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 Convention Chart 
Symbol   Meaning of Symbol   Reference Page 
 

agr    Make subject and verb or pronoun   pp. 31-33 

and antecedent agree     

 
case    Use correct pronoun case   p. 39  
 

 cs    Fix comma splice    p. 35  
         

frag    Fix sentence fragment    p. 34 

 

fs    Fix fused sentence (run-on)   p. 35 

 

p    Insert, change, or delete punctuation   
 

ref    Fix ambiguous/ vague pronoun reference p. 39 

 

sp    Use correct spelling 

 

ss    Improve sentence structure 

 
trans    Improve transition 

 

vb    Use correct verb tense or form  p. 33 

 

ww    Wrong word     p. 41 

 

 or no    Insert or delete apostrophe   p. 34 

 

 or no    Insert or delete comma   pp. 35 - 38 

 

¶    Start new paragraph 
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Developing Good Habits 
 

“Give a man a fish and he’ll eat for a day; teach a man to fish and he’ll eat for a lifetime.” 

– Chinese Proverb 

 

This saying may be overdone; however, it still holds true.  Teaching our students how to 

study doesn’t just ‘happen’; they must develop good study habits along the way.  As their 

parents and teachers, we do not need to “spoon-feed” answers, but giving students the 

proper tools along the way will prepare them for excellent work habits later. 

 

Reading           Writing Discipline 
 

        

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Study Area 
All creative thinkers need the proper tools and a favorable space if they are to produce 

their best work.  Middle school students will have pencils, paper and a working computer 

close.  Knowing that they have an area that is their work space will not only encourage 

learning, but it also sets the stage for success when this “study plan” is in place.  Having 

few distractions and a consistent stage will help with the entire learning experience.  

This is one of the first skills parents teach 

their children, but it may be one of the 

most difficult challenges we face.  It may 

be made much more enjoyable, however, if 

parents and teachers encourage readers 

along the way. 

Reading is essential to a thorough 

understanding of the story’s plot, but 

making it a part of one’s life will expand a 

child’s vocabulary and help enrich a 

child’s background knowledge of current 

issues, historical events, and even fantasy 

stories. 

At Canterbury, reading is the foundation 

for many themes taught throughout the 

school year.   It stimulates the imagination 

and even in the earlier years, opens up a 

world of vivid color that develops a 

capacity for creative thinking and new 

ideas.   

Students begin a program in Early 

Childhood entitled “Writing without 

Tears.”  Even in this early stage of 

development, we establish a pattern.  

Students must learn to have a plan prior 

to writing, and even though the ideas 

come from the students, Canterbury’s 

teachers encourage the students to have a 

writing plan. 

This plan must include: 

1. Pre-writing Phase 

2. Writing Phase 

3. Revision Phase 

Once students understand this three-step 

plan, creative ideas may be put to work 

in any subject area. 
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Literature: Understanding the Story 

In every story, there are elements which make up a story.  By middle school, Canterbury 

students should know about each of these elements: 

 

Allusion – is a reference either implicit or explicit, to something in literature or history.  

Example:  When Robert Frost named his poem “Out, Out…” – he was 

making a reference to the famous speech of Macbeth on the death of his 

wife.  “Out,Out, brief candle!” 

 

Analogies – is a Relationship in some respects between things that are otherwise 

unrelated.  For example, ‘dinner is to bell’ as ‘car is to horn.’ 

 

Characters - refer to the people in the story.  The protagonist is the main character 

of the story, and the antagonist is the one challenging the main character. 

"A character is a person or animal who takes part in the action of a literary 

work.  The main character is the most important character in a story, poem, or 

play.  A minor character is one who takes part in the action but is not the 

focus of attention. 

 

"Characters are sometimes classified as flat or round.  A flat character is one-

sided and often stereotypical.  A round character, on the other hand, is fully 

developed and exhibits many traits-often both faults and virtues. 

 

"Characters can also be classified as dynamic or static.  A dynamic character 

is one who changes in the course of the work.  A static character is one who 

does not change (Prentice Hall  832-833). 

 

The following is an example Character Analysis.  When introducing your character, 

give more details as you develop your paragraph/essay.   

 
Climax – is the highest point of dramatic tension in a story. 

Name 

 

P 

Physical Traits 

 

Role in Story 

Problems/Challenges 

 

Accomplishments 
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Rising action Falling action 

 

 
Beginning (exposition) End (resolution)  

 

Conflict  

"A conflict is a struggle between opposing forces.  Conflict is one of the most 

important elements of stories, novels, and plays because it causes the action. 

 

"There are two kinds of conflict: external and internal.  An external conflict is 

one in which a character struggles against some outside force. 

 

"An internal conflict is one that takes place within the mind of a character.  

The character struggles to make a decision, take an action, or overcomes a 

feeling" (Prentice Hall  834). 

 

There are five main types of conflict: 

A. Man vs. Man – two individuals struggling verbally or physically 

B. Man vs. Self – an individual struggling with a decision, choice, etc. 

C. Man vs. Nature – an individual struggling with an animal, weather event, 

mountain climb, etc. 

D. Man vs. Society – an individual saying or doing something against the 

society in which he or she belongs  

E. Man vs. Supernatural – an individual struggling with something he or she 

cannot control such as fate, time, God, a science fiction character, etc. 

 

 

 
 

 

 

 

 

       Climax 
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Connotation – is when a word suggests something beyond its basic definition; a 

word’s overtones of meaning.   

For example, if you used house rather than home it would have different 

implications. 

 

Denotation – is when a word indicates or signifies what it means.  It is the dictionary 

definition of a word. 

For example, when you use the word lamp you know it is an object that gives off 

light. 

 

Foreshadowing:  "Foreshadowing is the use, in a literary work, of clues that suggest 

events that have yet to occur; writers use foreshadowing to build their readers' 

expectations and to create suspense"(Prentice Hall 836).  Suspense induces anxiety or 

excitement as to an outcome. 

 

Genre: "A genre is a division or type of literature.  Literature is commonly divided 

into three major genres: poetry, prose, and drama.”  Each major genre is in turn 

divided into lesser genres, as follows: 

1.  Poetry:  an arrangement of words, especially a rhythmical composition, 

sometimes rhymed, in a style more imaginative than ordinary speech 

 2.  Prose: ordinary language, not poetry 

 3. Drama:  a story written to be performed by actors.  Although a drama is meant 

to be performed, one can also read the script, or written version, and imagine the 

action.  The script of a drama is made up of dialogue and stage directions.  The 

dialogue is the words spoken by the actors.  The stage directions, usually printed 

in italics, tell how the actors should look, move, and speak.  They also describe 

the setting and effects of sound and lighting.  They are divided into parts called 

acts and the acts are divided into smaller parts called scenes (Prentice Hall 835). 

 

Plot – "Plot is the sequence of events in a literary work.  In most novels, dramas, 

short stories, and narrative poems, the plot involves both characters and a central 

conflict.  The plot usually begins with an exposition that introduces the setting, 

the characters, and the basic situation.  This is followed by the inciting incident 

[or narrative hook], which introduces the central conflict.  The conflict then 

increases during the development [rising action] until it reaches a high point of 

interest or suspense, the climax.  The climax is followed by the falling action or 

end, of the central conflict.  Any events that occur during the falling action make 

up the resolution or denouement (Prentice Hall 842). 

 

 

Point of View: "Point of view is the perspective, or vantage point, from which a story 

is told.  Three commonly used points of view are first person, omniscient third 

person, and limited third person. 
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"In stories told from the first-person point of view, the narrator is a character in the 

story and refers to him self or her self with the first-person pronoun I.  In first-person 

point of view, there is a detached point of view which is a literary term that means 

the point of view follows the main character but is not the view of the actual 

character. 

 

The most common kinds of third-person point of view are limited and omniscient, and 

are called "third person" because the narrator uses third-person pronouns such as he and 

she to refer to the characters.  There is no single person, I, telling the story. 

 

"In stories told from the omniscient third-person point of view, the narrator knows 

and tells about what each character feels and thinks. 

 

"In stories told from the limited third-person point of view, the narrator relates the 

inner thoughts and feelings of only one character, and everything is viewed from this 

character's perspective" (Prentice Hall 843). 

 

Setting – is the time and location of the story.  It may be in the jungles of Africa in 

the 1800s or in Fort Wayne, Indiana, 1944. 

 

"The setting of a literary work is the time and place of the action.  The time includes 

not only the historical period - the past, present, or future - but also the year, the 

season, the time of day, and even the weather.  The place may be a specific country, 

state, region, community, neighborhood, building, institution, or home.  Details such 

as dialects, clothing, customs, and modes of transportation are often used to establish 

setting.   

