns are names so they start with a capital letter. These types 

of nouns are called proper nouns. 

Most nouns are words for things. A thing can be something you see, hear, smell, hold, 

feel or imagine. For example, a table is a thing and the word table is a noun. However, 

although you cannot touch it, beauty is also a sort of thing, so the world beauty is also 

a noun. These types of words are called common nouns.  

 

 

 

 

 

1. Below are some nouns of various sorts.  For each noun, decide if it is a proper or a 

common noun 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

River Severn 

 

anger 

 

 

afternoon 

 

 

Leeds 

 

 

music 

 

 

wall 

 

 

happiness 

 

 

disappointment 

 

 

government 

 

 

biscuit 

 

 

tree 

 

West Midlands 

Noun 
A noun is a word for a person, place or 

thing. 

 

Try it Out 
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2. Write out the sentences.  Make sure the proper nouns are given a capital letter at the 

beginning. 

 

 michael was late for school and was in bother with mrs smith. 

 sarah was going to her Gran’s house in glasgow for tea and she was very excited. 

 scotland, england, ireland and wales are all part of britain. 

 Gemma and I were swimming yesterday at the lagoon and we swam fifty lengths 

together. 

 

 

 

 

 

 

3. Write out the sentences below and underline the nouns in it. 

 

 Without cars or buses to disturb the peace, silence settled on the street. 

 The dog barked angrily as we approached the pavement. 

 Although the boy felt 

intimidated, he kept on 

walking towards the gates of 

Buckingham Palace. 

 The leaves danced delicately 

along the street. 

 I am writing to support the 

building of a new sports 

centre in our local area of 

Penn. 
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In the six phrases below, the adjective is shown in bold.  Each one describes the noun 

with it. 

 

Adjectives can come after their noun as well as before it. In the examples below, the 

adjective is shown in bold: 

The flowers are beautiful. 

The car was red. 

Sarah is tall. 

 

 

 

1. Underline the adjectives in the following paragraph: 

Despite his ailing health and lonely lifestyle, Mr Green’s garden was always full of brightly 

coloured blooms, and the grass cut short and the hedgerows trimmed neatly. The clusters of 

yellow daffodils along the edge of the path could be seen swaying gently on the dark winter’s 

nights that had now set in. It made Sol sad to think that he had never even had clean clothes, 

never mind a neat garden and a tidy house.  

 

2. Look at this extract from David Almond’s book, ‘Skellig’. Write down four adjectives that 

are used to describe Skellig’s appearance. 

I thought he was dead. He was sitting with his legs stretched out, and his head tipped back 

against the wall. He was covered in dust and webs like everything else and his face was thin 

and pale. Dead bluebottles were scattered on his head and shoulders. I shone the torch on his 

white face and his black suit. 

 

3. Both these writers use adjectives to create descriptions of either people or places. Choose 

either a place or person familiar to you, and use adjectives to write a paragraph that 

describes them/it. 

 

…deep happiness… The Labour government ….two awful thoughts 

….her terrible anger …..a rotten tree This juicy apple 

Nouns often come with other words that give 

more information about them. Some of these 

words are called adjectives. Adjectives are 

sometimes called describing words. 

 

 

 
 

Adjective 

Try it Out 
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Here are the most common pronouns: 
 

I you she he it we they this 

me you her him it us them that 

my your her his its our their these 

mine yours hers his its ours theirs those 

 
 
 
 
 

 

1. Underline the pronouns in these sentences. 

 Brian is my best friend and I will always be there for him. 

 I promised my mum that I would leave her alone so that she could do some work. 

 They were both very beautiful, gentle horses. 

 If we go out tonight, we have to be home by 11pm. 

 I am starting a new fitness class tonight. 

 

2. Use the appropriate pronouns to complete the sentences below. 

 

a) Amy phoned. Please phone ________________ back at 2 p.m. _________________ says that 

it is very important. 
 

b) Jane and I are going shopping. Would you like to come with ________________? 
 

c) Harry has been unwell.  Please give ____________ two spoonfuls of medicine at 

lunchtime. 
 

d) I am going to the club on Tuesday. Can you come with _______________? 
 

e) I have left the boxes on the floor.  Please put __________________ away in the 

cupboard. 
 

f) The parcel is at the post office waiting for _______________to collect. 
 

g) Phil and I are going to look for it now.  ___________________ will be back later. 
 

