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More tips, activities and 
resources available in 
The Grammar Book, by  
Zoë and Timothy Paramour. 

  When should I use apostrophes? 

1 Apostrophes are used to indicate possession.  
e.g. the boy’s coat

2 Apostrophes are used to indicate contraction. 
e.g. don’t instead of do not; she’s instead of she is 

Turn to page 78 for more information! 

Teaching idea: Write words that can be 
converted into their contracted forms (e.g. should 
not) up on the board and set a timer. Challenge 
your pupils to write the contracted versions on a 
mini whiteboard before the timer runs out. 

  How do I use semi-colons? 

1 Semi-colons are used to link main clauses that are 
closely related and can be considered as one sentence.  

e.g. There was a storm last night; the grass is wet.

2 Semi-colons can also be used to separate items in a 
list, often to avoid confusion when the items being 
listed contain commas. 

e.g. We have divided you into three teams: Natalie, 
Chris and Jason are in Team 1; Edith, Karen 
and Manish are in Team 2; and Ewan, Kelly and 
Rumaysa are in Team 3.

Turn to page 136 for more information! 

Teaching idea: Provide your pupils with a  
variety of compound sentences and ask them   
to add the semi-colons. 

  How do I use colons? 

1 Colons can introduce a list. 
e.g. Three other countries border Finland: Norway, 
Sweden and Russia.

2 Colons can introduce a quotation.
e.g. As Ludwig Wittgenstein once said: ‘If a lion 
could speak, we would not understand him.’ 

3 Colons can be used to separate two parts of a 
sentence where the second part explains or 
elaborates on the first. 

e.g. There are two things I won’t tolerate around 
here: selfishness and laziness.

Teaching idea: For KS1 set up a shop and get your 
pupils to write lists of the things they want to buy.

e.g. I would buy: colouring pencils, a glue stick  
and two rubbers.

For KS2 ask your pupils to match quotes to famous 
historical figures and then write out the sentences.

e.g. Muhammad Ali famously said: ‘Don’t count 
the days, make the days count.’ 

Turn to page 136 for more information! 

  When should I use hyphens? 

1 Hyphens are used to make two words into one. 
Hyphens can help to make your meaning clearer. 

For example, for compound modifiers.
e.g. long-established

For example, for compound nouns. 
e.g. jack-in-the-box 

2 Hyphens are often used after prefixes that end with 
the same letter as the root word they precede.

e.g. co-ordinate 

3 Hyphens can be used to separate two parts of a word 
when you run out of space at the end of a line. 

Turn to page 18 for more information! 

Teaching idea: Ask your pupils to use a list of 
words to generate compound adjectives and write 
them out with the hyphen. An example list could 
be  'Well, Liked, Cold, Blooded, Warm, Hearted'.

  What are commas actually for?

Commas offset one part of a sentence from another.  
They can be used for several functions: 

1 Commas can be used to separate items in a list.  
e.g. The United Kingdom comprises England, 
Scotland, Wales and Northern Ireland.

2 Commas can be used to separate subordinate clauses, 
phrases and individual words placed before the  
main clause. 

e.g. When he’d finished his homework, Oliver went 
to bed.

3 Commas can be used when we embed a word, a 
phrase or a subordinate clause within a main clause. 

e.g. The shop, sadly, has had to close.

4 Commas can be used to introduce quotations and 
direct speech. 

e.g. In the first scene of Shakespeare’s Twelfth 
Night, Duke Orsino says, ‘Music is the food of love.’

5 We use commas to indicate that a clause or phrase is 
directed at a particular person, object or group. 

e.g. Show me your homework please, Tomasz. 

Turn to page 127 for more information! 

Teaching idea: Play the game ‘I went to the 
supermarket’, including commas. 
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A Helpful Guide to Punctuation Marks

Apostrophes  

Apostrophes have two 
completely different uses:

1.  showing the place of missing letters

e.g. I’m for I am

2.  showing ownership

e.g. Tim’s pen.

Colons  

1.  Colons can introduce a list. 

e.g. Three other countries 
border Finland: Norway, Sweden 
and Russia.

2.  Colons can introduce a quotation. 

e.g. As William Shakespeare once 
said: ‘Be not afraid of greatness.’ 

3.  Colons can be used to separate 
two parts of a sentence where the 
second part explains or builds on 
the first part of the sentence. 

e.g. They tidied the classroom: 
everyone helped.

Semi-colons  
Semi-colons are used to link 
main clauses that are closely 
related. 

e.g. There was a storm last night; 
the grass is wet.

2.  Semi-colons can also be used to 
separate items in a list. 

e.g. We have divided you into three 
teams: Natalie, Chris and Jason are 
in Team 1; Edith, Karen and Manish 
are in Team 2; and Ewan, Kelly and 
Rumaysa are in Team 3.

Commas  
Commas offset one part of  
a sentence from another. 

Here are some examples of commas 
being used: 

e.g. The United Kingdom comprises 
England, Scotland, Wales and 
Northern Ireland.

e.g. When he’d finished his 
homework, Oliver went to bed.

e.g. The shop, sadly, has had   
to close.

e.g. In the first scene of 
Shakespeare’s Twelfth Night,   
Duke Orsino says, ‘Music is the  
food of love.’

e.g. Show me your homework  
please, Tomasz.

Ellipses  

An ellipsis (three dots) can be 
used when the writer has left out 
something on purpose.  

e.g. She hoped they wouldn’t get 
much homework tonight…

Full stops  
A full stop indicates when   
a sentence ends. 

e.g. She had finished her homework.

Question marks  
Question marks are used at 
the end of questions. 

e.g. Is this correct?

Speech marks  
Speech marks show when 
someone is speaking. 

e.g. ‘Hello’, Mohan said,   
‘how are you?’

Exclamation marks  

1.  Exclamation marks can be  
used to show sentences that 
are funny or unexpected. 

e.g. Then Susan fell into the 
puddle with a loud splash! 

2.  Exclamation marks can be used 
with an exclamation sentence – 
which starts with 'what' or 'how'. 

e.g. What big teeth you   
have, Grandma!

Dashes  
Dashes can be used sometimes 
instead of semi-colons, colons or the 
three dots of an ellipsis.

e.g. This is going to be a wonderful 
day – I can’t wait to get started.

Hyphens   
Hyphens join words together so they 
become a single word. 

e.g. jack-in-the-box

Parentheses / 
Brackets   
Brackets (parentheses) 
include information in a sentence 
that is not essential to the main 
point. 

e.g. There are two ways to get 
out of the classroom: out of the 
window (not a good idea!) or out of 
the door.
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Everything you 
need to teach 

grammar at 
primary level.