 

"In most stories the setting serves as a backdrop - the context in which the characters 

interact.  In some stories the setting is crucial to the plot… setting can also help to 

create a mood or feeling" (Prentice Hall 844-845). 

 

Symbol:  A symbol is what it is as well as anything that stands for or represents 

something else.  Symbols are common in everyday life.  A dove with an olive branch 

in its beak is a symbol of peace.  A blindfolded woman holding a balanced scale is a 

symbol of justice.  A crown is a symbol of a king's status and authority" (Prentice 

Hall 847). 

 

Theme:  "A theme is the central message, concern, or purpose in a literary work.”  A 

theme can usually be expressed as a generalization, or general statement, about 

human beings or about life.  The theme of a work is not a summary of its plot.  The 

theme is the central idea that the writer communicates. A theme may be stated 

directly by the writer, although this is unusual. 

 

"Most themes are not directly stated but are implied.  When the theme is implied, the 

reader must figure out what the theme is by looking carefully at what the work 

reveals about people or about life" (Prentice Hall 847). 
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Tools for Reading Strategies Prior, 

During, and After Reading 

 
Becoming a better reader takes time.  As one matures in his/her reading, understanding 

the plot or the theme the author is trying to convey might become more difficult.  

Learning to use strategies early on in one’s reading career will benefit their 

comprehension as the material becomes more difficult.  In fifth grade, Canterbury Middle 

School students take a Study Skills class that will give them some tools to enhance 

reading comprehension.  Using a highlighter while reading and underlining key phrases 

are a few of the strategies learned.  In addition, children may be given post-it notes for 

additional comprehension strategies.  However, there are many more that may be put to 

use and here are some that might be more helpful. 

 

How can I make sure my child is reading a book that’s not too hard? 

 5 finger rule- Have the child read a page of text. Lift a finger for each time he or she 

comes to a word that he or she does not know. If the child has five or more fingers up 

by the end of the page, the book is too tough. 

How can I support my child as he reads through a book? 

Before Reading: Have the child make predictions about what the book might be about.  If 

it’s a non-fiction book, talk to him or her about what he or she already knows about the 

topic and what he or she might wonder or want to find out about the topic. 

 

During Reading: Have the child retell a chapter, picking out the main events. Stop and 

discuss interesting or challenging vocabulary. Ask, “Do you understand what’s 

happening? What might happen next?” Encourage the child to make connections while 

reading the text (i.e. – Does this character and/or characters remind you of anyone you 

know? Remember when something like this happened to our family? What would you do 

if you were in this situation?)  Also, ask the child if he or she has any questions about 

what has happened so far in the story.  Can he or she retell the main events of the story 

that have happened thus far?  Ask the child to tell you where the story takes place and 

who the main characters are.   

 

After Reading: Discuss the child’s favorite parts of the book. Ask your child to rate the 

book on a scale from 1 to 10 or to summarize what happened in the story. Would he 

recommend this book to a friend? Why or why not? What is another way the story could 

have ended? Is there a lesson that the author was trying to teach the reader through the 

story?
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Strategies 

 
   

 

 

 

 

 

 

 

 

During reading, this chart is Before reading, students fill in what back- 

used to help identify the causes ground information they know prior to  

of the problem of the plot  reading additional chapters in the “I Know” 

or characters within the story. and “Want to Know.”  After reading, they 

 fill in what was learned in the chapter. 

 

 
During reading, keep a highlighter or pencil handy while reading.  When important 

events occur or events within the plot become vague, write down the page number or 

paraphrase a question you might have.   

 

After reading, explain what it means and how it might relate to life experiences or prior 

knowledge.

Triple Journal Entries 

 

Page # or paraphrase What it means  How it relates to my life 

_________________ _____________ ___________________ 

 

_________________ _____________ ___________________ 

 

_________________ _____________ ___________________ 

 

_________________ _____________ ___________________ 

Cause/Effect Chart 

Cause  Effect 

_____  _____ 

_____  _____ 

_____  _____ 

_____  _____ 

_____  _____ 

KWL 

I Know  Want to Know  Learned 

___________  _____________ ________ 

____________ _____________ ________ 

____________ _____________ ________ 

____________ _____________ ________ 

____________ _____________ ________ 
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Additional Tools for Reading Might 

Include: 
 

Cluster Diagram 

 
Example: Theme (Sign of the Beaver) – Prejudice causes misunderstanding and hurt 

between people. 

Essay question - Consider this passage from Robinson Crusoe: “At length he came close 

to me and then he kneeled down again, kissed the ground, and taking my foot, set it upon 

his head.  This, it seemed, was a token of swearing to be my slave forever…”  Why was 

Attean offended by the Robinson Crusoe story? 

Essay answer – Attean was offended because he identified with the native man in 

Robinson Crusoe.  He saw that the white man in the story expected the native man to 

serve him.  Attean felt that, as a native, he knew more than Matt and should never be 

expected to treat Matt as a superior. 

Event #3 

Supporting 

Theme of  

Innocence 

Event #2 

Supporting 

Theme of 

Innocence 

Event #1  

Supporting 

Theme of  

Innocence 

Theme 

Innocence 
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 The Writing Process  

 

Writing is taught from the beginning grades at Canterbury.  Most writing is creative in its 

beginnings and topics are teacher-prompted.  As students enter middle school, writing 

becomes more formal; however, they still begin with an idea that needs to be developed.  

It is through the writing process that this development occurs.  The writing process 

consists mainly of five stages:  

I. Brainstorming   

II. Outline 

III. Rough Draft 

IV. Edit/Revision 

V. Final Copy 

 

I.  Brainstorming is the gathering of ideas for a topic, theme or idea.  This is the time 

when the imagination goes wild!  Brainstorming may also be called a data dump 

where one just shouts out or writes down any ideas one thinks of on paper.  Some 

ideas for brainstorming tools might be as follows: 

 

 VENN Diagram – may be used to show differences and similarities in topics. 

For example, in a compare/contrast essay, use this diagram to show the 

similarities and differences between boys of the 1800s and the boys of today.  In 

the example below, the similarities may be placed in the overlapping portion and 

differences on either the left side or the right side. 

 

The Adventures of Tom Sawyer 

Compare/Contrast Venn Diagram 

Boys of 

today 

Boys of  

1800s 
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Outlining occurs after one has brainstormed the topic.  A thorough outline would include 

a thesis statement and the main body of the paper.  It should look something like this:  

Outline 

Thesis – A thesis statement is at the end of the introductory paragraph.  It 

should be included in the outline. 

I. Introductory paragraph – thesis at the end 

II. Paragraph #1 

A. Supporting Details 

B. Supporting Details 

III. Paragraph #2 

A. Supporting Details 

B. Supporting Details 

IV. Paragraph #3 

A. Supporting Details 

B. Supporting Details 

V. Conclusion 

 

However, outlining may also be a way to organize thoughts after brainstorming.  

Rather than an outline, a first, very rough draft may be written.  The following are 

some informal examples of various ways to brainstorm: 

1. “And Then” Writing - writing down ideas in chronological order. 

2. “All About” Writing – says a little about everything on topic and groups the data 

by category. 

3.   “Data Dump” Writing – much information with no discernible structure.  This is 

not organized, and the user will use one of the above strategies prior to writing the 

first draft.
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Rough Draft - is the written paper organized from the outline.  It includes an 

introduction, body paragraphs, and a conclusion.  It may be hand-written or typed. 

You may be writing an individual paragraph or a longer, more formal essay.  In 

an individual paragraph or multiple paragraphs, a topic sentence is needed.   

 

Topic Sentence– is usually the first sentence in a paragraph that tells or suggests 

what the paragraph or paper is going to be about. 

Examples: 

- Some of civilizations more unfortunate effects on the environment are evident 

from orbit. 

-The swamp attracts hunters in early winter. 

-Parents have read Mother Goose nursery rhymes to children for many years. 

 

A thesis is a central argument that a writer makes in an essay.  Characteristics of 

a good thesis sentence/statement: 

1. It is a general statement with which there can be disagreement.  In other 

words, it is not a simple statement of fact which needs no support, or a 

personal observation with which no one can disagree.  It is also not a 

statement of truth so self-evident that there is no reason to say the statement. 

2. Is it narrow enough?  Meaning, is it cut down in size to fit the scope of the 

assignment?  Remember, it is your responsibility as the writer to develop 

detail, so don’t make it impossible to cover just the topics covered in a thesis.  

Use words that are specific and not too general such as nice, fine, good, etc. 

3. It reflects a person’s point-of-view.  The author takes a stand in relationship to 

the subject rather than just writing a general fact paper. 

4. Is it unified?  It introduces one idea only. 

5. Is it precise?  It is stated in words that might be interpreted in only one way by 

the reader. 