 

Pronoun 
A pronoun is a word used in 

place of a noun. 
 

Try it Out 
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For example: 

Sam finished his homework in the library. 

In this sentence ‘finished’ is the verb (it says what Sam did with his homework in the 

past). 

 

All sentences need a verb. Here are some examples: 

Jenny reads the Metro on the train every morning. 

That bicycle belongs to me. 

 

Two verbs are sometimes put together, especially with verbs like can, must, should. 

I can see the sea from my house. 

You really must see the new Bond film. 

 

We can also use more than one word to form a tense: 

We have been driving for hours. 

 
 

 

 

Underline the verbs in the text below. The first one has been done for you. 

 

Family Food Survey 

A recent Family Food Survey found that households where the head of the household was 

under 30 years old were spending more than 40 per cent of their food budget on eating out.  

 

When we eat out it usually means that we have little control over how the food is prepared or 

how large the portion is.  Foods we eat when out tend to be higher in fat and research has 

shown that those who eat out regularly will have higher intakes of fat, salt and calories.  Studies 

have also shown that eating with friends can tempt us to overeat.  Meals with multiple courses 

that we eat over longer periods and with alcohol are all associated with overindulgence.  

Large serving bowls and spoons increase the likelihood that you will pile more food on your 

plate than you usually eat.  

 

Unlike packaged food, foods that we buy from cafés, restaurants etc don’t have to carry 

nutritional information and so opting for the healthiest option might not always be obvious, or 

easy.  However, with some knowledge and thought, eating out can be enjoyable and 

healthy! 

 

 

Verbs 
Verbs tell us what people 

(or things) are doing or 

being. They can change 

according to the time 

being spoken about: past, 

present or future. 

 

Try it Out 
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Connective is a broad term that includes: 

 

 Conjunctions (e.g. and, because) 

 Relative pronouns (e.g. who, which) 

 Adverbials (e.g. however, therefore) 

 

Connectives and their Uses. 

 

Adding Exceptions Cause and effect 

and 

also 

as well as 

in addition 

Furthermore 

However 

although/even though 

unless 

except 

if/even if 

because 

so 

for 

Therefore 

Thus 

Time Putting in order Contrasting 

when 

whenever 

while 

Meanwhile 

since 

until 

next 

then 

firstly/secondly/thirdly 

finally 

after/Afterwards 

whereas 

instead of 

alternatively 

but 

on the other hand 

yet 

Giving examples Emphasising Comparing 

for example  

such as 

for instance 

above all 

in particular 

particularly 

especially 

Equally 

In the same way 

Similarly 

 

 

 

Connectives 
Connectives are the 

words and phrases we use 

to connect ideas when 

we speak or write. 
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Using Connectives 
 

Match the two halves of the sentences. Then use an appropriate connective from the box 

below to link them. Try to use each connective at least once. 

 

1.  ___ Portugal played well a. She got an A* 

2.  ___ It was raining b. He lost in the quarter-finals 

3.  ___ The teacher entered the room c. You’ll put on weight 

4.  ___ She studied hard d. It started getting dark 

5.  ___ We played football e. We went inside 

6.  ___ Joe was good at football f. He was violently sick 

7.  ___ I got in the bath g. They lost to Spain 

8.  ___ Federer’s a good player h. I don’t do it very often 

9.  ___ Billy ate a packet of biscuits i. He was a great swimmer 

10. ___ You don’t do any sport j. The students fell quiet 

11. ___ I enjoy cycling k. They didn’t play their best 

12. ___ England has some great players l. The phone rang 

 

 

 

 

 

Try it Out 

 

although        as soon as       because        but       if 

 

in addition              since        so         until       when 
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Section Two: The Power of 

Punctuation 
 

Punctuation to End Sentences 

There are three punctuation marks to end a sentence: 

 A full stop 

 An exclamation mark 

 A question mark. 
 

 

Full Stop (.) 

Here’s a tip to remember the full stop rule: 

 A full stop (.) shows the end of a sentence which is a statement (not a question).  

 You start the sentence with a capital letter. 

 Leaving the full stop out at the end of a sentence causes confusion for the 

reader.  For example: I must use a full stop at the end of a sentence. 

 
 

 

Question Mark (?) 

Here’s a tip to remember the question mark rule: 

 The question mark (?) shows the end of a sentence which is a direct question, i.e. 

one you are asking the reader. 

