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Summer” 

  

 
 
 

  Welcome to this English guide, it is the second in your “Keep Warm” summer      
  programme.  
 
  In it you will find:  

 tips for maintaining and improving your writing skills  

 links to online exercises that will help you to check your progress - to 
access them look out for the boxes that say “Click here  
to test your knowledge” or scan the QR code with your phone  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Why is writing important?  

Writing is something that you do throughout your life.  Whether you are 

messaging a friend, posting an update online, finishing an assignment or 

completing a form they all involve the ability to communicate in writing.  

Writing involves understanding who your audience is, what you are trying to 

achieve and in many cases the ability to be accurate.  (If you have an error on your 

CV you are in danger of being judged negatively by the person reading it!) 

Love it or hate it you will be writing all through your adult life: writing reports, 

memos, emails etc. and your computer will not always help you. A computer can 

suggest what it thinks might be the problem but it does not know what you are 

trying to say (and some typos are spelled correctly). 

 

 



Skills for writing 

One of the best ways to improve your writing is to read.  Reading not only improves your vocabulary but it also helps 

your spelling because you see words written down that you may not have come across very often. 

That said, here are some tips that you can use to try and avoid some of the errors people make most commonly. 

 

 

 

 

 

 

 

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding –ed or –ing to verbs?  Try these rules: 

Ends vowel-consonant?  Double the consonant 

 (e.g. drop  dropped and dropping) 

Ends with two consonants?  Just add –ed or –ing 

 (e.g. click   clicked and clicking) 

Ends with an e? Take off the e, then add –ed or –ing 

 (e.g. taste    tasted and tasting) 

Ends with y? Change the y to I then add –ed.  Just add –ing 

 (e.g. fry   fried and frying) 

Beware! There are many exceptions to adding –ed! 

 (e.g. fly  flew     slide   slid    think  thought) 

 

 

Does W trouble you? 

was wos 

with whith 

want whant  

what 

when 

which witch        

where wear 

were we’re 

who how 

why 

         

eny         any 

dident        didn’t 

gurl             girl       

sor              saw   

thay            they   

fing             thing     

fink             think        

yoos           use 

    

  

could have would have 

should have   might have 

NEVER ‘OF’! 

We think it’s ‘of’ because 

of the way we pronounce 

should’ve – it’s actually 

have but the ha is replaced 

with an apostrophe ‘ 

One is, two are. 

One was, two were. 

Why not check you your knowledge of confusing words.  This 

link below will take you to a website with explanations about 

the differences and an online test to check your 

understanding.  Choose the ones you struggle with or do 

them all. 

Click here to 

check your 

understanding 

Or scan the QR code 

 

Click here to watch a       

video that will help with 

some spelling tips to help 

you improve. 

Or scan the 

QR code 

 

https://www.ole.bris.ac.uk/bbcswebdav/courses/Study_Skills/grammar-and-punctuation/index.html#/id/5eaff19588d7eb04c5efb47b
https://www.ole.bris.ac.uk/bbcswebdav/courses/Study_Skills/grammar-and-punctuation/index.html#/id/5eaff19588d7eb04c5efb47b
https://www.ole.bris.ac.uk/bbcswebdav/courses/Study_Skills/grammar-and-punctuation/index.html#/id/5eaff19588d7eb04c5efb47b
https://www.bbc.co.uk/bitesize/guides/zq926fr/video
https://www.bbc.co.uk/bitesize/guides/zq926fr/video
https://www.bbc.co.uk/bitesize/guides/zq926fr/video
https://www.bbc.co.uk/bitesize/guides/zq926fr/video


                                   

 

 

 

 Punctuation 

There are lots of rules you could look at but let’s not try to do them all at once.  

We are going to concentrate on the one that can be the most problematic.   

Commas. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Stop and fink think before you rite write anyfink anything. 

Does it end with –ink or –ing? 

Does it end with –t or-ed? 

Does it have a ‘v’, ‘ff’ or ‘th’ sound? 

Is it a word that sounds like another word (a homophone)? 

Does it just “look wrong”? 

Click here for some more spelling tips. Or scan the 

QR code   

 

Commas have various jobs to do within sentences. 

Commas are used to separate items in a list. (Whether you use a comma or not before the final ‘and’ is entirely 

up to you.) 

We’re going to need candles, matches, and batteries for the radio if there’s going to be a power cut for the whole 

weekend. 

Commas are used to separate terms of address from the main part of the sentence. (Sometimes you need a pair 

of commas.) 

Answer the phone, Sally! 

I regret to say, ladies and gentlemen, that our play tonight is cancelled. 

Commas are used with asides. 

Sam’s progress, I’m delighted to say, is excellent. 

Commas are sometimes used with adverbial clauses. 

Because he overslept, he was late for college.  

Commas are used with participles and participial phrases. 