6. Avoid generalized words such as “nice,” “good,” or “fine.” 

 
Examples of subjects and a developed thesis statement:  

Subject   Thesis 

Loving families  A loving family is a major preventative to crime. 

 

Teen years The teen years encompass some of the most important and 

consequential decisions a person will ever make. 

 

Good manners All courtesy and so-called “good manners” are based on 

simple thoughtfulness. 

 

TV advertising TV advertising makes it clear that there is something 

terribly undesirable and unattractive about growing old. 
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Basic Structure of a Paper 

 
 

Transition – It ties the ideas in the paragraph together and carries the reader’s attention smoothly forward.  

It usually shows relationships among ideas. 

 
Transition  

 

Transition  

 

 

 

 
Transition 

 

 

 

Opener – a hook, something the 

reader relates to, quote or question 

 

Suggest topics to be developed in 

the paper 

 

Thesis 

 

Th 

 

T 

1. sub topic #1 

2. supporting evidence/details 

Restatement of Thesis 

 

Conclusion – summarizes 

information stated within paper or 

gives the reader a final thought. 

1. sub topic #2 

2. supporting evidence/details 

1. sub topic #3 

2. supporting evidence/details 
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Individual Paragraphs should include a topic sentence, supporting details and a closing 

sentence.  A good paragraph would look like this: 

 

 “Blue jeans were invented by a man named Levi Strauss during the California 

gold rush.  In 1850, when so many gold diggers arrived in California, Strauss took bolts 

of canvas to San Francisco.  He planned to make tents to sell to the miners.  When that 

didn’t work out, Strauss used the canvas to make pants that miners could wear for their 

rough work.  Miners bought these pants as fast as Strauss could make them.  These pants 

became the very first Levi jeans, and they changed the clothing world forever.  Later, 

Strauss made the pants out of blue denim instead of canvas and added copper rivets.  

Since that time, blue jeans have become popular throughout the United States and around 

the world“ (Write Source 524). 

       - Striking It Rich 

   

 

Edit/Revise – proofing, correcting errors, and rewording sentences occurs during this 

phase.  Eliminating entire paragraphs or ideas that don’t relate may occur as well.  

Some suggestions for editing: 

1.  Read aloud (mistakes will be found by the reader). 

2.  Have someone else read aloud/proof as the writer listens. 

3.  Have someone place an ‘x’ by the sentences where the errors are; sixty percent 

of mistakes are revealed through this exercise. 

  

Final Draft/Final Form – This is the final copy.  It is typed and should follow the format 

on the following page. 
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Document Design Format 

 
Every essay produced by a student at Canterbury will conform to the following 

format:  Essays will be typed, double spaced, in standard 12 point size, in Times New 

Roman typeface.   Margins are one inch all around the page (i.e., top, bottom, and sides).  

Paragraphs are indented ½ inch, without spaces between paragraphs, and every page will 

have the student’s last name and a page number, on the top right corner of the page, one-

half inch from the top and flush with the right margin. (Note: Your instructor or other 

readers may ask that you omit last name/page number header on your first page. Always 

follow instructor guidelines.)  Whenever possible, essays should be double sided.   

 

On the first page of each essay in the upper left hand corner the following 

information will be listed in four, short, double-spaced lines: the student’s name, the 

name of the teacher, the name of the course, and the date.  The title of the essay will be 

centered and two spaces below the course information.  The title should be in standard 

capitalization and not in all capitals.   

 

The top portion of an essay would look like this: 

Bickel 1 

 

Travis Bickel 

Mrs. Hamilton 

English 7 

13 September 2011 

 

Harper Lee: Great American Author, a Celebrity Recluse 

 

 Indent 5 spaces and typing will begin here.  When typing an essay, do not add  

 

spaces between the paragraphs, but keep a consistent, double space format, throughout  

 

the essay. 
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Plagiarism 
Plagiarism may be defined as the attempt to take something that someone else has said or 

written and present it as one's own.   

Forms of plagiarism include:  

   * copying someone else's words exactly, without proper citation.  

   * paraphrasing another's work so that the essential meaning is the  

     same, without proper citation.  

   * representing as one's own an idea or concept created by another,  

     without proper citation.  

 

   In addition to the disciplinary consequences detailed in the Parent and Student 

handbooks, cheating or plagiarism will warrant an academic penalty.   

 

 

 

Avoiding Plagiarism 

 

 In the third edition of the Modern Language Association Handbook for Writers of 

Research Papers, authors Joseph Gibaldi and Walter S. Achtert define plagiarism as “the 

act of using another person's ideas or expressions in your own writing without 

acknowledging the source” (21).  In other words, plagiarism is when one steals either 

ideas or language from someone else. 

 

There is nothing ambiguous about this.  If one reads an article and copies 

sentences or even phrases into an essay of his/her own without indicating that these were 

originally written by someone else, then he/she is guilty of plagiarism. If one cuts and 

pastes from a website and fails to acknowledge where this language came from, they are 

guilty of plagiarism. 

 

 The more frequent form of plagiarism occurs when an individual takes ideas from 

an article or book or even a speaker giving a lecture, and uses them without indicating 

that the ideas came from someone else.  Such plagiarists fail to recognize that taking 

someone else's ideas also constitutes an act of thievery even when the ideas are reworded 

into new sentences. Avoiding plagiarism, therefore, is not simply about avoiding copying 

language; it's about being honest with readers and indicating where both words and ideas 

came from.   

 

 For example, let's say you were writing an essay on Call of the Wild and read the 

following passage from Jack London’s novel: 

 

“Buck had a trick of love expression that was akin to hurt.  He would often seize 

Thornton’s hand in his mouth and close so fiercely that the flesh bore the impress 

of his teeth for some time afterward.  And as Buck understood the oaths to be love 

words, so the man understood this feigned bite for a caress” (London 55). 
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If in this essay one writes: “Buck would express his love for John in a way that some 

might view as painful.  He would grab John’s hand and squeeze it so tightly that it would 

leave imprints for some time.  For Buck, curse words were “love words,” and John knew 

this “bite” to be an embrace.  To avoid plagiarism, one must identify London’s excerpt as 

the source of these ideas (with page numbers) and put quotation marks around borrowed 

phrases (“love words” and “bite”). 

 

 To be as clear as possible, if the language did not originally come from the current 

writer or if the ideas did not originate in his or her head, then they came from someone 

else.  Indicate to the reader where the language and ideas came from, and this person will 

join the ranks of honest and professional writers who enjoy sharing thoughts and insights 

and enriching one another's lives.  

 

 Teachers will instruct students on how to cite sources properly.  Learn the proper 

procedures.  Follow them.  Take pride in one’s own language and thought and be sure to 

indicate if ideas and language from other sources have been used.   
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MLA Style 

Works Cited 
 

Canterbury students use MLA Style when citing or referencing other works.  When 

students research, they use many resources which may include electronic resources, 

print resources, and quotations within read texts.  It is imperative that these sources 

are cited and should be credited to that author.  Purdue University’s website called 

Purdue OWL (Online Writing Lab) shows examples of many different references and 

how they might be cited.  It is a credible source and may be found at 

www.owl.english.purdue.edu for the most current updates. 

 

However, the most commonly used forms are listed below: 

Book 

Author Last Name, First Name.  Title.  Publishing City: Publisher.  Year.  Print. 

Example: 

Lowry, Lois.  The Giver.  New York, NY: Random House, Inc. 1993.  Print. 

 

Encyclopedia 

Author Last Name, First Name.  “Title of Article.”  Name of the Resource.  Edition  

 

number.  Year.  Print. 

Example: 

Possner, Rebecca.  “Romance Languages.”  The Encyclopedia Brittanica, Macropedia.   

 

15
th

ed.  1984.  Print. 

 

Internet Site 

Editor, author, or compiler name (if available). Name of Site. Version number. Name of  

 

institution/organization affiliated with the site (sponsor or publisher), date of  

 

resource creation (if available). Medium of publication. Date of access.  (MLA no 

 

longer requires use of URL address.  Only if instructor requests, is it necessary). 

Example: 

Felluga, Dino. Guide to Literary and Critical Theory. Purdue U, 28 Nov. 2003. Web. 16   

  

 May 2012. 

 

Personal Interview 

Last Name, First Name.  Personal Interview.  Day Month Year of interview. 

Example: 

Pei, I. M.  Personal Interview.  22 July 1993. 

 

http://www.owl.english.purdue.edu/
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Grammar 
Eight parts of speech 
1. Noun – is a person, place or thing, thought or idea (e.g., doctor, field, dog); a 

proper noun names the previous (e.g., Dr. Smith, Wrigley Field, Baxter) 

A word that can usually be made plural or possessive, as in boy/boys/boy’s.  Nouns 

fill the headword slot in noun phrases (my old Kentucky home); they can also serve 

as adjectives (the home team) and adverbs (They went home). 

