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Spellingisimportantforexactlythesamereasonthatgrammarand

punctuationareimportant:poorspellingmakesforpoorcommunication.

Academicwritingrequiresahighdegreeofaccuracy,andthisisreflectedin

thequalityofthewriting.Sloppyspellinggivestheimpressionthatyoudont

careabouttheassignment...

Englishspellingisnotoriouslywhimsicalandinconsistent.Spellingconventions

havegrownupovercenturiesastheresultofthemixingofdifferentlanguages

(French,German,Latin,etc.)aswellasdifferentsocialfashions(forexample,

manyofthedifferencesbetweenspellinginBritishEnglishandAmericanEnglish

canbetracedtodifferentsocialfashion).

RuleOne:useadictionaryorthespell-checkbuiltintomostWordProcessors.

RuleTwo:useadictionaryorthespell-checkbuiltintomostWordProcessors.

RuleThree...

2.1Wordstowatch

ToandtooToisusedwiththeinfinitive(towatch,torun,etc.)orwithanindirectobject

(Igavethebooktothestudent)orasapreposition(TheManagerrantothe

FireExit)

Tooisanadverb— itaddsinformationtoaverb:thatathletewastooslowto

wintherace.Inaddition,itcanbeusedinthesenseofalso:Theteacher,

too,waspuzzledbythissuggestion.

Their,thereand

theyre

Theirisapossessiveform (somethingbelongingtothem)



Thereisanadverb,indicatinglocation(overthere)

Theyreisacontractionoftheyare

ItsanditsItsisacontractionofitis

Itsisapossessivepronoun(itbelongstoit:itsproperties,etc.)

AcceptandexceptAcceptisaverb,meaningtoreceivesomething(Iacceptthatgift,

they

acceptedthisidea)

Exceptcanbeaverb,exceptitisoftenusedasaprepositionmeaningbut

(Iwouldacceptthatidea,exceptitiswrong6.)

AffectandeffectAffectisaverbmeaningtoinfluence(Holidayarrangementshavebeen

badlyaffectedbytheweatherconditions)

Effectistheoutcomeofachainofevents(causeandeffect)

Separatenotseperateoccasionalnotocassionalincidentallynotincidently

Desperatenotdesparatedefinitelynotdefinitalydependencenotdependance

2.2SomeOddSpellingRules

Whattodowithe

Thereareexceptionstoalltherulesaboute— includingtheclassicibefore

e,exceptafterc(e.g.weird,science,etc.).Thereareafewusefulgeneral

tips,however:

Droppingthee

Wordsendingineoftenlosetheewhenasuffix(theendingwhichisadded

toaword)beginswithavowelorwhenayisadded.Forexample:

desire+able=desirable

criticise+ing=criticising

advise+ory=advisory

educate+ion=education



arrive+al=arrival

close+ure=closure

noise+y=noisy

Keepingthee

Inevitably,thereareexceptionstothisgeneralrule,andtheeiskept.For

example:

like+able=likeable

stripe+y=stripey

Theeisalsokeptwhenthesuffixbeginswithaconsonant,asin-ness,-ly,-

ment,-ful,-lessetc.Forexample:

sincere+ly=sincerely

late+ly=lately

polite+ness=politeness

place+ment=placement

complete+ly=completely

blame+less=blameless

But(ofcourse!),therearealsoexceptionstothisrule.Insomecases,thee

isdroppedbeforetheconsonantalsuffix.Forexample:

argue+ment=argument

wise+dom =wisdom

true+th=truth

true+ly=truly

nine+th=ninth

.PUNCTUATION

Punctuationissimplyaboutaseriesofconventionsthatmakeiteasierfor

readerstofollowyourtrainofthought.Acompletesentence(onethoughtor



idea)isindicatedbyafullstop(.).Apauseintheflowofthought,for

example,toallowadditionalinformation,isindicatedbyacomma(,).Asemicolon(;)is

usedtoindicateafullerpausethanacomma,butnotthefinalend

ofthesentence.Acolon(:)isusedtoindicatethebeginningofalist.