 You start the next sentence with a capital letter. 

 For example: What have you been learning in school today? 

 
 

Exclamation Mark (!) 

Here’s a tip to remember the exclamation mark rule: 

 Use an exclamation mark (!) when you’re shouting something or are trying to get 

a point across for emphasis.  For example: Wait, there’s a fire! Run!  
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Part One 

Copy out the five sentences below and finish each one with an exclamation mark, a 

question mark or a full stop. Use the punctuation that best fits the end of the sentence. 

1. What happened when the light ray was shone into the mirror 

2. Mobile phones will be confiscated 

3. The jewels had simply disappeared 

4. The vacuum former had broken down 

5. Who knows how much longer we have to suffer this chaos 

 

 

 

 

More Advanced Punctuation 

The Apostrophe (‘) 

Apostrophes for Omission 

Use an apostrophe (‘) when letters are missing. The apostrophe does in the space where the 

missing letters would be.  For example:  

 Do not = don’t.  

 You are = you’re. 

 Tom is doing well = Tom’s doing well. 

 

Apostrophe for Possession 

Use an apostrophe when something belongs to something/someone. For example: 

 ‘This is Jessica’s work.’ 

 ‘This was my grandma’s photo.’  

 ‘The sun’s rays.’ 

 

 

 

 

 

 

Try it Out 
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Add the missing apostrophes to the sentences below. 

 

Part One 

1.   Davids book was in his bag. 

2.   Davids gone out to play. 

3.   The girls havent done their homework. 

4.   Close the door of the girls cloakroom quietly. 

5.   The apples skin was rather tough. 

6.   Theyre going out tonight. 

7.   Its nearly time for break. 

8.   The dog gave its owner the ball. 

9.   Writings difficult for some people. 

10.   Buy your cucumbers and lettuces here. 

11.   The boy knocked on the ladys door. 

12.   The thief got into the office and stole all the ladies handbags. 

13.   Youll get hurt if you dont stop doing that. 

 

 

 

Part Two 

1.  Peters shoes were filthy dirty after the walk through the forest. 

2.  The policemans jacket was bright yellow. 

3.  The telephones ring echoed in the empty hallway. 

4.  The Prime Ministers car was hit by an egg. 

5.  Mr Nelsons bag was full of all sorts of useful things. 

6.  The wardrobes doors were clinging on to the hinges. 

7.  The dentists office was full of people with toothache. 

8.  West Hams captain scored the winning goal. 

9.  The childrens school dinners were delicious. 

10.  Hundreds of people packed in to the hall to hear the Mayors speech. 

 

 

 

 

 

 

 

Try it Out 
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Comma (,) 

Here are some tips to remember the comma rule: 

 If you are adding extra information to complete sentences in order to create complex 

sentences – ‘Although it was cold, the sun was shining brightly.’ ‘The man, who was 

exhausted, continued to work.’ 

 

 Commas often come before a word which links two parts of the sentence, like: 

and,.../but,…/so,…/or,…. 

 

 To separate items in a list. 

 
 

 

 

 

 

Part One 

Add commas to this text to make the sense clearer: 

 

Some people would rather miss 

the bus or train than run to catch 

it.  Are you someone who hates 

to run or even walk fast? Well 

things could change. More 

people are taking up running to 

keep fit.  Doctors say that running 

even just a few kilometres each 

week can help you to avoid 

heart attacks.  

Runners have less chance of illnesses such as strokes and diabetes than people who don’t 

take exercise.  As well as keeping fit which has to be a good thing running can also help you 

to lose weight.  Why not join a club to get you started? 

 

 

 

 

Try it Out 
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Part Two 

Add commas to this text to make the sense clearer: 

Using a camera we are told is the most popular route into art. However as well as being 

creative photos are a great way to keep memories. Most of us have a photo album at 

home. In the old days when I was young taking pictures was hard work. Now with new 

cameras it is easy. You just point and shoot. Digital cameras although expensive are 

really easy to use. You don’t even have to print off pictures you don’t like. You can 

delete your mistakes if you have any before anyone else sees them. Now we can all look 

like experts. 

 
 

Part Three 

This is Rajinda’s diary.  It’s really just a list of what she’s done during the day. Add commas 

wherever you think they’re needed. You may need to take out some words (eg ‘I’, ‘and’). 
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Speech Marks (“”) 

 Use speech marks when somebody has spoken. For example: “Do you understand?” 

asked Billy. 