2. Pronoun – is a word used in place of one or more than one noun (he, she it, they, 

etc.) (e.g., When Kelly saw the signal, she pointed it out to Teresa.)  This is used 

rather than using Kelly two times. 

3. Verb -may express action (e.g., She runs to the store.) 

 - may be a helping verb and main verb in a verb phrase (e.g., She is running    

to the store.) 

- may be a linking verb (e.g., She is fast.) 

 

Verb Patterns: 

Linking Verb: is a verb that allows the complement to modify or re-name the subject 

of the sentence, as in: 

 

The chicken is tasty.                                  The climber gets nervous. 

 

The salad looks delicious.                         Jimmy smells bad today. 

 

Notice that all of these verbs serve as a “link” between the subjects and the adjective 

complements by allowing them to describe (modify) the subject.  

 

Now look at these: 

The chef just became my friend.               She was a dancer. 

 

Notice that the complements in these sentences do not describe the subject at all; they 

actually give it another name: “the chef” and “my friend” are two nouns (names) for 

the same person. The same thing happens with “she” and “dancer.” This is why we 

say that linking verbs allow the complement to “rename” the subject when that 

complement is a noun.  The predicate may also be a pronoun. 

 

For example: 

The caller is she.    The team captains are she and I. 

 

Forms of the verb “be”—be, am, is, are, was, were, being, been—when not used as 

helping verbs, usually function as linking verbs.  Verbs such as appear, become, feel, 

get, grow, look, make, seem, smell, sound, and taste are sometimes linking verbs 

when the word or words that follow it rename or describe the subject. 
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It can be tricky sometimes to know whether a verb is being used as a linking verb 

or an active verb. Here is a simple test to help you decide: substitute the 

appropriate form of the verb “be” for the verb in question, and if the sentence still 

makes sense, then the verb is usually linking. If it doesn’t make sense, then it’s an 

action verb. Look at these sentences: 

 

Reginald felt sick. 

(Reginald is sick.) = “felt” is a linking verb 

 

 

Reginald felt the new velvet chair cover. 

(Reginald is the new velvet chair cover.) = “felt” is an action verb 

 

Intransitive verb- is a verb that requires no complement, although it may take an 

adverbial modifier:  

Denzel’s parents arrived at the airport. 

 

Transitive verb- is a verb that requires a direct object as its complement to be 

complete, as in: 

He drove the car.   

He drove what?  car  Car is the direct object and completes the verb. 

 

Many verbs can be either transitive or intransitive:  

Charles drove.  (intransitive)      Charles drove me crazy.  (transitive) 

 

Most transitive verbs can be made passive:  

The car was driven by Charles. 

 

4. Adjective – describes a noun or pronoun and answers “which one,” “what kind,” and 

“how many” (e.g., The cheetah is fast.) 

5. Adverb – describes a verb, adjective and other adverbs and answers the questions 

“how”, “when,” “where” and “to what extent.”    (e.g., She runs extremely fast.)  This is 

also an adverb. 

6. Preposition –  is followed by a noun or pronoun in a sentence to which the preposition 

relates (e.g., She is running to the store.) 

Common prepositions: 

about  before  considering out  through 

above  behind  despite  outside  throughout 

across   below  down  over  till 

after   beside  during  past  to  

against   besides  except  plus  toward 

along   between for  regarding under 

among   beyond  from  respecting underneath 

around   but  in  round  unlike 

as    by  onto  since 

at   concerning opposite than  
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7. Conjunction – joins two words or groups of words (e.g., She is thirsy and tired.)    

These are the conjunctions addressed: 

1. Conjunctive Adverb 

 

2. Coordinating Conjunctions - for, and, nor, but, nor, yet, so. 

 

3.Correlative Conjunctions – found in pairs that have other words dividing 

them (e.g., Our class will furnish either the punch or the cookies for the party.  

 

4. Subordinating Conjunctions- introduces an adverb clause. The following 

words are commonly used subordinating conjunctions: after, before, since, 

until, as, wherever, though, etc. 

 

Conjunctions are words that indicate a logical connection between words, and by doing 

so, they provide a kind of transition from one idea to another that serves to make prose 

more coherent. For example, they can show that one idea is the effect of another’s cause 

(He asked me, so I answered him.), or one idea is in addition to another (I answered him 

and drew a diagram.), or one idea is in opposition to or despite another (I explained it 

fully, but he still doesn’t understand.), or that there is a choice between two ideas (I could 

spend the money now or save it.) 

 

A quick perusal of the conjunctive adverbs below will help you fill in some other logical 

connections.  

 

Conjunctive adverb-  A conjunction with an adverbial emphasis that connects two 

clauses as in: 

 

School can be overwhelming; consequently, I try to work at a steady pace. 

 

accordingly 

also 

anyway 

besides 

certainly 

consequently 

conversely 

 

finally 

furthermore 

hence 

however 

incidentally 

indeed 

instead 

 

 

 

likewise 

meanwhile 

moreover 

nevertheless 

next 

nonetheless 

otherwise 

 

similarly 

specifically 

still 

subsequently 

then 

therefore 

thus 



 

Coordinating conjunction- is a conjunction that connects two words, phrases, or clauses 

as grammatical equals:  and, but, or, nor, for, so, and yet—some students remember 

them with the word: FANBOYS (for, and, nor, but, or, yet, so). The elements joined with 

a coordinating conjunction can be thought of to be grammatically equal or balanced; that 

is, one idea in the construction is not dependent upon or subordinate to the other. 

 

 

Correlative conjunction- A two-part conjunction: either-or; neither-nor; whether-or; 

both-and; not only-but also. It is important to remember that one must employ parallel 

structure when using correlative conjunctions; that is, the elements being combined must 

be grammatically equal and of the same type. Some examples: 

 

 

You can either surf or swim!! 

 

            Either [verb] or [verb] 

 

I can neither resist the smell of pizza in the morning nor avoid eating it for lunch.  

 

           Neither [verb phrase] nor [verb phrase] 

 

He is both a soldier and a beach bum. 

 

          Both [noun] and [noun] 

 

The last combination is worth some extra attention, as many students misuse it by leaving 

off the “also” in the second part of this conjunction. It is important always to include the 

“also,” as it provides the force of the essential meaning of the combination, which is 

inclusion: 

 

Charlie enjoyed not only the book but the movie. *(Wrong!) 

 

Charlie enjoyed not only the book but also the movie.   

 

                                     Not only [direct object] but also [direct object] 
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Subordinating conjunction- is a conjunction that introduces a subordinate clause. In this 

construction, one idea is dependent upon or subordinate to another, and the logical 

relationship between the two clauses.  Among the most common, both simple and 

compound are: 

after   in order that  when  whose 

although   since   which  whom 

as   so that   where 

as if   than   which 

because  that   where 

before   though   whether 

even though  unless   while 

if   until   who 

 

8. Interjection – expresses emotion and is not related grammatically to other words in a 

sentence. (e.g.,  Wow!  She set a record running to the store!) 
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Sentence – is a group of words with a subject and a verb which expresses a 

complete thought.  (e.g., The girl ran quickly to the store and is now resting at home.) 

 

Subject:  is the opening in the basic structure of a sentence that functions as the topic 

of the sentence, as in: 

 

  This old upright piano still sounds beautiful. 

 

In the sentence above, This old upright piano is the complete subject.  The noun 

that the sentence is about is called the simple subject.  In the above sentence, 

piano is the simple subject. 

 

Predicate: is one of the two principal parts of the sentence.  It is the comment 

made about the subject.  The complete predicate includes the verb together with 

its complements and modifiers:  

 

The building finally collapsed after years of decay. 

 

In the sentence above, finally collapsed after years of decay is the complete 

predicate.  The verb that begins the predicate is finally and is called the simple 

predicate. 

 

There are four kinds of sentence structures: 

1. Simple Sentence  - has one independent clause with no subordinating 

clauses.  (e.g., The hair stylist gave John a new look.) 

2. Compound Sentence – has two or more independent clauses with no 

subordinating clauses. 

(e.g., According to legend, Betsy Ross made our first flag, but there is 

little evidence.) 

3. Complex Sentence – one independent clause and at least one subordinate 

clause. 

(e.g., When I watch Martha Graham’s dances, I feel like studying dance.) 

4. Compound/Complex Sentence – has two or more independent clauses 

and at least one subordinate clause. 

(e.g., Isabel began painting only two years ago, but she has already been 

asked to hang one of her paintings at the art exhibit that is scheduled for 

next month.) 

 

Complement:  A structure that completes the predicate, such as a direct object (She 

baked a cake.), indirect object (She baked Ted a cake.), subject complement (The frog 

became a prince.), and object complement (The princess called him charming.) 

