Grammar Check Sheet

1. Capital Letters:

· Make sure you have not written capital letters in the middle of words (enJoy instead of enjoy; laDy instead of lady or lIke instead of like). I on its own should always be written as a capital I not small i.

· Make sure you use capital letters for all proper nouns (names of people, places)

e.g. city
          but

New York City

street
but     
Downing Street


e.g. bridge      but

Westminster Bridge
uncle
but
Uncle Albert

· When speaking of a person in a particular way (as opposed to a general way)

e.g. This is John’s dad (general)
but
“Have you seen my books, Dad?” (particular)


· Writing titles of books, films, poems or plays.  If you have written the name of a book, film, poem or play, make sure it is either written in inverted commas ‘ ’(e.g. ‘Carrie’s War’) or underlined (e.g. Carrie’s War) or if you are typing you can write in italics (e.g. Carrie’s War) or bold (Carrie’s War)

2. Paragraphs:

Remember:

· If you are writing in handwriting: INDENT (set in from the margin) your paragraphs and don’t leave a line.

· If you are typing: LEAVE A LINE AND DO NOT INDENT.

· Begin a new paragraph every time you describe a new PERSON, PLACE, TIME or TOPIC/IDEA.

· When writing for a newspaper make ONE POINT PER PARAGRAPH. Often these are one sentence in length.

· When writing essays, NEVER WRITE A TWO LINE or ONE SENTENCE PARAGRAPH. You must develop points, provide evidence (quotations) and explain them.

· When writing speech, begin a new paragraph when there is a change of speaker.

e.g. “Hello,” said Julia as she entered the video store.

    “Are you meant to be in school today?” replied the shopkeeper.

3. Abbreviations:

· In formal writing (e.g. essays) never use abbreviations.  It suggests you are too lazy to develop your points.  Common errors which appear in essays are use of:


i.e. (that is)
e.g.(for example)
etc. (and so on/such like) t.v. (television)

4. Would have/Could have/Should have:

Beware of using the word ‘of’ for ‘have’ in cases where the pronunciation of the two words is similar.

e.g. I could have murdered him.

Pupils often make the mistake of writing by sound (spelling phonetically).  This is because unlike Spanish English is not a phonetic language. Check that you have not written:

could of
have
should of have

would of
 have
must of have

5. Apostrophes:

There are four basic things to remember:

1. Plurals: Never use an apostrophe when forming a plural.

2. Possession: We use an apostrophe to show ownership or possession (something belongs to someone) 

e.g. Juan’s car.  There are three rules here:

(i)  If the word doing the owning is singular, add ‘s (e.g. John’s hat)

(ii) If the word doing the owning is plural and ends in s, just add an apostrophe

      (the four students’ books) unless in speech the s is pronounced as in Jesus’s
(iii) If the word doing the owning is plural and does not end in s (e.g. children,

       people) add ‘s as in rule (i)  e.g. children’s 

      Exception: Words such as: hers  ours  theirs  its (belonging to it) do not have an

apostrophe.

3. Omission: Apostrophes are used to show where one or more letters have been missed out (omitted)

e.g.  we have ( we’ve
   it is/it has ( it’s        let us ( let’s
   they are ( they’re

4. Remember: It’s always means ‘it is’.   Its always means belonging to it
6. Numbers:

As a general rule you should always write out numbers using letters, especially in formal writing (e.g. essays) If you ever choose to write a number (e.g. 3) make sure you write all numbers in number form.  You must be consistent.  Never write some numbers as numbers (3) and others as letters (three).

7. Do + Infinitive:

There are several occasions when do is followed by the infinitive.
e.g. Did you see him coming?

e.g. I didn’t go to the cinema last night

e.g. Do you work every night?

8. Go + Infinitive:

There are several occasions when go is followed by the infinitive.

e.g. I am going to see ‘Backstreet Boys’ in concert this weekend.

e.g. We went to buy Christmas presents yesterday.

9. Prepositions: in/at

A number of prepositions cause real problems for some students.


e.g. In the passage/poem/chapter/book/play the characters are clearly described.

You arrive IN a country or a town but you arrive AT other places (e.g. buildings)


e.g. When did he arrive in Japan/Tokyo
but 
What time did he arrive at school?

10. Possessive Pronouns:

In some languages the possessive pronoun does not clearly define gender.  This causes problems for students writing in English.  Remember: the possessive pronoun relates to the subject of the sentence.


e.g. A man and his daughter


       A woman and her son

11. A person who / A thing which:

Use ‘who’ when referring to people not ‘which’

      e.g. People who drive when drunk should be prosecuted.

12. Who/Whom:

The form ‘who’ is used when it is the subject.  The object form is ‘whom’

      
e.g. Look who is standing over there.

             
      There is the girl whom I saw in the street.

13.  Like / As:

· ‘Like’ should not be used as a conjunction.  Use ‘as’ instead.

e.g. You should have gone straight home as I said.

· Never use ‘like’ and ‘if’ together.  Only ‘as’ and ‘if’ should be written together.

e.g. I felt like I was going to faint.

e.g. I felt as if I was going to faint.

NOT  I felt like if I was going to faint.

14.  Done:

· The past participle of the verb ‘to do’ is ‘did’ not done.

       
e.g. I did the best I could.

15.  Can/May:

· ‘Can’ means to know how to.  ‘May’ means to have permission to.

     
 e.g. Can you lift the table?  May I leave the room?

16.   Lay/Lie:

· The verb ‘lay’ (as in lay the table or lay an egg) has the present participle ‘laying’ and  the past tense and past participle ‘laid’.  

       
e.g. The hen has laid an egg

· ‘Lie’ (meaning to be in a horizontal position) has the present participle ‘lying’, past tense ‘lay’ and past participle ‘lain’

e.g. The wounded man had lain on the floor for three hours. 