 Always include punctuation within the speech marks. For example: “I completely 

understand!” replied Frank. 

 Start a new line every time somebody new speaks in your story.  

 Use a capital letter at the beginning of speech. 

 

Here is an example of dialogue in a story: 

 

“I’m going home through the cemetery. It’s quicker,” said Danielle, challenging Harry. 

“Well, you’ll be going on your own then,” Harry replied. 

 

The speech marks show the reader which words have been said by a character in the 

story. The words that are not inside the speech marks are what the storyteller (narrator) is 

telling us. 

 

 

 

 

 

 

 

 

Part One: The rules of dialogue (above) are obeyed in the dialogue below. Copy out the 

dialogue and label it to show where each rule is used. 

 

“Ooh, are you scared?” Danielle laughed. She couldn’t believe it. 

“Of course,” said Harry. “Not!” He ran screaming through the cemetery gates. 

“Wait!” Danielle yelled as she raced after Harry, giggling helplessly. 

 

 

 

Part Two: The rules of dialogue (above) have not been obeyed in the dialogue below. 

Copy out the dialogue following the correct rules to show who is speaking and when. 

 

Have you been to see Harry Potter? asked Sue. No, said Chris, I want to go tomorrow.  Is it 

any good?  It’s OK, for little kids really.  I preferred Lord of the Rings, my mum took me over 

Christmas.  Isn’t it really long?  It’s as long as Harry Potter, said Sue.  Chris said, I really want 

to get Scary Movie out on video again.  That was rubbish!  It was good!  I laughed a lot.  It’s 

boring, said Sue, I fell asleep. 

  

 
 

 

Try it Out 
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Colon (:)  

The colon has two main uses: 

 To introduce a list (or sometimes an idea, an example or a quotation) 

 To mean that is to say or that is/those are. 

 

Introducing a List 

Sometimes a colon is used to introduce a list. Here are some examples: 

For Christmas I got the following: books, money clothes and a new phone. 

Italian chefs insist that to make a great bolognese sauce you need these ingredients: olive oil; 

streaky pancetta bacon; chopped onions; crushed garlic; chopped tomatoes; bayleaves. 

 

To mean that is to say… or and that is…. 

Sometimes a colon is used instead of phrases like that is to say or and that is. For example: 

There is one thing I hate about buses: they are unreliable. 

I have just got two words for you: go away. 

 

 

 

 

Semi-Colon (;) 

The semi-colon has two main uses: 

 You can use a semi-colon (;) in the place of a full stop between two complete 

sentences that are closely connected.  For example: Richard likes cake; Susan likes 

salad.  Bill was going bald; his hair was falling out. 

 

 You can use a semi-colon (;) between ‘complex’ items in a list.  For example: In my 

lunch box I have: a sandwich with ham and lettuce; a fromage frais made with 

strawberries, lemons and raspberries; a cold can of Sprite, which is very fizzy! 

 

 

 

 

 

 

 



Developing Outstanding Teaching & Learning 

17 
 

 

 

 

 

Part One: Insert two semi-colons and two colons into the following passage. 

Harmony loved three things about being in Mr Bruff’s class friends, fun and a fantastic teacher. 

She always looked forward to Monday.  It was her favourite day of the week.  Preston was the 

same.  Since moving to Mr Bruff’s class he had decided that when he was older he wanted to 

be an English teacher when he was older. There were three other students in the class who 

also wanted to be just like Mr Bruff when they grew up Cameron, Chris and Abbey.  Chris was 

already halfway there, because he had a beard. 

 

Some of the other students in the class felt differently.  Ronan wanted to be an astronaut when 

he grew up.  He already had his own space-ship so he practiced going to the moon on a 

regular basis. Ronan’s big ambition was to fly to the moon because it looked scary, different 

and intriguing. 

 

 

Part Two: Punctuate the following passage using capital letters, full stops, commas, colons and 

semicolons. 

we didn’t know whether to trust them or not our train was due to arrive at four o’clock we 

were due at the house by five we had been given these instructions take the number 18 bus 

from the station and look for your next set of instructions in a book on the back seat upstairs we 

found that alright and the address inside it. However what we couldn’t do was read the 

newspaper clippings they had used to communicate their message. 

