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The Grammar Guide

Sentences
A sentence is a group of words that makes complete sense on its own, begins with a capital letter and ends with a full stop, 
exclamation or question mark, e.g. The student pointed to the office.

Nouns
A noun is a word used for naming a person, an animal, a place or a thing. There are four kinds of nouns:

Pronouns
A pronoun is a word used to stand 
in place of a noun. A pronoun can 
be singular (I, he, she, me, it) or 
plural (we, they, those, them) and 
must agree with the noun to which 
it refers (The man touched the dog. He patted it gently). There are many types of pronouns. Some show ownership (his, 
hers, mine, ours) and some are used in questions (who, whom, which, what). Be careful as some pronouns can be used as 
other parts of speech. What part of speech it is depends on how the word is used within a sentence. Always check whether 
the pronoun is standing in place of a noun.

Adjectives
An adjective tells more about a noun, e.g. a dark night, the angry player, the delicious cake.

Verbs
A verb is a word or group of words 
that tell what a person or thing is 
doing. It can also be a ‘being’ word 
(am, is, was, were).
A verb is the most important word in the sentence because without it a sentence does not make sense. 
Verbs have tenses. The tense tells at what time the action takes place. There are three main tenses:

Adverbs
An adverb tells more about the verb, usually Who? What? When? Where? or Why? e.g. The student smiled brightly 
(Smiled how? Brightly).

Prepositions
A preposition shows the relationship between nouns and pronouns, and other words in the sentence, e.g. after school, at 
home, before Saturday, in Sydney, with pleasure.

Conjunctions
A conjunction is a word used to connect words, phrases and clauses (and, so, however, or, yet, for, as, both, although, 
since, if, unless, until, whereas, while, either, neither), e.g. “I like both netball and tennis,” or “Although I like both netball 
and tennis, netball is my favourite.”

Phrases
A phrase is a group of words which does not make sense on its own and does not contain a 
verb, e.g. in the park, on the bench. Phrases can add meaning to a verb, e.g. The man walked with a limp (adverbial 
phrase) or a noun, e.g. The teacher on duty smiled (adjectival phrase).

Clauses
A clause contains a verb but is only part of a sentence, e.g. The car, which was abandoned, was towed away. 
The clause, ‘which was abandoned’ has a verb but is not a sentence.

Direct Speech
Direct speech is writing down the exact words someone is saying. The words actually spoken must be put inside inverted 
commas/speech marks, e.g. “I am ready to go now,” said Robyn.

Indirect Speech
Indirect (reported) speech is a report on what someone has said. Inverted commas are not needed, e.g. Robyn said 
she is ready to go now.

1. Proper a particular person or thing e.g. Perth, Shannon, Shih Tzu
2. Common a name common to all e.g. city, boy, girl, dog
3. Collective a name for a group or collection e.g. flock of sheep
4. Abstract an idea or emotion e.g. joy, horror

1. Present (Today) e.g. I am going to the game (today)
2. Past (Yesterday) e.g. (yesterday) I went to the game
3. Future (Tomorrow) e.g. (tomorrow) I will go to the game
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Apostrophe (’)
• is used to show ownership, e.g. the boy’s bike/the 

boys’ bikes.
• is used to indicate that two words have been contracted 

(shortened) into one, e.g. she will becomes she’ll.
• is used when parts of the word are left out, 

e.g. Are you ’ard of ’earing, or what?

Brackets (parentheses)
These are used to enclose words or figures that clarify or 
are used as an aside, e.g The book (recently awarded a 
major literary prize) is very readable.

