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Teacher Toolkit 

 

 

 

 

 

 

What we believe:  

 Every teacher in English is a teacher of English.  

 The development of literacy skills is a whole school 

issue.  

 The development of literacy is vital for students to 

access the curriculum and achieve their potential.  
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Punctuation 

 

Full Stops 

Full stops are used to mark the end of a sentence.  

Roy pushed his bicycle all the way home. One of his tyres had a 

puncture.  

 

Commas 

At its most basic, a comma indicates a natural pause in a sentence where 

the reader takes a breath however they are also used in lists, and to 

separate additional information from the rest of a sentence. For 

example:  

In a list: You will need a pen, paper, ruler and rubber.  

To separate additional information (which you could remove from the 

sentence) from the rest of the sentence: Jim, who was very angry, 

shouted at the children.  

 

 

To separate extra information from the main information: Holding the 

rope tightly, Jim scaled down the cliff.  

 

 

 

Sometimes they are mistakenly used instead of a full stop, for example:  

Jamie went to the shops, he wanted some more chocolate, he knew he 

would enjoy a Twirl.  

Additional information which 

could be removed. 

Before the comma, there is 

extra information which would 

not make sense by itself. 

. 

, 
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Question Marks  

A question mark indicates the end of a question and completes the 

sentence.   

What is your name? Do you need a full stop if you have a question 

mark? No.  

 

Exclamation Marks  

An exclamation mark is used to make a sentence more dramatic or 

demanding. It shouldn’t be overused and only one should be used at a 

time.  

Stop!  

I can’t believe it! 

 

Apostrophes 

Apostrophes have two functions.  

Firstly, they signal ownership:  

The cat’s basket went missing.  

If an object is owned by more than one person, the apostrophe comes 

after the s:  

The cats’ basket went missing. The teachers’ staffroom was chilly.  

 

 

 

Secondly, they replace missing letters.   

I am too short.                                 I’m too short.  

? 

! 

’ 

The basket is used by 

more than one cat. 
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It is too cold today.                                It’s too cold today.  

You are going the wrong way.                                You’re going the wrong 

way.  

 

Colon  

A colon precedes an explanation (almost instead of ‘because’) or 

introduces a list.  

John was nervous arriving at school: he had left all his homework at 

home.  

For the trip, you will need: your passport, walking boots, sun screen, a 

compass, and a torch.  

 

Semi Colon 

Semi colons joins sentences together which are grammatically correct 

and could stand by themselves. The semi-colon acts as a pivot in the 

sentence to balance the two parts and to show they are related.  

You can pretend you are serious; you cannot pretend you are witty.  

In the classroom, Charles struggled; on the sports field, he was 

outstandingly good.  

 

Speech Marks  

Speech marks indicate the exact words spoken by a person. Single or 

double inverted commas can be used. The punctuation within the 

speech marks is particularly important. See below:  

‘I hate this cold miserable weather,’ Jim said.  

‘Funny,’ Julia said, ‘I was sure I brought my umbrella with me.’ 

: 

; 

“ ” 
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Brackets  

Brackets are used to separate extra information from the main sentence.  

Julia (as previously mentioned) was bemused by his lost umbrella.  

There are many other important things to remember when writing such 

as paragraphing (see further on).  

 

 

 

Paragraphs 

 

Paragraphs organise writing into topics. A simple rule for when a new 

paragraph is needed is:  

TIPTOP 

 

 

 

A new time, place, topic or person demands a new paragraph. Students 

should be encouraged to plan what will be in each paragraph before 

they start writing.  

To signal the transition between paragraphs, connectives can be used 

which aids the cohesion of a piece of writing. Please see the following 

list of connectives.  

 

 

 

( ) 

 

Time 

Place Topic 

Person 
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Connectives 

Sequencing  

Firstly                      Finally  

Secondly                Next  

Lastly                      In conclusion 

 

Qualifying 

Although              However 

Unless                  Despite 

Except  

Yet 

Addition  

And                         Also 

As well as               Moreover 

In addition             Furthermore 

On top of this 

Cause and Effect 

Because               So  

Therefore            Thus  

As a result           Hence 

Consequently 

Making Comparisons  

Equally  

Similarly 

In the same way 

Likewise 

Emphasising  

Above all             In particular 

Especially            Significantly  

Indeed                 Notably  

Clearly 

Contrasting  

Whereas                 Alternatively 

By comparison 

On the other hand  

On the contrary  

Illustrating  

For example       These include  

Including  

Such as  

For instance  
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Writing for Audience and Purpose  

 

Different subjects will use different text types and students will have to 

write for this specific purpose. Giving students specific instructions 

regarding what this text type includes will enable students to write more 

effectively for this purpose.  