 

 

 

 

Try it Out 
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Section Three: TIP TOP Paragraphing 

A piece of writing can be hard to follow if the writer keeps changing topic without 

warning. Try to stick to these rules: 

 Start a new paragraph every time you write about a new time, topic, person, 

place (TIPTOP!) 

 

 Start each paragraph with a clear and simple point that lets 

your reader know what that paragraph is going to be 

about. Some people call this the topic sentence: it gives 

the topic of the sentence. 

 

 Try to link each paragraph to what you have already 

written so that the reader can feel that this is a new topic 

that fits into the whole piece of writing. 

 

 Use connectives to link paragraphs when you are writing formally. 

 

  

 

Part One: All of the sentences below would appear at the start of a new paragraph.  

For each example, decide whether the reason for starting a new paragraph is because of a 

change in time, place, topic or person.   

Put a tick in the correct box for each example.    

 
Examples Time Place Topic Person 

1 Later that day, John realised he had made a 

mistake. 

    

2 “It’s my turn to be in goal,” said Sarah.     

3 Arriving at the bus stop, Stuart realised he had 

missed the three o’clock bus. 

    

4 The stadium was packed with football fans.     

5 Evening came and it began to rain heavily.     

6 “I can’t believe you did that!” shouted Natalie.     

7 Next add two tablespoons of sugar.     

8 Looking out of the brightly lit window, Liam 

began to feel a lot better. 

    

Try it Out 
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Part Two: Look at the passage below from a work of non-fiction. Mark on the text where a new 

paragraph should begin and write underneath the box the reasons why. 

 

Harry Potter and the Goblet of Fire 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Was Harry Potter and the Goblet of Fire as good as the previous 

three films? Millions have rushed to see the fourth film in the series 

during its first week in UK cinemas. The story begins with Harry, 

Hermione and the Weasley family watching the Quidditch World 

Cup. Lord Voldemort’s group of Death Eaters disrupt the fun though 

and terrify the magical community with a symbol of the Dark Mark. 

Back at Hogwarts school, things are no calmer for Harry as he gets 

mysteriously entered into the Tri-wizard Tournament. He is forced to 

compete against older, more skilled students and battle dragons, 

mer-people and other horrors.  Many felt that the film was too long 

at 157 minutes and it still didn’t cover all of the material in the 645 

page hardback novel!  

 

 



Developing Outstanding Teaching & Learning 

20 
 

 

Section Four: Successful Spelling 

Better Spelling 

Spellings can be tricky, but most words stick to rules and patterns. The strategies below 

can help you to improve your spelling. 

Way to Spell Explanation Example 

Sound it out Carefully say the word out 

loud and make sure you write 

the word, sound by tiny sound 

Cat has three sounds: c-a-t 

Break it down and sound it 

out 

Break the word into syllables. 

Say each syllable, and write 

down each one. 

Booklet has two syllables: Boo-

klet 

Find the stem word Some long words are just short 

words with bits stuck on. 

The stem of undo is do: un has 

been stuck on the front of do. 

Memory tricks Invent memory games to help 

you remember hard words. 

Rhythm helps your two hips 

move (rhythm). 

Look, say, cover, write, check Look carefully at the word, 

say it, cover it up, write it 

down, check if you are right. 

Repeat these steps if you 

have got the word wrong. 

Here are examples of words 

that you might have to learn 

this way: believe, 

recommend, surprise. 

Say it like it is Some words have silent 

letters. When you say these 

words, say their silent letters 

too. 

Wed-nes-day 
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Here is a list of some words that you should definitely learn to spell. Try using some of the 

suggested techniques to help you to learn them. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now use the same methods to learn some of the words you find difficult to spell. Use the grid 

below to write down some of the words you struggle with – you may need a dictionary to look 

them up first. 

    

    

    

    

    

    

    

 

accommodate college independence pattern Saturday 

although conclusion independent persuade separate 

angle definite ingredient photosynthesis straight 

assembly different isosceles physical surprise 

autumn disappear kinesthetic physics through 

basic disappoint knowledge prepare tomorrow 

believe effective metaphor radiation Tuesday 

biology energy Monday ration unnecessary 

business environment muscle reaction Wednesday 

cause February necessary remember weight 

character government parallel repetition woman 

chemistry height parliament safety women 

Try it Out 
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Section Six: Highfields’ Recommended Reads 

Have a look at some of the books recommended by our current Year 10 and 11 students at 

Highfields.  