 

Note: The word “complement” literally means “something that completes or makes 

whole.” It should not be confused with its homophone “compliment,” which is an 

expression of praise or admiration. Note the spelling difference between the two. 
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Subject complement: is the nominal or adjectival that follows a linking verb and 

renames or modifies the sentence subject. There are two types of subject complements: 

predicate adjective and predicate nominative.  (See linking verbs on pp. 21-22.) 

 

Predicate adjective: is the adjective that functions as a subject complement following a 

linking verb:  She became hungry. (See linking verbs on pp. 21-22.) 

 

Predicate nominative: is the noun, noun phrase, or noun clause that functions as a 

subject complement by re-naming the subject (See linking verbs on pp. 21-22.) 

 

Charles became a prince.                                            Noun 

 

The cheetah is the fastest cat around.                        Noun phrase 

 

He is what he always wanted to be.                Noun clause 

 

Predicate pronoun: is the pronoun that functions as a subject complement by re-naming 

the subject (See linking verbs on pp. 21-22.) 

 

The students are they.     Pronoun 

 

Direct object: is the noun, noun phrase, or noun clause that names the goal or the 

receiver of the action of the verb. This is the construction that makes the active verb 

transitive. 

 

Angela bought a brilliant diamond.                            Noun 

 

The lion loves eating the tasty gazelle.                       Noun phrase 

 

We saw that it was impossible.                                   Noun clause   

 

 

Indirect object:  is the noun or noun phrase naming the recipient of the direct object.  

Indirect objects can be shifted into prepositional phrases with to or for:  

 

The flying ace gave the enemy a fight.  The flying ace gave a fight to the enemy. 

 

Object complement: A word or phrase in the predicate that completes the idea of the 

verb and modifies or renames the direct object:   

 

I found the football game boring and dull.  We thought the politician a liar and a fraud. 
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Punctuation 
Apostrophe – may be used with possessive pronouns (e.g., dog’s life, girls’ school), 

may be used with a contraction (e.g. is not = isn’t, will not = won’t) 

Capitalization – use capital letters at a sentence’s beginning.  Also, capitalize the 

word ‘I.’ Capital letters need to be used for proper nouns (e.g., Annie, Dr. Smith, 

Minnesota).  Capitalize specific events, periods of time, specific groups, religious 

references, and other special places (e.g., Labor Day, World War I, Boy Scouts of 

America, Lord, the Mayflower).  Capitalize written works and art (e.g., Road and 

Car, “The Monkey’s Paw,” The Thinker).  Finally, capitals are used in letters (e.g., 

Dear Aunt Edith, Dear Sir) 

Commas – may be used before a conjunction in a compound sentence to separate two 

independent clauses (e.g.,We had been traveling for ten hours, so we were happy to 

reach the motel.)  They may be used in a series. (e.g., The dish included chicken, 

cream, and vegetables).  Introductory material or parenthetical expressions need 

commas (e.g., Furthermore, you should read the warning label. We know, Lucy, 

that you tried your best.).  Also, dates and geographical locations may use commas. 

(e.g., Thursday, March 25, 1985; Cleveland, OH). 

End Punctuation – is used to close an independent clause.  They are three main 

types. 

     Period – used to mark the end of a declarative sentence that makes a 

statement.     (e.g., The squirrel ran up the tree.)  Also, it is used in an 

imperative sentence that commands something be done. (e.g., Shut the door.) 

     Question Mark – is used to mark the end of an Interrogative sentence that 

asks a question.  (e.g., Will we have school tomorrow?) 

     Exclamation Point – is used to express a strong statement of feeling. (e.g., 

That is a huge fish!) 

     Quotation Marks – is used with direct quotations (e.g. “I’ll be ready in a 

minute,” said Alicia.), titles of short written works, episodes in a series, songs 

and part of long musical compositions (e.g., “The Ransom of Red Chief,” 

“Possum from Five Mile Creek,” “We are the World,” “Hallelujah Chorus”) 

 

Grammatical Definitions 
Phrases: a word or group of words that functions as a unit in the sentence and is not a 

clause because it does not contain both a subject and a verb.  The boy is a noun phrase. 

The boy with the blue shirt is a noun phrase that includes a prepositional phrase 

modifying the noun boy. The boy who is mowing the lawn is a noun phrase that includes 

an adjective clause modifying the noun boy. (Notice that the adjective clause contains a 

subject “who” and a verb “is mowing.”)  

 

English sentences work by having different kinds of phrases perform different kinds of 

functions.  Some phrases are movable without altering meaning; others are not movable.  

Usage matters; dangling modifiers and ambiguous reference can occur when phrases 

are moved too far away from whatever it is they are supposed to modify.   
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The important thing to remember about a phrase is that, because it does not have both a 

subject and a verb, a phrase is not a clause.  A phrase is usually part of either the subject 

or the predicate of a clause; it can also be a modifier of the sentence as a whole. Phrases 

are often named for the first word in the group, so a prepositional phrase begins with a 

preposition, a participial phrase begins with a participle, and a gerund phrase begins with 

a gerund, but this latter concept will only be introduced during middle school. 

 

Appositive: The placing of a second noun side by side with one already given, where the 

second noun acts as a descriptor to the first and is treated as grammatically parallel to it. 

We can think of the appositive as working in the same way a noun complement does, that 

is, it re-names a noun already given. It does not perform as an adjective. The appositive 

construction can be fulfilled by a word, phrase or clause. 

 

Some examples: 

His worst habit, lying, kept him from being his best. 

                  n.           n. 

 

Mr. Hancock, the headmaster, opened the evening with a short address. 

          n.                    n. phrase 

 

My daily exercise routine, running around the track, sometimes gets very boring. 

n. n. phrase 

 

The fact that the world does not revolve around her bothers her. 

n. n. clause 

 

There can be some confusion about the use of the clause as an appositive, specifically, 

that it can sometimes appear to be functioning as an adjective clause 

 

Consider these two sentences: 

 

The reason that he gave for being late was ridiculous.       

 

The reason that he was late was ridiculous. 

 

The dependent clause in the first sentence, “that he gave for being late,” is an adjective 

clause, and the second one, “that he was late,” is a noun clause appositive. How do we 

know? In the first sentence, the subordinating conjunction “that” is a relative pronoun. 

Notice that the noun phrase “the reason” can be placed within the adjective clause as the 

object of the verb “gave” to make a complete sentence. (He gave the reason for being 

late.) When you can manipulate the structures this way, you have an adjective clause. 

 

In the second sentence the subordinating conjunction is an expletive, a word that serves a 

function but carries no meaning. Notice that you cannot manipulate the structures in this 

sentence the same way we did above; that is, “the reason” cannot be placed anywhere 

within the subordinate clause in any logical way to make a complete sentence. (The 

reason he was late) is not a complete sentence. This means that the subordinate clause is 

a noun clause appositive. 
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Infinitive: is the base and un-conjugated form of the verb, often preceded by to.  It is the 

most flexible of the verbals, as it can be used as a noun, adjective, or adverb. 

 

Infinitive as noun: 

To rest  was his only thought after running the marathon. 

s. v. 

 

Infinitive as adjective: 

Last night we had too many pages to read. 

                                                obj.     adj. 

 

Infinitive as adverb: 

We were reluctant to leave. 

                  adj.          adv.       

 

Infinitive phrase: The infinitive together with all of its complements and modifiers.   

Rajesh wants to watch his favorite TV show. 

                         inf.           modifiers     obj. of inf.  

 

We just want him to sit quietly. 

                               inf.     adv. 
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Common Errors in Writing 
Subject-Verb Agreement 

agr 
Verbs must agree with their subjects in person and in number. 

 

1. Singular subjects must take singular verbs; plural subjects must take plural verbs. 

 

2. Make the subject and verb agree regardless of the phrases or clauses between them. 

Wrong: The enormous sums bid on Mary Cassatt’s impressionist painting demonstrates 

the wealth of the bidders. 

Corrected: The enormous sums bid on Mary Cassatt’s impressionist painting 

demonstrate the wealth of the bidders. 

 

Good practice suggests: Cross out the words in between. 

Example: The enormous sums bid on Mary Cassatt’s impressionist painting demonstrate 

the wealth of the bidders. 

 

Parenthetical phrases introduced by the words like:  together with, like, as well as, 

including, in addition to  do not affect the number of the actual subject. 

Wrong: The raccoon, in addition to the lab mice, are going to run away tomorrow at 

midnight. 

Corrected: The raccoon, in addition to the lab mice, is going to run away tomorrow at 

midnight. 

3. Use a plural verb with subjects joined with and. 

Example: Tom and Jerry are going to go the country. 

 

If, however, the two subjects are the same person or thing, use a singular verb. 