Asking students to consider these key questions before and as they write 

is intended to make them more aware of writing in a way that is suitable 

for the text type:  

 

Who?   Who is the text for and what sort of content and language is 

appropriate for this audience? 

Why?   What am I trying to achieve by writing this? What is my 

purpose and intent? 

What?  What are the features of this style of writing? What is 

expected? 

How?  How will I go about meeting the demands of this writing 

style? 

 

Students should always be challenged to make their writing interesting 

to read regardless of the text type. 

 

Some different text types follow, although of course this isn’t an 

exhaustive list. 
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Information Texts 

 

Purpose  

To organise and write information so they are easy to find and 

understand.  

 

Structure 

 Introduction: what is to be described? Who, where, what, 

when? 

 Information organised into categories.  

 

Format 

Projects, leaflets and texts books.  

 

Language features  

 Present tense  

 Third person  

 Factual description  

 Technical words  

and phrases 
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Persuasive Texts 

 

Purpose  

To argue the case for a point of view, and persuade the reader to agree 

with you.  

 

Structure 

 Opening statement of the case to be persuaded.  

 Point 1made and elaborated on. 

 Point 2 made and elaborated on.  

 Point 3 made and elaborated on.  

 Conclusion.  

Format 

Leaflets, reviews, essays, publicity or promotions.  

 

Language features  

 Present tense  

 Persuasive devices: 

emotive language, 

questions, personal 

pronouns, superlatives, 

statistics, expert opinions, 

anecdotes 

 Logical connectives 
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Recount Texts  

 

Purpose  

To write about something that has happened in a chronological order.   

 

Structure 

 Opening that sets the scene; who, what, where, when? 

 Events in time order. 

 Ending.   

Format 

Biography, diary newspaper, article.  

 

Language features  

 Past tense  

 Named people, places, 

things 

 Time connectives 
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Instruction Texts 

 

Purpose  

To tell how to do or make something. 

 

Structure 

 Title or opening states what is to be achieved.  

 List of items needed.  

 Sequenced steps.  

Format 

Directions, recipes.  

 

Language features  

 Imperative verbs 

(commands) 

 2nd person 

 Numbers and/or time 

connectives 

 Simple clear language  

 Necessary detail only 
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Explanation Text 

 

Purpose  

To explain how and why something happens.   

 

Structure 

 Title asks question or defines process to be explained.  

 Opening: general statement to introduce topic.  

 Logical steps explaining process in time order. 

Format 

Tasks such as ‘Explain how’, or ‘Explain why’, essay questions.  

 

Language features  

 Present tense  

 3rd person  

 Causual langauge 

demonstarting cause and 

effect 

 Time connectives  

 Usually formal vocabulary 
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Discussion Texts 

 

Purpose  

To present arguments and information from different viewpoints.   

 

Structure 

 Opening statement of the issues under discussion then... 

 Three points for with elaboration followed by three points 

against with elaboration.  

OR 

 Point one for and against with elaboration; point two for 

and against; point three for and against.  

 Conclusion and summary/ recommendation.  

Format 

Essays, editorials, debates.  

 

Language features  

 Present tense  

 3rd person 

 Formal style 

 Evidence 

 Reasons explained 

 Logical connectives  

 Balanced consideration 
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Argue Texts 

 

Purpose  

To advocate a point of view, giving reasoned explanations.   

 

Structure 

 Opening statement stating the point of view adhered to. 

 Reason 1 with elaboration.  

 Reason 2 with elaboration.  

 Counter argument stated and argued against.  

 Conclusion. 

Format 

Essays, articles.  

 

Language features  

 Present tense  

 Persuasive devices: 

questions, personal 

pronouns,  statistics, 

expert opinions, 

anecdotes 

 Formal expression 

 Logical connectives 
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Proof Reading 

 

Encouraging students to proof read their work is hugely valuable. Asking 

students to read out loud helps students hear where there is missing 

punctuation in their work.  

 

The more students see others checking their work, and valuing accuracy, 

the better.  

 

When students finish their work, asking them to check the following 

things, or improve them in the following ways, is always helpful.  

 

Checklist  

 

 Have you checked capitals and full stops? 

 Is your punctuation accurate? 

 Can you include more varied punctuation? 

 Have you paragraphed your work? 

 Have you used connectives to link ideas? Can you add two? 

 Can you replace three of the words you have used with more 

imaginative words? 