Capital Letter(s)
• is used for “I”
• are used at the beginning of a sentence,  

e.g. It was necessary to create a new folder.
• are used to begin the names of people and animals, 

e.g. Amanda and her dog, Princess, went for a run.
• are used for the names of days, months and holidays, 

e.g. Monday, June, Christmas Day
• are used to begin the names of places including 

towns, states and countries, e.g. Perth, Western 
Australia, New Zealand

• are used to begin the names of businesses, 
organisations, institutions, brand names and ships, 
e.g. Arnotts, Red Cross, Colgate, the Titanic

• are used in the titles of books, plays, film and songs. 
All important words, except for words such as ‘a’, ‘an’, 
‘of’, ‘to’, ‘at’, ‘by’, ‘with’, ‘from’, and ‘in’, have capitals, 
e.g. Diary of a Wimpy Kid, Happy Feet

Colon (:)
• informs the reader generally that what follows 

proves or explains what has gone before, 
e.g. There was only one reasonable explanation: he 
had been pushed over the cliff. 

• is used for vertical lists
• is used to introduce dialogue in a play.

Comma (,)
• is used to separate items in a list/series, 

e.g. I bought tea, coffee and sugar.
• is used to separate a word or words inserted 

in a sentence as a further explanation, 
e.g. Our captain, Tim White, was hurt in the match.

• is used to separate from the rest of the 
sentence the name of the person spoken to, 
e.g. ‘Tim, sit up straight.’

Dash (-) 
Sometimes used instead of a colon or to 
indicate a pause or an abrupt change in thought, 
e.g. I have never laughed so much – until today.

Ellipses (...)
Indicate words have been left out and are used to 
shorten a quotation, e.g. “Well ... I am a little nervous 
about speaking.”

Exclamation mark(!)
Indicates strong feelings or surprise and is used at the end 
of an exclamation, e.g. How late you are!

Fullstop (.) 
Must be used at the end of a sentence to indicate the end 
of the statement.

Question mark(?)
Is always used at the end of a sentence which asks a 
question, e.g. What time is it?

Speech marks/Quotation marks ( “  
” )
• are used when writing direct speech, e.g. “I don’t think 

that I will go out today,” said Grandma.
• to acknowledge words taken exactly from another 

text (quoting), e.g. “Yes, we can,” is a famous  phrase 
used by Barack Obama.

Semi-colon (;)
• connects two independent clauses, e.g. Ten team 

members were fit; five were not. 
• separates items in a complex list, e.g. I need six, red 

folders; four reams of white paper; a packet of black 
pens and some staples.

The Punctuation Guide

. ? , ! ... ‘ ’ “ ” : ; () -
. ? , ! ... ‘ ’ “ ”

. ? , !
. ?

.

The Punctuation  Pyramid
Check how well you punctuate
on the pyramid.
How many do
you use
regularly?
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How to learn a new word

The Spelling Guide

Look • Look carefully at the word and see its parts.
• Break it into syllables and check each part, e.g. for-tu-nate-ly.
• Is there a pattern you need to remember e.g. fall- tall- ball?
• Is there a rule that applies? 

e.g. inflate – inflating (‘e’ goes way when ‘ing’ comes to stay)?

Cover  • Cover the word.
• Try and recall the look of it.
• Think about the parts of the word, especially for longer words.
• Think about any patterns.

Write • Have a go at writing it.

Check • Check that you have spelled the word correctly. Tick it ✓ off your list if it is 
correct.

• Pick another word to look at and learn.

Look       
again 

✘    If you have not spelled the word correctly place an ‘X’ next to it. You then need to:
• Make sure you look closely at the part of the word that you got wrong. You may 

have much of the word correct so really focus on the small part you got wrong.
• Rewrite the word in its correct form and choose a way to focus your attention on 

the part you need to remember. You could underline it, use a coloured pen to 
write it, highlight it, put a box around it, e.g. forgotten, rec ei ve, bec au se.

• Repeat the Look ➙ Cover ➙ Write ➙ Check process. It may take several 
repetitions before you can recall the word with ease.

Say it • Say the word slowly.
• Break it into syllables to make sure you have all the parts of the word, especially  for long 

words.
• What do you think the word means in the sentence or paragraph in which it is used? The 

sentence or paragraph can give you clues sometimes.

Have a 
go

• Sound out the word.
• Write down the parts of the word you heard when saying it.
• Underline the parts that do not look right.
• Try again.