Example: Her teacher and friend is going to accompany her on the trip to Paris. 

 

When each, every, or many a comes before the subject, use a singular verb. 

Example: Each kindergartner and first grader is being checked for head lice. 

 

When subjects are joined by or or nor, make the verb agree with the nearer subject. 

Example: Neither the cars nor the bus is going into the city center today. 

                  Neither the bus nor the cars are going into the city center today. 

 

4. Use a singular verb for the singular indefinite pronoun: one, each, either, neither, 

everyone, everybody, anyone, anybody, someone, somebody, no one, or nobody. Do not 

allow yourself to be misled by words which come between the subject and the verb. 

Example: Everyone who is participating in the monthly races needs to get his form in 

soon. 

 

Use a singular or a plural verb for the indefinite pronouns: all, any, most, none, some, or 

such depending on whether the pronoun refers to something singular or plural. 

Example: William bought a number of native grown vegetables; all have been used in 

the soup. 

Such were the troubles in the middle of the dust storm. 
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5. Use a singular verb when thinking of a collective noun as a unit. 

Example: The audience was left to broil in the sun, waiting for the President to arrive. 

Use a plural verb when thinking of a collective noun as a group of individuals. 

Example: The audience were beginning to leave the stadium in groups. 

 

6. The linking verb must agree with its subject not with it subject complement. 

Example: His difficulty was the friends that he had begun to associate with. 

The friends that he had begun to associate with were his difficulty. 

 

7. Some words appear to be plural but they are singular: Measles, mumps, hives 

(diseases); Mathematics, economics (subjects of study); billiards, news, United States 

(one nation).  Use the singular verb. 

Example: The United States has 307,006,550 people within its borders. 

Nouns such as statistics, tactics, athletics, and ethics are singular only when they mean a 

single area of study or endeavor. 

When a noun is a two-part thing use a plural verb. 

Example: Sammy Keye’s binoculars were not very expensive. 

 

8. There is not a subject.  Look after the verb for the subject and make sure that the verb 

agrees with that subject. 

Examples: There are two birds nesting in that tree. 

There is a chipmunk running across the sidewalk. 

 

9. The number takes a singular verb.   

Example:  There is one umbrella in the laundry room. 

 

A number takes a plural verb. 

Example:  They are eating four cookies out of the Oreo bag. 

 

Pronoun-Antecedent Agreement 

agr 
Pronouns must agree with their antecedent in person and in number. 

 

Bill put his flute to his lips as the conductor raised her hand. 

 

1. Do not make illogical shifts to you. 

Wrong: Fishermen like to start early in the morning because you can get more bites in 

the cool morning air. 

Corrected: Fishermen like to start early in the morning because they can get more bites 

in the cool morning air. 

 

2. Use a singular pronoun for the antecedents: one, each, either, neither, everyone, 

everybody, anyone, anybody, someone, somebody, no one, or nobody. Do not allow 

yourself to be misled by words that come between the subject and the verb. 

 

Wrong: Either of the girls will give their time to help the children learn to read. 

Corrected: Either of the girls will give her time to help the children learn to read. 
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Good practice suggests: draw a line between the clause or phrase. 

Either of the girls will give her time to help the children learn to read. 

 

3. Use a plural pronoun with antecedent joined by and. 

The giraffe and the zebra looked hungry when they saw the zookeeper walking with the 

cart. 

If, however, both subjects refer to the same single person or thing use the singular 

pronoun. 

The  teacher and advisor said that she was happy with the student’s progress. 

 

4. Make the pronoun agree with the nearer antecedent when the antecedents are joined by 

or or  nor. 

 

Wrong: Either the dog or the squirrels played its silly games in the yard as the leaves 

fell around the tree. 

Corrected: Either the dog or the squirrels played their silly games in the yard as the 

leaves fell around the tree. 

Corrected: Either the squirrels or the dog played its silly games in the yard as the leaves 

fell around the tree. 

 

5. Use the singular pronoun when the antecedent is a collective noun that works as a unit. 

Use the plural pronoun when the collective noun works as individuals. 

Example: The class was invited to the picnic because of its success. 

Example: The class were leaving the room in pairs after the dismissal bell rang because 

they couldn’t wait to get to break. 

 

6. Make demonstrative pronouns (this, that, these, those) used as adjectives agree with 

the noun it modifies. 

Wrong: These kind of shoes are now in fashion. 

Corrected: This kind of shoe is now in fashion. 

Corrected: These kinds of shoes are now in fashion. 

 

 

Inconsistent Verb Tenses 

vb 
Do not shift tense without reason.  If you are writing in the present tense, stay in the 

present tense.  If you are writing in the past tense, stay in the past tense. 

Wrong: In the novel A Tale of Two Cities, Charles Dickens writes about the two cities, 

London and Paris, and told that each had its difficulties. 

Corrected: In the novel A Tale of Two Cities, Charles Dickens writes about the two 

cities, London and Paris, and tells that each had its difficulties. 

Corrected: In the novel A Tale of Two Cities, Charles Dickens wrote about the two 

cities, London and Paris, and told that each had its difficulties. 

 

When writing about a book, poem, or play the students should use the present tense. 
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Use of the Apostrophe 

1. We use the apostrophe to show possession.  To make a singular noun possessive, we 

must add an apostrophe s. 

Example: That is Emily’s coat. 

Some authorities think that we should not add an s to any nouns that already end in s.  

Example: We did not look at the class’ record. 

2.To make a plural noun that ends in an s possessive, just add an apostrophe. 

Example: We took a walk on the path to see the eagles’ nest. 

3. When two or more nouns possess something together, only the last noun gets an 

apostrophe. 

Example: Lucy and Mark’s baby was born on Christmas day. 

4. The possessive of personal pronouns never takes an apostrophe: his, hers, its, ours, 

yours, theirs, whose. 

5. Use the apostrophe to show contractions and other omissions of letters and numerals. 

Example: We can’t (cannot) go outside because it’s raining. 

 

In formal essays good practice suggests that you do not use contractions. 

 

 

Sentence Fragments 

frag 
A sentence fragment is a piece of a sentence that is mistakenly written as if it were a 

complete sentence.  The most frequent sentence fragment is a subordinate clause that is 

used as if it were a sentence.  Sometimes students use a phrase as if it were a sentence. 

 

Remember:  

Phrase—a group of words with either a noun and a verb but not both. 

Clause—a group of words with both a subject and a verb. 

 Dependent Clause—a group of words with a subject and a verb that cannot stand 

by itself.  The clause generally begins with a subordinating conjunction (after, as (if), as 

soon as, as though, before, in order that, provided, since, so that, than, although, 

though, until, whenever, where, whereas, wherever, whether, while) . 

 Independent Clause—a group of words with a subject and a verb that can stand 

by itself. 

 

Example: The locker won’t open. Since it is jammed. 

Corrected: The locker won’t open since it is jammed. 

Corrected: Since the locker is jammed, it won’t open. 
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Comma Splices and Fused Sentences/Run-on Sentences 

cs/fs 
A comma splice occurs when a student joins two independent clauses together using only 

a comma rather than a semi-colon or a comma and a coordinating conjunction (and, but, 

or, nor, for, yet). 

 

Example: The man ran through the security gate, his plane was set to leave in fifteen 

minutes. 

 

A fused sentence or run-on sentence occurs when a student joins two independent clauses 

together using no punctuation or conjunction at all. 

 

Example: The man ran through the security gate his plane was set to leave in fifteen 

minutes. 

 

How to fix comma splices and fused sentences. 

 

1. Separate the clauses into two sentences. 

Example: The man ran through the security gate.  His plane was set to leave in fifteen 

minutes. 

2. Join the clauses with a comma and a coordinating conjunction. 

Example: The man ran through the security gate, for his plane was set to leave in fifteen 

minutes. 

3. Join the clauses with a semicolon. 

Example: The man ran through the security gate; his plane was set to leave in fifteen 

minutes. 

4. Join the clauses by making one of them a dependent clause. 

Example: The man ran through the security gate because his plane was set to leave in 

fifteen minutes. 

Example: Because his plane was set to leave in fifteen minutes, the man ran through the 

security gate. 

5. Join the clauses with a semicolon and a transitional expression. When a 

transitional expression appears between independent clauses, it is preceded by a 

semicolon and usually followed by a comma. 

Example: The man ran through the security gate; after all, his plane was set to leave in 

fifteen minutes. 