All the children, shouting as loudly as they could, rushed into the overgrown garden. 

But commas should never be used: 

When you need a full stop.     In order to separate a subject and its verb. 

X Mrs Brown looked angry, he shouted at us.   X  The children, are going to be on television. 

 Mr Brown looked angry. He shouted at us.    The children are going to be on television. 

This is known as comma splicing. 

 

 

https://www.bbc.co.uk/bitesize/guides/zq926fr/revision/1


 

 

 

Sentence construction 

If your sentences are accurately constructed you will be able to communicate more clearly.  Now that you know about 

comma slicing you should be able to avoid having extremely long sentences that are difficult to follow. (We can all fall 

into that trap when we are trying to get an idea down on paper – it’s easy to just keep adding commas and forget about 

the full stops. 

There are several different types of sentences but we are going to concentrate on just two – the simple and the 

complex. 

 

 

 

 

 

 

 

 

 

 

Using a variety of sentences will help your writing improve  

And will make it seem more sophisticated.  

 

                     

Click here to test your knowledge. 

Or scan the 

QR code 

 
 

Click here to test your knowledge of comma splicing. 

 

Or scan the 

QR code 

 

Simple sentences contain one main clause which 

stands alone and is usually used for making 

statements.  They contain a subject, a verb and an 

object.  

e.g. She is selling her car. 

subject        verb object 

 

Using them makes your writing clear but if you use 

too many then it becomes boring. 

Complex sentences allow us to give more 

information. The clauses in a complex sentence 

are linked by subordination (a subordinate clause 

needs a main clause in order to make sense).  The 

clauses may be linked by words such as because, 

when and although. 

e.g. I answered the door when Jane rang the bell. 

 

 main clause       subordinate clause 

The subordinate clause can come first. 

e.g. When Jane rang the bell, I answered the door. 

 

 subordinate clause main clause 

Click here to 

test your 

knowledge. 

Or scan the 

QR code

 

  

 

 

https://www.ole.bris.ac.uk/bbcswebdav/courses/Study_Skills/grammar-and-punctuation/index.html#/id/5eaff0d388d7eb04c5efb44f
https://www.ole.bris.ac.uk/bbcswebdav/courses/Study_Skills/grammar-and-punctuation/index.html#/id/5eaff0dc88d7eb04c5efb458
https://www.bbc.co.uk/bitesize/topics/z4hrt39/articles/zfxfwty
https://www.bbc.co.uk/bitesize/topics/z4hrt39/articles/zfxfwty
https://www.bbc.co.uk/bitesize/topics/z4hrt39/articles/zfxfwty


Writing coherently 
When it comes to actually writing a letter or assignment etc. it’s important to plan so that you stick to the point. You 
need to answer the question you’ve been set (if there is one) and not wander off wherever your ideas take you.  It is 
very easy to be caught up in an idea and not check to see if it actually adds to your argument or is relevant to the 
situation in any way.  For example, if you’ve been asked to review the food in a restaurant the reader will not be overly 
interested in three paragraphs on the décor.  
 
If your work is being assessed then the marker will be looking for: 

 relevant information and use the knowledge to focus on the essay question or subject. 

 knowledge and information which is structured logically, clearly and concisely. 

 theory related to practical examples. (where this is possible or appropriate) 

 processes and problems analysed. 

 a persuasive and well-argued case. 

One thing to bear in mind, is that the marker will only award marks for how well you have answered the question.  It is 
perfectly possible to write a great assignment, but not to have answered the original question. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Remember there are many ways to plan your work.  This is just a suggestion: 

Remember always write your assignment based on the question that is set and not on another aspect of the 
subject.  Although this may sound obvious, many students do not fully answer the question and include irrelevant 

information.  The primary aim of an assignment is to answer the task set, in some detail.  

 Be sure you understand what you are being asked to do – you will definitely lose focus if you are 

uncertain at this stage. 

 Spend some time thinking about what you could put – check to make sure each point is relevant to the 

question. 

 Jot down the main points you want to include – check that you have not put too much or too little 

information in each paragraph (you may find that somethings need more detail and therefore more 

paragraphs) 

 Be careful not to allow your outline to become too complicated; stick to the main points and keep it 

relevant to the question.                                                                                    

 

Click here to learn more and to 

test your knowledge. 

Now that you’ve topped up on the accuracy of your writing skills – why not 

take some time to think about the kinds of writing you have done over the 

summer? 

                                                          

 

Or scan the 

QR code 

 

https://www.ole.bris.ac.uk/bbcswebdav/courses/Study_Skills/grammar-and-punctuation/index.html#/id/5eaff4b78a955c0b7bd6ccb1
https://www.ole.bris.ac.uk/bbcswebdav/courses/Study_Skills/grammar-and-punctuation/index.html#/id/5eaff4b78a955c0b7bd6ccb1