All recommended books are available from Ms Ward in the Communications’ LRC. 

Chains by Laurie Halse Anderson  

When Mr Dog Bites by Brian Conaghan  

Apple and Rain by Sarah Crossan  

The Weight of Water by Sarah Crossan, 

A Greyhound of a Girl by Roddy Doyle 

The Graveyard Book by Neil Gaiman 

Tinder by Sally Gardner (author) and David Roberts (illustrator)  

Maggot Moon by Sally Gardner 

The Vanishing of Katharina Linden by Katharina Linden 

Cuckoo Song by Frances Hardinge  

Rowan the Strange by Julie Hearn 

The Fastest Boy in the World by Elizabeth Laird  

In Darkness by Nick Lake 

Buffalo Soldier by Tanya Landman  

The Middle of Nowhere by Geraldine McCaughrean  

More Than This by Patrick Ness  

Wonder by R.J. Palacio 

Nation by Terry Pratchett 

Fever Crumb by Philip Reeve 

Revolver by Marcus Sedgwick 

Midwinterblood by Marcus Sedgwick 

Code Name Verity by Elizabeth Wein 
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Section Seven: Check your Answers 

*Note: There could be many possible correct answers to the following activities - here 

are just a few!* 

Section One: Word Types 

Nouns 

1. Below are some nouns of various sorts.  For each noun, decide if it is a proper or a common 

noun 

Noun Proper noun 

anger River Severn 

afternoon Leeds 

music West Midlands 

wall  

happiness  

disappointment  

government  

biscuit   

tree  

 

2. Write out the sentences make sure the proper nouns are given a capital letter at the 

beginning 

 Michael was late for school and was in bother with Mrs Smith. 

 Sarah was going to her Gran’s house in Glasgow for tea and she was very excited. 

 Scotland, England, Ireland and Wales are all part of Britain. 

 Gemma and I were swimming yesterday at the lagoon and we swam fifty lengths 

together. 

 

3. Write out the sentences below and underline the nouns in it. 

 Without cars or buses to disturb the peace, silence settled on the street. 

 The dog barked angrily as we approached the pavement. 

 Although the boy felt intimidated, he kept on walking towards the gates of Buckingham 

Palace. 

 The leaves danced delicately along the street. 

 I am writing to support the building of a new sports centre in our local area of Penn. 

 

Adjectives 

 

1.  Underline the adjectives in the following paragraph: 

Despite his ailing health and lonely lifestyle, Mr Green’s garden was always full of brightly 

coloured blooms, and the grass cut short and the hedgerows trimmed neatly. The clusters of 

yellow daffodils along the edge of the path could be seen swaying gently on the dark winter’s 

nights that had now set in. It made Sol sad to think that he had never even had clean clothes, 

never mind a neat garden and a tidy house.  
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2.  Look at this extract from David Almond’s book, ‘Skellig’. Write down four adjectives that are 

used to describe Skellig’s appearance. 

I thought he was dead. He was sitting with his legs stretched out, and his head tipped back 

against the wall. He was covered in dust and webs like everything else and his face was thin 

and pale. Dead bluebottles were scattered on his head and shoulders. I shone the torch on his 

white face and his black suit. 

 

 

Pronouns 

 

1. Underline the pronouns in these sentences. 

 Brian is my best friend and I will always be there for him. 

 I promised my mum that I would leave her alone so that she could do some work. 

 They were both very beautiful, gentle horses. 

 If we go out tonight, we have to be home by 11pm. 

 I am starting a new fitness class tonight. 

 

2. Use the appropriate pronouns to complete the sentences below. 

 

1. Amy phoned. Please phone her back at 2 p.m.  She says that it is very important. 
 

2. Jane and I are going shopping. Would you like to come with us? 
 

3. Harry has been unwell.  Please give him two spoonfuls of medicine at lunchtime. 
 

4. I am going to the club on Tuesday. Can you come with me? 
 

5. I have left the boxes on the floor.  Please put them away in the cupboard. 
 

6. The parcel is at the post office waiting for you to collect.  

 

7. Phil and I are going to look for it now.  We will be back later. 

 

Verbs 

Underline the verbs in the text below. The first one has been done for you. 