Example: The police chased the bank robber through the streets; however, the robber got 

away by dodging through a dark alleyway.  
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Transitional expressions:  

Conjunctive adverbs:  

accordingly  instead  there 

also   likewise thus 

anyway  meanwhile 

besides   moreover 

certainly  nevertheless 

consequently  next 

conversely  nonetheless 

finally   otherwise 

furthermore  similarly 

hence   specifically 

however  still 

incidentally  subsequently 

indeed   then 

Transitional phrases:  

after all  in addition 

as a matter of fact in conclusion 

as a result  in fact 

at any rate  in other words 

at the same time in the first place 

even so  on the contrary 

for example  on the other hand 

 

Use of the Comma 

The Guidelines of Commas. Remember the acronym LIES   

L: Lists. The comma before the final item in a series is optional. 

I: Introductions. Place a comma before elements that precede the subject. If the element 

is shorter than five words, and if the element would not cause confusion, then the comma 

is optional.  If the introductory element includes a verb, then the comma is required. 

E: Extra Information. Divide extra (nonessential) information of all kinds with a 

comma on each side. 

S: Side-by-Side Sentences. Separate independent clauses (sentences) with a comma and 

a conjunction. (Note: Also, observe the comma rules that apply to quotations.)    

Use commas for: 

1.an introductory adverb clause: 

Example: Because the gag pit was popular, we took turns to play. 

2. a long prepositional phrase or a series of prepositional phrases: 

Example: During the long, hot summer, we took many trips to the beach. 

3. an infinitive, gerund, or participial phrase: 

Example: To get to the end of the race, you must run through a muddy river. 

Example: By turning down his invite, the student was able to finish homework. 

Example: Exhausted by the heat, Anne slept under the shade tree in her hammock. 

4.Use commas to separate words, phrases, or clauses in a series of three or more. 

Example: The student participated in soccer, Fun Run, and the spelling bee. 

Example: The runners sprinted up the hill, over the river, and down the road. 

Example: her horse neighed, her dog barked, and her cat meowed. 
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5.Use commas around parenthetical expressions.  Parenthetical expressions are words 

or word groups that are not necessary to the sentence; they can be removed from the 

sentence without changing its meaning. 

Example: The student was, in my opinion, the best candidate for class president. 

6.Use commas for nonessential (nonrestrictive) clauses – clauses that are not 

essential to the meaning of the sentence. 

Example: The musical was directed by Ms. Applegate, who had many years of 

experience. 

7.Do not use commas around clauses that are essential (restrictive) to the meaning of 

the sentence. 

Example: The bone that doctors call the tibia is essential to being able to walk. 

Good practice suggests: One easy way to tell whether a clause is essential (restrictive) is 

to use the that test.  Adjective clauses beginning with that are always essential; so are 

clauses beginning with a who or which that can be changed to that and still sound right.  

Example: Drivers, who think they own the road, make cycling a dangerous sport.  

Drivers that own the road make cycling a dangerous sport. -This sounds right- it is, 

therefore, restrictive and needs to be restrictive. 

Correct: Drivers who think that they own the road make cycling a dangerous sport. 

8.Names or other words used in a direct address us commas. 

Example: Explain to us, Brian, the water cycle. 

9.Yes and No at the beginning of sentence require a comma. 

Example: Yes, you have to finish your homework before going to the movies. 

10.Mild injections use commas. 

Example: Uh-oh, I left my lunch money at home. 

11.Use commas to set off a direct quotation from words that precede, follow, or 

interrupt. 

Example: “This,” said Courtney, “ is the way to do hop scotch.” 

12.Use commas after words like such as, especially, particularly or other expressions 

of contrast. 

Example: She read numerous books last summer, especially historical fiction. 

13.Do not separate a subject and a verb with a comma or a verb and complement 

with comma. 

Wrong: Many students, are going to the game. 

Right: Many students are going to the game. 

 

 

Misuse of the Comma 

One of the most common punctuation faults is misuse of the comma.  “Commas usually 

(though not always) match oral pauses.” 

1. A comma appears before an “and, but, or, nor, for, yet or so” when they are joining 

two independent clauses. 

Example: We finished our homework at 8:00, and we went to the movies in order to 

relax. 

Do not use a comma: 

a. if there is no full clause after the conjunction:  

Example: We finished our homework, and went to the movies.  

Corrected: We finished our homework and went to the movies. 
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b. after the conjunction: 

Example: We finished our homework at 8:00 and, we went to the movies in order to 

relax. 

Corrected: We finished our homework at 8:00, and we went to the movies in order to 

relax. 

c. between very short independent clauses: 

Correct: The dog barks and the horse neighs. 

d. between two independent clauses not joined by a coordinating conjunction: 

Example: We finished our homework, we went to the movies in order to relax. 

Corrected: After we finished our homework, we went to the movies in order to relax. 

 

Misuse of the Semicolon 

1. Do not use a semicolon between a subordinate clause and the rest of the sentence. 

Example: Although I have no interest in his project; I should show more interest. 

Correct: Although I have no interest in his project, I should show more interest. 

2. Do not use a semicolon between an appositive and the word it refers to. 

Example: We were studying the semicolon; a mark that is often confused. 

Correct: We were studying the semicolon, a mark that is often confused. 

3. Do not use a semicolon to introduce a list. 

Example: My favorite authors are; Jane Austen, Fanny Burney, and Elizabeth Gaskell. 

4. Do not use a semicolon between independent clauses joined by and, but, or, nor, for, 

so , or yet. 

Example: We are going to go watch the carpenters work on the sailboat; but we don’t 

plan to stay the whole day. 

Correct: We are going to watch the carpenters work on the sailboat, but we don’t plan to 

stay the whole day. 

Use of Colon 

The colon is used primarily to call attention to the words that follow it.  In addition, the 

colon has some conventional uses: 

1. Use a colon after an independent clause to direct attention to a list, an appositive, or a 

quotation. 

Example: My housecleaning list includes: washing the linens, ironing the shirts, making 

bread, dusting the furniture, and scrubbing the bathtub. 

Example: My border collies love two activities: herding and catching. 

Example: Many speakers refer to the words of Martin Luther King: “I have a dream.” 

2. Use a colon between independent clauses if the second clause summarizes and explains 

the first. 

Example: Children are like dogs: they need discipline. 

(When an independent clause follows a colon, it may begin with either a lowercase or a 

capital letter.) 

3. Use a colon after the salutation in a formal letter, to indicate hours and minutes, to 

show proportions, between a title and subtitle, and between city and publisher in 

bibliographic entries. 

Example: Dear Sir: 

4:00 a.m. 

The ratio of students to teachers is 13:1 

Get It Together: The real-world money guide for graduates 

New Jersey: Pearson, 2007 
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Misuse of the Colon 

A colon must be preceded by a full independent clause.  Therefore, avoid using it in the 

following situations: 

1. Between a verb and its object or complement. 

Example: Some important things to do during study hall are: Math, Science, and English 

work. 

Correct: Some important things to do during study hall are Math, Science, and English 

work. 

2. Between a preposition and its object 

Example: The freshmen block classes consist of: health, religion, P.E., and computer. 

Correct: The freshmen block classes consist of health, religion, P.E., and computer. 

3. After such as, including, or for example. 

Example: The news at 6:00 includes segments such as: sports, weather, national and 

regional news. 

Correct: The news at 6:00 includes segments such as sports, weather, national and 

regional news. 

 

Faulty References 

ref 

It is important to make sure that your pronouns refer only to its antecedent—the noun it 

stands for. 

 

Ambiguous Reference occurs when a pronoun may refer to several preceding nouns. 

Example: Alex told his father that he was the next in line. (who is the next? Alex or his 

father?) 

Corrected: Alex told his father, “you’re next.” 

 

Vague Reference occurs when a pronoun has no easily identifiable antecedent. 

Example: In England, they call a truck a lorry. 

Corrected: The English call a truck a lorry. 

 

Incorrect Pronoun Case 

case 
We have three cases that a pronoun can take: the nominative, the possessive, and the 

objective.  Most pronouns change their form according to their case. 

 

 Nominative Possessive Objective 

Singular I 

he, she, it 

my, mine 

his, her, hers, its 

me 

him, her, it 

Plural we 

they 

our, ours 

their, theirs 

us 

them 

Singular or Plural you 

who 

your, yours 

whose 

you 

whom 
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1. The nominative case is used only for subjects and subject complements. 

Example: ( subject): I know what needs to be done. 

(subject complement): It is he who will answer the question. 

2. The objective case is used only for direct objects, indirect objects, and objects of the 

preposition. 

Example: (direct object): The dog chased its tail.  

(indirect object): The waiter gave us menus. 

(object of the preposition): The quarterback gave the instructions to them as the whistle 

blew. 

3. A pronoun that follows a noun appositive ( a second noun that renames) takes the same 

case as it would if the noun were not there. 

Example: Only we students know exactly what is going to happen during that production. 

It is after all only known to us students. 

4. A pronoun appositive takes the same case as the word to which it is in apposition. 

Example: Two race car drivers—you and he—will tie for tenth place. 