Check it • Is it a sight word (a word that you just have to memorise - there are about 200 of these)?
• Is it a homophone? Many words sound the same but are spelled differently.
• Is it like another word you know? Where does the word come from?
• Is the word somewhere in your environment -on the board, on a worksheet, in a text?
• Has anything been added to the word? (A prefix? A suffix?)
• Are there smaller words you know inside the word?

Try again • Write the word thinking about each part carefully.

Check it 
again

• Ask someone; it can save time.
• Write the word thinking about each part carefully.
• Use a dictionary (you will need to have the first 3-4 letters correct to do this).
• Use a Spellchecker. DO NOT just click on the first option offered to you. 

Make sure the option has the correct meaning.

How to spell an unknown/difficult word
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Common Spelling Rules Guide

ie or ei

s or es
Add es if a word ends in ch, sh, ss, x or z e.g. batches, clashes, glasses, boxes, quizzes
Add es for most words that end in o e.g. tomatoes, heroes, goes, does
Beware, there are exceptions, e.g. duos, pianos, radios, video, typos. Do NOT use an apostrophe to indicate a plural

y to i or not
For words ending in y preceded by a vowel, keep 
the y when adding s or a suffix.

e.g. conveys, employer

For words ending in y, retain the y when adding ing e.g. trying, studying
For words ending in y, preceded by a consonant, 
change the y to i before any other suffix 

e.g. try - tried, mystify - mystified, certify - certified

Beware, there are exceptions, e.g. dryness, shyness

Drop the final e
Drop the final e when the suffix starts with a vowel. e.g. save - savable, use - usable
Drop the final e when adding -ing 
(‘e’ goes away when ‘ing’ comes to stay)

e.g. hope - hoping, save - saving, bake - baking

Do not drop the e if the word ends in ce or ge, e.g. manage -  manageable, trace -  traceable

Silent e
A silent ‘e’ at the end of a word can change a short 
vowel sound to a long vowel sound.

e.g. cap - cape,  win - wine, mat - mate, pin - pine, can - cane, pip 
- pipe

Doubling the final consonant
When adding a suffix beginning with a vowel, e.g 
-ed, -ing, the preceding consonant should be 
doubled if the vowel sound is short

e.g. skim - skimming, hit - hitting,  
clap - clapped, hop - hopped

Beware, there are exceptions - When the last letter is c we double it by adding k, e.g. mimic – mimicked. Words ending 
in x e.g. tax, transfix, are never doubled, even when their last syllable is stressed.

Plurals
Sometimes nouns change their vowels in their 
plural form                           

e.g. man - men, woman - women, foot - feet , tooth - teeth, 
goose - geese, mouse - mice

Sometimes the singular and plural forms of a noun 
are the same

e.g. scissors, deer, sheep, cod, trout, salmon, pliers, reindeer

Write i before e, except after c e.g. achieve, believe, friend, thief 
BUT receive, perceive, receipt

Write ie before c for words with a ‘shen’ sound e.g. ancient, efficient, sufficient, conscience
Write ei when the vowels sound like ‘a’ as in weigh e.g. neighbour, vein, reign, rein

Beware, there are exceptions, e.g. counterfeit, either, height, seize, foreign, leisure, science
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The Reading Guide

Reading to Comprehend 
A collection of strategies to help you understand what you read. 
Try another one when you get stuck!

Predict 
Use what you already know to guess what  
comes next.

Scan 
Search for specific details by looking for key words.

Connect
Look for any links with other texts and experiences.

Visualise 
Run it through your imagination as though you are watching 
a movie.

Compare
Look for similarities (and differences) with other texts and 
experiences.

Infer 
Read between the lines. Be a detective!

Ask Questions 
Who? What? When? Where? Why? How?

Summarise 
Put what you have already read in your own words to work out 
what you know, then read on.

Skim 
Read at a fast speed to locate the section you want to read more 
thoroughly OR to refresh your memory of what you’ve already read.
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The Reading Guide

Read Actively
To read well you must be active and think about what you 
read. You should work out the meaning at every level.

Do I understand the words? If not, try:
• reading around the word to see if it makes sense.
• substituting another word you think it might 

mean. Does it make sense?
• omitting the word. Have a guess and then try it.