FullStops

Fullstopsareusedtodividetextandcreateboundariesbymarkingtheend

ofasentence.

Makesurethatyourfullstopslooklikefullstopsandthattheyaredistinct

from commas.

Makesurethattheletterfollowingafullstopisalwaysacapitalletterand

lookslikeone.

Remember,feedbackfrom yourlecturersthatpointsoutthattherearetoo

manycommasinyourwritingmaywellmeanthatyourcommasaredoingthe

wrongjob.Afteryouhavecompletedonesequenceofthought,indicatethis

withafullstop.Thenmoveontothenextone.

Commas

Commasareusedtodivideupgroupsofwordswithinasentence.Theyare

extremelyimportantandhelptokeepunitsofwritingtogether.Thishelpsto

clarifyunderstandingandavoidsfrustratingthereader.

Themainfunctionofthecommaisto:

Breakuppartsoflongersentences-forexample:

Afterthemainpointshadbeenpresented,thestudentswereaskedfor

theircomments.

(N.B.Thecommainthisexampleneatlydividesthemeaningintotwoparts.If

therewerenocomma,thereaderwouldread,presentedthestudents6.As

awordgroup,andthiswouldnotmakesensewithoutre-readingfor



clarification.)

Therewould,however,benocommainthefollowingsentence:

Theydecidedtogotothelibraryandfindfurtherinformationaboutthe

topicoftheessay.

Inthiscase,apairofideasislinkedbythewordand,nopausingoccursin

speech,andnopunctuation(i.e.comma)isneededtoclarifythemeaning.

Presentitemsinalist.Forexample:

Iwouldliketowatchthevideo,takenotesandthenbereadytoask

questions.

Dividewordswhichrefertothesubjectofasentence.Forexample:

ThePresidentoftheSociety,JulieJones,receivedastandingovationafter

herspeech.

Punctuatecertainrelativeclauses(i.e.partsofasentencebeginningwith

who,which,orwhose).Forexample:

TheCollege,whichissituatedinthecentreofCanterbury,hasan

excellentacademicreputation.

Inthisexample,thepartofthesentencebetweenthecommasisdesignedto

addextrainformationtothestatementaboutthecollege.

Acommaisnotalwaysusedwithwordslikewhoorwhich.Considerthe

followingexample:

Ilikelecturerswhogivehighgradesformywork.

Inthisexamplethemeaningisderivedfrom linkingupthelecturersandwho

givehighgrades…,notfrom separatingoutthesetwopartsofthesentence.

Tryreadingthissentencewithacomma(pause)beforethewordwho.Does

thesentencemakesensewiththiscomma?

Somewordsorphrases(intraditionalgrammar,atleast!)expectacomma



aftertheyhavebeenused:e.g.However,nevertheless,forexample,etc..

3.3ColonsandSemi-Colons

Colonsshouldbeusedonly:

Tointroducealist.Forexample:

Anessayusuallyincludesthefollowingcomponents:anintroduction,a

mainbodyoftextandaconclusion.

Toshowalinkbetweentheunitsofmeaning,likeahinge.Forexample:

Theresultsofthereferendum wereveryclear:therewasaneedfora

changeinpolicy.

Semi-colonsareextremelyusefulinlongsentences,butbecarefulnotto

over-usethem.Theyaretypicallyusedasfollows:

Inthelibrarytherewereseveralstudentsreadingjournalarticles;a

coupleoflecturerscheckingthestock,andalibrarianreturningbooksto

theshelves.

Toprovideabreakinasentence,whileshowingtherelationshipbetween

thetwoparts.Forexample:

Nightwasfalling;heknewallwaslost.

Toexpressanideawhichistooshorttomeritanewsentence.For

example:

Whereverpossible,studentsshouldtrytoorganisetheiracademicwork

byusingplanningtools;thesecanhelptoclarifyideas.

Insomecasessemi-colonsarefollowedbylinkingwords,asin:


