
. Before direct speech (some writers have replaced this with a
colon or just open the inverted commas – this is not correct
English).
The lecturer said, “The assignments are due this Friday”.

Colons:

1. To introduce lists (make sure the colon is preceded by a

‘summing up’ word or phrase).

The class raised the following objections: inconvenience, little time to

prepare, unfair assessment criteria.

2. To introduce the logical consequence or effect of a fact

stated before.

Only one conclusion could be drawn: the research results had not

been accurate.

Semi-colons:
1. To join two sentences very closely related in meaning.

The student was competent and conscientious; he deserved the

grade he was awarded.

The department is holding an Induction Day; 150 students are

expected to attend.

Hyphens:
1. To combine two or more words to form a single adjective.

The text was written by a well-known author

2. Used with compound numbers.

The text had fifty-six pages

3. Used to divide words at the end of a line if necessary (make

the break only between syllables).
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Main Grammatical Errors in

Students’ writing

Apostrophe-one of the most misused punctuation
marks
1. Indicate omission of a letter from a word to shorten it.
Don’t (do not) wasn’t (was not) could’ve (could have). Abbreviations
should not be used in academic writing.

2. Indicates possession in a singular noun.
John’s computer (the computer belonging to John)
The girl’s bike (one girl)
The cat’s whiskers (one cat)
The company’s policy (one company)

3. Indicates possession in a plural noun ending in s
The girls’ bike (more than one girl)
The cats’ whiskers (more than one cat)
The companies’ policies (more than one company)

4. Indicates possession in a plural noun not ending in s
The women’s department
The children’s playground
The men’s room

“There is nothing to writing. All you do is sit down at a

typewriter and bleed.” Ernest Hemingway

Commas:
1. To divide items into lists but not needed before the and at the end.

The colour of the Irish flag is green, white and gold.

Use commas to separate independent clauses when they are joined by any of
these seven conjunctions: and, but, for, or, nor, so and yet.

2. For joining complete sentences joined together using

conjunctions ‘but’, ‘and’, ‘so’, ‘while’, ‘yet’.

I thought the lecture was at two o’clock, but it had been changed

to two thirty.

The results of the blood test were negative, so she is

undergoing further tests.

3. When a phrase explains/supports the other

(appositive/noun phrase that renames the noun beside it)

and interruptions.

Mrs Ward, the Head of Department, was at the meeting.

The Head of School, John Smyth, was at the meeting.

They were aware, by the way, of the assignment deadline.

This semester, surprisingly, we only have four CAs.

4. After clauses beginning with Although, Unless, As,
Before, Since, Whether, Because, Once, If, After
(Subordinate Adverbial Clauses – they cannot stand alone).
Although they didn’t work well together, they successfully
completed the assignment.
If you finish before the deadline, we will be able to go to the
cinema.
Before they wrote up the results, they carried out extensive
research.

5.You should avoid joining two sentences with however,

nevertheless, therefore, moreover, similarly, in contrast, in

addition, in other words, furthermore, hence (conjunctive

adverbs). Start a new sentence and place a comma after

the adverb.

Jane completed her assignment in three weeks. However, it
took me two months to complete mine.
The lecture had been cancelled. Therefore, I used the time to

study in the library.