• breaking the word into smaller pieces and look 
at it bit by bit.

• asking someone.
• using a dictionary.

Do I understand the sentence? If not, try:
• reading the sentence before and the sentence 

after. Are there any clues in them?
• rereading it.

• reading it out aloud. 
• leaving it for a few seconds and coming back 

to it.

Do I understand the paragraph? If not, try:
• rereading it.
• thinking about the paragraph before. Is there 

a link?
• trying to find the topic sentence with the main 

idea in it.

• working out what are details or examples 
supporting the main idea.

• summing up what the paragraph seems to be 
about in your own words.

Do I understand the whole text? If not, try:
• explaining it in your own words to yourself. 

This may help you formulate some ideas.
• explaining it to someone else. They might help 

you clarify your ideas.

• thinking about similar texts you have read.
• visualising the story or idea.
• asking questions about the text- interrogate 

the text - Who? What? When? Where? Why? 
How?

Read at Different Levels

On the line:
You will find the answer in the words on the page. The writer has given you the answer. 
e.g. “The writer said that …”

Between the lines:
You will be like a detective and work it out from the clues in the text. You will have to figure out 
the links yourself. The writer will not tell you. He trusts you to work it out e.g. “When the writer said 
x, he/she meant …” 

Beyond the lines:
Think about your own experiences and other texts you have read. This will help you evaluate 
what the writer has said. How do your own experiences compare with the text you have read? 
Does the text offer an alternative view?  e.g. “The writer believes that people should always...”

Word

Sentence

Paragraph

Whole text
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In order to persuade you need to convince or influence others about an idea 
or point of view on an issue. 
You need to offer an argument and give reasons, examples, facts and evidence 
to support it by carefully examining your own ideas and the ideas of others.

Persuasive writing has 3 important stages:
1. Introduction

In the introduction you must state your argument or point of view on 
the topic.

2. Body
The body of persuasive writing should provide the support for your 
argument or point of view. It gives the reasons behind your belief and 
offers support to back up your ideas.

You should aim for three to five points to support your view. This means 
you will write three to five paragraphs.

Each paragraph should have:
• an introductory sentence
• an explanation
• some examples to support your ideas
• a concluding/link sentence that sums up the paragraph and/or connects 

to your next point.

3. Conclusion
In your conclusion you can:
• restate your argument/belief in a different way
• summarise and tie the arguments together clearly
• recommend a course of action, give a warning or call for future change
• leave the reader with an important idea or something to remember.

The Persuasive Writing Guide
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The Paragraph Guide
What is a paragraph?
A paragraph is a group of sentences that develops and organises a single idea. It is the 
basic unit of any form of writing.

How is a Paragraph Organised?

Topic: My dog, Harry

Topic Sentence 
Mostly found at the beginning of 
the paragraph. It identifies your 
topic and attitude to the subject.

Topic Sentence:
My dog, Harry Longdog, is an unusual dog.

Explaining / Developing 
Sentences: 
Found in the body of the 
paragraph. These sentences 
develop or explain the idea in 
greater detail.

Explaining / Developing Sentences:
He is unusual in shape and sometimes in his behaviour. 
He has the long sausage shape of the Dachshund and 
very short legs. He holds his tail held high in the air, 
almost like a flag, and walks in a jaunty manner. His 
behaviour can be just as surprising.

Example / Supporting Sentences:  
Found in the body of the paragraph, 
These sentences support the idea 
through examples, facts, figures, 
anecdotes, analogies, opinions and 
quotes.

Example /Supporting Sentences:
Once Harry was asleep inside the house when he 
heard a crow squawking outside. He got up and ran 
outside except he forgot the screen door was in the way 
and ran right through it, giving himself a very sore nose 
and leaving a hole in the screen. He also tries to catch 
flies and when he stands on his little back legs to reach 
them he sometimes topples over backwards.

Concluding Sentence: 
Located at the end of the 
paragraph. The sentence signals 
the end of the idea by summing it 
up or “wrapping up” the idea and 
tying it back to the topic sentence. 
It can also indicate the direction of 
the following paragraph.