 

Family Food Survey 

A recent Family Food Survey found that households where the head of the household 

was under 30 years old were spending more than 40 per cent of their food budget on 

eating out.  
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When we eat out it usually means that we have little control over how the food is 

prepared or how large the portion is. Foods we eat when out tend to be higher in fat and 

research has shown that those who eat out regularly will have higher intakes of fat, salt 

and calories. Studies have also shown that eating with friends can tempt us to overeat. 

Meals with multiple courses that we eat over longer periods and with alcohol are all 

associated with overindulgence. Large serving bowls and spoons increase the likelihood 

that you will pile more food on your plate than you usually eat.  

 

Unlike packaged food, foods that we buy from cafes, restaurants etc don’t have to carry 

nutritional information and so opting for the healthiest option might not always be 

obvious, or easy. However, with some knowledge and thought, eating out can be 

enjoyable and healthy! 

 

Connectives 

Part One 

Match the two halves of the sentences. Then use an appropriate connective from the 

box below to link them. Try to use each connective at least once. 

1.   Although Portugal played well, they lost to Spain. 

2.   Because it was raining, we went inside. 

3.   As soon as the teacher entered the room, the students fell quiet. 

4.   If she studied hard, she got an A*. 

5.   As soon as we played football, it started getting dark. 

6.   Joe was good at football, but I didn’t do it very often. 

7.   As soon as I got in the bath, the phone rang. 

8.   Although Federer’s a good player, he lost in the quarter-finals. 

9.   Because Billy ate a packet of biscuits, he was violently sick. 

10.  If you don’t do any sport, you’ll put on weight. 

11.  I enjoy cycling, but he was a great swimmer. 

12. Although England has some great players, they didn’t play their best. 
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Section Two: The Power of Punctuation 

Part One 

Copy out the five sentences below and finish each one with an exclamation mark, a question 

mark or a full stop. Use the punctuation that best fits the end of the sentence. 

1. What happened when the light ray was shone into the mirror? 

2. Mobile phones will be confiscated! 

3. The jewels had simply disappeared! 

4. The vacuum former had broken down. 

5. Who knows how much longer we have to suffer this chaos? 

 

Apostrophes 

Add the missing apostrophes to the sentences below. 

Part One 

1.   David’s book was in his bag. 

2.   David’s gone out to play. 

3.   The girls haven’t done their homework. 

4.   Close the door of the girls’ cloakroom quietly. 

5.   The apple’s skin was rather tough. 

6.   They’re going out tonight. 

7.   It’s nearly time for break. 

8.   The dog gave its owner the ball. 

9.   Writing’s difficult for some people. 

10.   Buy your cucumbers and lettuces here. 

11.   The boy knocked on the lady’s door. 

12.   The thief got into the office and stole all the ladies’ handbags. 

13.   You’ll get hurt if you don’t stop doing that. 

 

 

 

Part Two 

1. Peter’s shoes were filthy dirty after the walk through the forest. 

2. The policeman’s jacket was bright yellow. 

3. The telephone’s ring echoed in the empty hallway. 

4. The Prime Minister’s car was hit by an egg. 

5. Mr Nelson’s bag was full of all sorts of useful things. 

6. The wardrobe’s doors were clinging on to the hinges. 

7. The dentist’s office was full of people with toothache. 

8. West Ham’s captain scored the winning goal. 

9. The children’s school dinners were delicious. 

10. Hundreds of people packed in to the hall to hear the Mayor’s speech. 
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Commas 

Part One 

Add commas to this text to make the sense clearer: 

Some people would rather miss 

the bus or train than run to catch 

it. Are you someone who hates to 

run, or even walk fast? Well things 

could change. More people are 

taking up running to keep fit. 

Doctors say that running, even 

just a few kilometres each week, 

can help you to avoid heart 

attacks. 

Runners have less chance of illnesses, such as strokes and diabetes, than people who don’t 

take exercise. As well as keeping fit, which has to be a good thing, running can also help you 

to lose weight. Why not join a club to get you started? 

Part Two 

Add commas to this text to make the sense clearer: 

 

Using a camera, we are told, is the most popular route into art. However, as well as being 

creative, photos are a great way to keep memories. Most of us have a photo album at home. 

In the old days, when I was young, taking pictures was hard work. Now, with new cameras, it is 

easy. You just point and shoot. Digital cameras, although expensive, are really easy to use. You 

don’t even have to print off pictures you don’t like. You can delete your mistakes, if you have 

any, before anyone else sees them. Now we can all look like experts. 
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Part Three 

 

Speech Marks 

Part One: The rules of dialogue are obeyed in the dialogue below. Copy out the dialogue and 

label it to show where each rule is used. 