 Have you checked any spellings you are unsure of in a dictionary? 
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Useful Terminology to Know 

 

These terms are useful to know. The more we encourage students to 

include these in there writing, where appropriate, the better.  

 

Noun: Words that name things such as objects, people and places.   

 

Pronoun: I (first person pronoun), you (second person), she, he and they 

(third person).  

 

Verbs: Doing words.  

Alice walked to the shops.  

 

Adjectives: Adjectives are words used to describe nouns. 

The sky was full of fluffy, white clouds.  

 

Adverb: Words that describe verbs – they tell you how a verb is done.  

Julie walked slowly and carefully down the stairs.  

 

Simile: A simile tells you that one thing is like another; it compares two 

different objects using the words like or as.  

The sun was like a balloon, floating in the sky.  
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Metaphor: A metaphor tells you one thing is something else. It is not 

meant literally but used to tell you about the object through the picture 

it creates in the mind.  

The sun is a balloon, floating in the sky. 

 

Alliteration: Several words in a phrase which begin with the same 

sound.  

The teacher towered terrifyingly over the tiny terrier.  

 

Personification: Personification describes an object or thing as if it was a 

person, or as though it has human qualities.  

The sea treaded angrily on the sand.   

 

Rhetorical question: A question designed to engage the reader or 

listener, but which does not seek an answer.   

 

Triple: A list of three items.  

The weather was hot, sunny and sticky.  
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Frequent Misspelt Words 

There: There are seven days in the week 

Their: Their dog is so noisy!  

They’re (short for they are): They’re going on holiday tomorrow.  

To: I am going to the shops.  

Too: It is too rainy today for a walk. 

Two: There were two people on the bus today.  

Your: Where is your house? 

You’re (short for you are): You’re very late.  

Its: The cat has lost its collar.  

It’s (short for it is): It’s too cold today.   

Where: Where is the park? 

Were: The children were cold.  

Witch: At Halloween, I’ll dress up as a witch. 

Which: The bus was late which meant I was late for school. 

Know: I know the answers to the questions. 

No: No, I can’t go to the party. 

Pray: People pray in church.  

Prey: The lion chased his prey for miles.   

Peace: After the party, everyone enjoyed some peace and quiet.  

Piece: At the party, everyone enjoyed eating a piece of cake.  

Plain: Her dress was very plain and simple. 

Plane: I booked my plane tickets for my summer holiday.  
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Practice: I have a music practice tonight. 

Practise:  You need to practise the piano regularly. 

Draw: Tonight, I will draw a picture.  

Board: The board in the classroom was covered in writing.  

Bored: The boy sat bored as he watched the rain outside.  

Reign: The King’s reign was long and happy. 

Rein: The boy held the horse’s rein really tightly. 

Rain: The rain poured down the window.  

Right: The girl was delighted she had got the answers all right.   

Write: I decided to write a letter home to my family.   

Weather: The weather was sunny and hot the entire day.  

Whether: I couldn’t decide whether to turn left or right.   

New: I decided it was time to buy a new dress.   

Knew: I knew immediately I had made a mistake.  

Affect:  I knew the weather would affect my mood.  

Effect: The effects of the hurricane were terrible.  

Site: The building site was noisy and busy.  

Sight: The mess in the boy’s bedroom was a terrible sight.    

Accept: I was happy to accept the invitation to the party.  

Except: Today, I bought all my Christmas presents except one.   

Loose: I had a loose thread of hair that kept getting in my eyes.   

Lose: I was worried I would lose my way.   
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Frequent Errors to Correct 

 

Homophones e.g. allowed/ aloud, weather/whether 

Possessive pronoun ‘its’ e.g. its paws not it’s (it is) paws 

A lot written as one word i.e. a lot 

Missing possessive apostrophes e.g. Geoff’s hat 

Misuse of capital letters.  

Comma splicing- using a comma instead of a full stop 

Using ‘this’ instead of ‘which’ to add a clause e.g. The average 

temperature is rising which shows global warming is taking effect. 

No paragraphs 

Muddled tense usage e.g. I had gone there and then I say… 

The past tense of model verbs (could/ would/ should/might) e.g. I 

should have not I should of 

Subject verb agreement. Making sure the verb form is either singular or 

plural in accordance with the noun in the phrase e.g. the crowd is 

getting noisy not the crowd are getting noisy 

Split infinitives. Placing adjectives between to and the rest of the verb 

e.g. to boldly go. This should be to go boldly or boldly to go. 

 

 

 

 

 