Concluding Sentence:
Wherever Harry Longdog goes and whatever he does, 
he always manages to do something unusual and 
makes people smile at his crazy antics.

How will I know if I have written a good paragraph?
When you have finished, read the paragraph out loud to your self.

Ask yourself:
• Do all the ideas support the topic sentence?
• Is each idea clearly linked to the sentences that precede it and that follow after it?
• Does the whole paragraph develop and organise a single idea.
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The Writing Guide Flow Chart

Writers have different ways of getting inspiration and different ways of 
writing  but they tend to use the following 5 steps. This chart will help 
you make sure you do not miss out on any of the important steps. You 
can tick them off as you complete each step.

  Plan/Pre-Write               Draft                            Revise            
       

     P
ubl

ish
    

    
    

    
    E

va

luate

Questions to ask yourself
• What is it I want my audience to know?
• Who is my audience? (me, my peers, my parents, older children, teens, adults, 

grandparents or seniors?)
• What is my purpose? Am I entertaining, persuading, or informing?
• How will I gather my ideas?
• What text format/genre best suits my purpose and audience?
• How will I organise/sequence my ideas (time order/cause and effect)?
• Will my audience enjoy/be persuaded or be informed by what I have decided to write?

Write! Write! Write!
• Focus on getting your ideas on paper. Keep your plan in view to guide you and to prevent writer’s 

block. Do not revise or edit just yet. Focus.
• Be selective. You may not be able to include all your ideas from your pre-writing. Just pick your 

best ideas! Make sure the ideas connect. Avoid too many details. Pick only the important details.
• Reread as you write (i.e. sentence by sentence and/or paragraph by paragraph) to make sure your 

ideas connect.
• Reread at the end of your writing to make sure you have enough content and that you have got 

all your ideas down. You can then decide whether you need more pre-writing or whether you can 
proceed to revision.

Revision consists of several steps:
1. Editing is making decisions about ways to improve the quality of your  writing so that your meaning is 

clear to your chosen audience.
• Will my writing make sense to my audience?
• Will it appeal to my audience?
• Does it use the conventions for the form/genre I have chosen?
• Have I opened in a way that will engage my audience?
• Does my conclusion leave the audience satisfied?
• Do the events, information , ideas, arguments proceed logically?
• Is the detail relevant?
• Have I used the best possible words or are my words ‘tired’?
• Have I repeated words or used redundant words?
• What could I leave out without affecting my writing?

1. Plan/Pre-write

2. Draft

3. Revise
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Revise (Continued)
2. Proof Reading is getting the nuts and bolts right so that your writing is readable to most people 

You will need to look at:
• grammar
• punctuation
• spelling
• sentence structure 
• paragraphing.

3. Conferencing is seeking the opinions of others about your writing in order to improve. Try:
• asking a peer
• asking a person of trust
• reading around a group of peers.

4. Rewrite 
Your rewrite needs to include all the changes you have marked out during editing and proof reading. You 
might revise and rewrite several times. Rewrite until you are happy with your work. Check you have met 
all the requirements of the task.

3. Revise (continued)

You need to select the best format for your writing (e.g. handwritten, word processed, electronic). It 
needs to suit your

• purpose (Why am I writing this? To inform, persuade, entertain?)

• audience (Who am I writing for and what format will appeal to them?)

4. Publish

Use the five traits.

• Are your ideas interesting and important?
• Is your organisation logical and effective?
• Is your word choice specific and memorable?
• Are your sentences fluent and expressive?
• Have you used conventions correctly so that you communicate effectively?

Evaluate what you have learned about yourself and about writing.
Set new goals for your writing.

5. Evaluate

The Writing Guide Flow Chart

Writers have different ways of getting inspiration and different ways of 
writing  but they tend to use the following 5 steps. This chart will help 
you make sure you do not miss out on any of the important steps. You 
can tick them off as you complete each step.

  Plan/Pre-Write               Draft                            Revise            
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