 

“Ooh, are you scared?” Danielle laughed. She couldn’t believe it. 

“Of course,” said Harry. “Not!” He ran screaming through the cemetery gates. 

“Wait!” Danielle yelled as she raced after Harry, giggling helplessly. 

 

 

Part Two: The rules of dialogue (above) have not been obeyed in the dialogue below. Copy 

out the dialogue following the correct rules to show who is speaking and when. 

 

“Have you been to see Harry Potter?” asked Sue. 

“No,” said Chris, “I want to go tomorrow.  Is it any good?” 

 “It’s OK, for little kids really.  I preferred Lord of the Rings, my mum took me over Christmas.” 
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 “Isn’t it really long?” 

 “It’s as long as Harry Potter,” said Sue.  

 Chris said, “I really want to get Scary Movie out on video again.” 

 “That was rubbish!” 

 “It was good!  I laughed a lot.” 

 “It’s boring,” said Sue, “I fell asleep.” 

 

 

Colons and Semi-Colons 

Part One: Insert two semi-colons and two colons into the following passage. 

Harmony loved three things about being in Mr Bruff’s class friends: fun and a fantastic teacher. 

She always looked forward to Monday; it was her favourite day of the week.  Preston was the 

same.  Since moving to Mr Bruff’s class he had decided that when he was older he wanted to 

be an English teacher when he was older. There were three other students in the class who 

also wanted to be just like Mr Bruff when they grew up: Cameron, Chris and Abbey.  Chris was 

already halfway there, because he had a beard. 

 

Some of the other students in the class felt differently.  Ronan wanted to be an astronaut when 

he grew up. He already had his own space-ship so he practiced going to the moon on a 

regular basis. Ronan’s big ambition was to fly to the moon; it looked scary, different and 

intriguing. 

 

Part Two: Punctuate the following passage using capital letters, full stops, commas, colons and 

semicolons. 

We didn’t know whether to trust them or not. Our train was due to arrive at four o’clock; we 

were due at the house by five. We had been given these instructions: take the number 18 bus 

from the station and look for your next set of instructions in a book on the back seat upstairs. 

We found that alright, and the address inside it. However, what we couldn’t do was read the 

newspaper clippings they had used to communicate their message. 
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Paragraphing 

Part One: All of the sentences below would appear at the start of a new paragraph.  

For each example, decide whether the reason for starting a new paragraph is because of a 

change in time, place, topic or person.   

Put a tick in the correct box for each example.    

  

Part Two: Look at the passage below from a work of non-fiction. Mark on the text where a new 

paragraph should begin and write underneath the box the reasons why. 

Harry Potter and the Goblet of Fire 

Was Harry Potter and the Goblet of Fire as good as the previous three films? Millions have 

rushed to see the fourth film in the series during its first week in UK cinemas.  

The story begins with Harry, Hermione and the Weasley family watching the Quidditch World 

Cup. Lord Voldemort’s group of Death Eaters disrupt the fun though and terrify the magical 

community with a symbol of the Dark Mark. 

 Back at Hogwarts school, things are no calmer for Harry as he gets mysteriously entered into 

the Tri-wizard Tournament. He is forced to compete against older, more skilled students and 

battle dragons, mer-people and other horrors.   

Many felt that the film was too long at 157 minutes and it still didn’t cover all of the material in 

the 645 page hardback novel!  

 

 

 
Examples Time Place Topic Person 

1 Later that day, John realised he had made a 

mistake. 

/    

2 “It’s my turn to be in goal,” said Sarah.    / 

3 Arriving at the bus stop, Stuart realised he had 

missed the three o’clock bus. 

   / 

4 The stadium was packed with football fans.  /   

5 Evening came and it began to rain heavily. /    

6 “I can’t believe you did that!” shouted Natalie.    / 

7 Next add two tablespoons of sugar.   /  

8 Looking out of the brightly lit window, Liam 

began to feel a lot better. 

   / 
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Many of these resources (and more!) can be found in Richard Durant’s fantastically useful 

book: ‘The Student Guide to Literacy’ (Smart Learning). You will also find some of the resources 

on www.bbc.co.uk/skillswise. 
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