The news told us—Sam and me—that we had lost our house to the floods. 

5. A pronoun in an incomplete comparison takes the same case as if the comparison were 

complete. 

Example: The dog liked George more than I (did). 

The dog liked George more than (he liked) me. 

6. Who/Whom as relative pronouns. 

The case of the relative pronoun is determined by its use within the clause. 

Example: Randall is the one (who called the dogcatcher on us). 

Randall is the one (whom we need to talk to about the plans). 

7. Do not let clauses, such as I think, it seems, or we are convinced mislead you. 

Example: Randall is the one who, I think, called the dogcatcher on us. 

Randall is the one whom, it seems, we need to talk to about the plans. 

8. Be sure to use the possessive pronoun before a gerund. 

Example: My mother has become tired of his constant arguing. 
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Faulty Diction/Idiom 

ww 

Idioms are speech forms that follow no easily specified rules.  Native speakers of a 

language seldom have problems with idioms, but prepositions sometimes cause trouble, 

especially when they follow certain verbs and adjectives. 

 

1. abide by (a decision)—not abide with 

2. according to—not according with 

3. agree with (an idea)—not agree to 

4. angry with ( a person)—not angry at 

5. capable of—not capable to 

6. comply with—not comply to 

7. desirous of—not desirous to 

8. different from ( a person or things)—not different than 

9. intend to do—not intend on doing 

10. off—not off of 

11. plan to do—not plan on doing 

12. preferable to—not preferable than 

13. prior to—not prior than 

14. superior to—not superior than 

15. sure to—not sure and 

16. try to—not try and 

17. type of—not type of a 

18. anyway, anywhere, everywhere, nowhere, somewhere—not anyways, anywheres, 

everywheres, nowheres, somewheres 

19. the reason is that—not the reason is because 

20. could have, may have might have, must have out to have, should have would 

have—not could of, may of, might of, must of, out to of, should of, would of 

21. He was enthusiastic—not he was enthused 

22. Regardless—not irregardless 

23. much, many—not a lot/ alot 

24. angry with—not mad at (mad means insane or furious) 

25. not nearly ready—not nowhere near ready 

26. Try to win/ Be sure to vote—not try and win/be sure and vote 
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Homophones commonly Confused 

1. two, to, and too 

Two is the number word that equals one plus one.  Too has two basic uses: It is used for 

emphasis, as in that’s too bad, or to mean “also,” as in I’d like to go too.  All other uses 

require to. 

2. your  versus you’re 

Your  is the possessive pronoun: Lift your seat cushion.  In contrast, you’re means “you 

are”: You’re  coming with us, aren’t you. 

3. There, their, and they’re 

There word there designates place or is used as an expletive to begin a sentence:  

Look at the giraffe over there! 

There must be some bear cubs inside the den. 

The word their  is the possessive pronoun: They all received their diplomas.  In contrast, 

they’re means “they are”: They’re all ready to go. 

4. its versus it’s 

Its is the possessive pronoun: That beaver rebuilds its dam every day.  The word it’s 

means “it is”: It’s funny how the beaver knows its dam has been compromised.  The 

contraction it’s, like the expletive phrases it is and there are, can be used at the beginning 

of a sentence without referring to a specific noun: 

There are many good reasons to leave. 

It is a wonder we’re all safe. 

It’s raining ferociously now. 

5. whose versus who’s 

The possessive pronoun form whose often works like an adjective, as in I don’t know 

anyone whose coat that could be.  On the other hand, who’s means “who is”: Anyone 

who’s still in there at dusk will be stuck there overnight. 

6. accept versus except 

Accept basically means “to receive” or “to take”: I accept your offer; I can’t accept those 

test results as valid.  The word except has to do with exclusion or leaving out: Everyone 

except Paul has brought a permission slip. 

7. affect versus effect 

Affect means to have some influence on.  It is almost always used as a verb, as in  Your 

speed will affect your test score.   In contrast, effect is almost always a noun specifying 

the result of something: I’d like to avoid those adverse effects. (Affect can also be used 

as a noun and effect as a verb: His affect is flat [no expression on his face]; exercise 

alone can effect [bring about] weight loss.)  Anyone experiencing basic confusion 

between affect and effect is advised to master the most common uses first.) 

8. than versus then 

Than is used in comparisons:  I am taller than you are.  In contrast, then is used to refer 

to time: Then I saw what you meant. 

9. weather versus whether 

Weather has to do with atmospheric conditions: sunshine, rain, and such.  Whether 

means “if.” 

10. principle versus principal 

A principle is a rule or a truth—principLE = rule 

A principal means chief, chief part, chief person. 

 

 



 42 

11. Than versus then 

Than (conjunction) is used in comparing.  She was more fit than he was. 

Then is an adverb meaning “at (or after) that time” or “in that case; therefore”: They then 

replicated the study.  The vote may be tied; then the chairperson must decide. 

12. Good is an adjective; well is an adverb which modifies a verb. 

(e.g., Nancy sang well, and she said it felt good to finally perform.) 

 

Similar words often confused 

13. Different from versus different than. 

Formal usage requires different from.  His paper is hardly different from yours. 

14. Like versus as 

In formal English, do not use like ( preposition) where  as, as if, or  as though 

(conjunction) sounds right.  The old house had remained just as I remembered it. It 

happened just as in the novel.  Act as if you belong here. 

15. Imply versus infer 

Writers or speakers imply (state indirectly or suggest): The union’s statement implied that 

the management was lying.   

Readers or listeners infer (draw a conclusion or derive by reasoning): From these data we 

infer that a recession is near. 

16. who, which, that.  Use who to refer to persons; use which only for things; use that 

for person or things: The player who [or that, but not which] scores lowest wins. 

17. Farther versus further 

Farther refers to physical distance: Roadblocks kept the troops from going farther. 

Further means “to a greater extent or degree”: The UN decided to discuss the issue 

further. 

18. Firstly versus First 

Firstly sounds pretentious, and it leads to the ungainly series firstly, secondly, thirdly, 

fourthly, and so on.  Write first, second, third instead. 

19. Fewer versus Less 

Fewer refers to items that can be counted; less refers to general amounts.  Fewer people 

are living in the city. Please put less sugar in my tea. 

 

 

 

Troublesome Verbs 

 

Verbs 

Present Past Past Participle 

lie [to rest] lay lain 

lay [to put] laid laid 

drink drank drunk 

swing swung swung 

dive dived dived 

wear wore worn 

lead led led 

hang [suspend] hung hung 

hang [execute] hanged hanged 
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Quotation Marks 

 

1. Use quotation marks around a speaker’s exact words.  (e.g., Jim said, “That was the best 

ice cream I ever tasted.”) 

2. Use an ellipsis … to show that unimportant words have been left out of a quotation.  

(e.g., “I have nothing but pity in my heart for the chief witness for the state, but my pity 

does not extend so far as to her putting a man’s life at stake…In the name of God, do your 

duty” (Lee 205).) 

3. When writing dialogue, start a new paragraph with each new speaker.   

For example,  

 “Mark will ride the bus this morning, but you will have to pick him up after 

soccer practice.  I know he has a night filled with studying.” Mom reminded Julie. 

  “Why do I have to be his chauffer?” Julie asked.  “When will I be able to live my 

own life?” 

  Mom replied, “When you begin paying for gas, you will earn that right.” 

4.In quoting poetry, use quotation marks around short passages (no more than three lines) 

and use a slash mark to show the end of each line of poetry. 

For example,  “my old dog sleeps in the kitchen/lying against the side of the stove/the 

warmest place in the house” (Fletcher 23). 

5. For longer quotations, use an indented block to show that it is quoted material. 

e.g., “You know really…this is for laughs.  You know what I’m guilty of?  

(He laughs.)  I’m guilty of insomnia.  Now what’s the penalty for 

insomnia?  (At this point the laugh, the humor, leaves his voice.)  Did you 

hear what I said?  I said it was insomnia.  (A pause as he looks around, 

then shouts.)  I said it was insomnia!  You fools.  You scared, frightened 

rabbits, you.  You’re sick people-all of you!  And you don’t even know 

what you’re starting because let me tell you…” (Serling 253). 

6. Quotation marks are used to enclose titles of poems, articles, essays, short stories, 

chapters, and songs. 

e.g. “Yarns,” “The Making of the Louisville Slugger, “Alone,” “All Summer in a Day,” 

“The Salvation of Muff Potter,”  “The Times-They are a-Changin” 

How to use other forms of punctuation with quotation marks. 

1. Always put periods and commas inside closing quotation marks. 

2. Always put colons and semicolons outside closing quotation marks. 

3. Put question marks, exclamation points, and dashes inside the quotation marks when 

they belong to the quotation, outside in every other situation. 
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