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Skill Area 2 – Proof-reading

This skill area covers the following skills in Part A and relates to Communications 2.3 in Part B:

Students need to be able to:

Make meaning clear by writing, proof-reading and re-drafting documents so that:

· words used most often are spelled correctly;
· complex sentences are formed correctly (e.g. use of ‘but’, ‘then’, ‘because’;  consistent use of tense) and organise into paragraphs where appropriate;
· punctuation is accurate (e.g. use of commas, apostrophes, inverted commas).
Proof-reading
Proof-reading means checking text in detail for errors.  It isn’t a natural skill.  It is attained by practice.  The other thing to remember is, the better your spelling, the better your proof-reading.  After all, how can you find errors if you can’t spell them in the first place!

Types of errors

· Spelling - words students know quite well but they've made a careless mistake on.
· Punctuation – especially in the following instances.
· Using commas instead of full stops.
· “Thanks for your help, Can you come back on Monday?”

· “ We are open 24 hours,  We look forward to seeing you.”

· “We bought his album,  It was very good.”

· Mistakes with apostrophes.
· “its” instead of “it’s”

· “your” instead of “you’re”

· “wont” instead of “won’t”

· Using the wrong word.
· "there" instead of "their" 

· Writing "alot" when you really mean "a lot" (there's no such word as "alot"!).
· “draw” instead of “drawer”

Later, we will go into how to improve your spelling and punctuation, but first, how to improve proof-reading.

Try this exercise first:

Count the number of ‘f’’s in the following

FINISHED FILES ARE THE RESULT OF YEARS OF SCIENTIFIC STUDY COMBINED WITH THE EXPERIENCE OF YEARS.

So, how many are there? The answer is given in the Answers to practice questions section at the end of this document.
Improve your proof-reading

· Develop a healthy sense of doubt. If there are types of errors you know you tend to make, double check for those. 

· Read very slowly. If possible, read out loud. Read one word at a time and you're more likely to spot errors.
· Try whispering the words to yourself at first. After you've tried this a few times, do it completely silently. 

· Read what is actually on the page, not what you think is there (this is very difficult to do, particularly if you wrote what you are reading). 

· Look especially for your own "bogy words" - errors that you make regularly. 

· Proof-read more than once. If possible, work with someone else – you read, they check or vice versa.

· If you have time, write the data one day, and proof-read it the next

· Anything you're not sure about, use a dictionary.


Slowing down or reading out loud

When you read normally, you often see only the ‘shell’ of words - the first and last few letters, perhaps. You ‘fix your eyes’ on the print only three or four times per line, or less. The average reader can only take in six letters accurately in one go. This means you have to fix your eyes on almost every word you have written and do it twice in longer words, in order to proof-read accurately. You have to look at the word, not slide over it.

Unconscious mistakes are easy to make. It helps to read out loud, because;
1) you are forced to slow down;
2) you hear what you are reading as well as see it, so you are using two senses; 
3) it is often possible to hear a mistake, such as an omitted or repeated word that you have not seen.
Remember that it is twice as hard to detect mistakes in your own work as in someone else's!
Example 1

I see that your have taken the last fence post and put it on the garden fire.  When can you furnish the job

Where the errors are:

I see that your have taken the last fence post and put it on the garden fire.  When can you furnish the job_  
What it should look like:

I see that you have taken the last fence post and put it on the garden fire.  When can you finish the job?

Example 2

Look at the following and find 8 errors.

Did somebody tell you practice made perfect? Thats only if your practicing it right. Each time you spell a word wrong, you're 'practicing' the wrong spelling. So, if your not shore how to spell the word, find out, *then* practise that spelling. Keep an ongoing notebook of works, so you've got your own personnel dictionary and you can see your progress. Start small, thought! 

Errors:

Did somebody tell you practice made perfect? Thats only if your practising it right. Each time you spell a word wrong, you're 'practising' the wrong spelling. So, if your not shore how to spell the word, find out, *then* practise that spelling. Keep an ongoing notebook of works, so you've got your own personnel dictionary and you can see your progress. Start small, thought! 

Correct copy

Did somebody tell you practice makes perfect? That's only if you're practising it right. Each time you spell a word wrong, you're 'practising' the wrong spelling. So, if you're not sure how to spell the word, find out, then practise that spelling. Keep an ongoing notebook of words, so you've got your own personal dictionary and you can see your progress. Start small, though!

Now it’s the students’ turn.

Exercise

Get students to read this … out loud if possible!  Now ask them to write it again with the correct spelling.

	Aoccdrnig to rsceearh at an Elingsh uinervtisy, it deosn't mttaer in waht oredr the ltteers in a wrod are, the olny iprmoetnt tihng is that the frist and lsat ltteer are in the rghit pclae. 

The rset can be a toatl mses and you can sitll raed it wouthit a porbelm. 

Tihs is bcuseae we do not raed ervey lteter by it slef but the wrod as a wlohe. 



Thanks to Joke Elson for this: Basic Skills, Alton College, Hampshire

The top 20 miss-spelt words

To start your spelling practice you could try to learn the following top 20 miss-spelt words, as detailed in the Sunday Times in 1992 (the list may have changed since then).

	Courtesy of the Sunday Times in 1992:

1. Practise (to)

2. Withhold

3. Occurred

4. Innovative

5. Benefited

6. Principle (belief)

7. Incur

8. Grievance

9. Concede

10. Transferred

11. Competent

12. Calendar

13. Warranty

14. Acquire

15. Liaise

16. Truly

17. Expedite

18. Discrete (separate)

19. Affect

20. Accommodation




Five tips on how to improve your spelling

In the meantime, practicing your spelling is the only real answer to improving it.

1. Practise, practise, practise.  If you really want to improve your spelling, you really have to practise.  It’s like proof- reading – you aren’t born with the ability, you have to work on it in order to improve.  That’s why spelling tests and drills are generally part of a child’s early education.

2. Don't try to learn all the words at once. Even if you learn them all in one go, practise them a few at a time. Find out what works best for you - it may be one or two words or as many as three or four. Then, add another word to your list, or start on different ones. Each time you learn another word, go back and practise the ones you learned before it.

3. Review.  If you already know some of the words on your list, practise them once or twice each before you start tackling the ones you don't know yet. It's a good confidence booster. 

4. Practise spelling.  There are lots of ways to go from guessing to knowing what to write down on a test, AND spelling words correctly when you're writing sentences and paragraphs. You want to train your hands to write the correct letters in the right order when you think a certain word. 

5. Use the words you've practised. Have a list of words you're learning in a notebook, and you can look them up to make sure you're spelling them correctly. Besides, using them is practicing them. 

Improve your spelling, punctuation and sentence formation – helpful websites

Now go back to Skill Area 1.2 and have another look at the section on Vocabulary.  You will also find it helpful to go to the following areas.  Click on the links:

BBC Skillswise - Spelling
[http://www.bbc.co.uk/skillswise/words/spelling/]
BBC Skillswise - Grammar
[http://www.bbc.co.uk/skillswise/words/grammar/]
Sussex University Philosophy - Punctuation
[http://www.sussex.ac.uk/philosophy/1-3-10-6.html]
Buzzin - Learning Made Easy - Tone of words
BBC Skillswise - Types of text
[http://www.bbc.co.uk/skillswise/words/reading/typesoftext/index.shtml]
Although the following link is aimed at smaller children, some students may find it helpful:

Spark Island - How to Spell
[http://www.sparkisland.com/public/articles/howtospelling/parent.html]
Practice – Improve your proof-reading

Tutors can print out the following questions to give to students so that they can practise their proof-reading skills.

If students use a computer to work on these, the temptation would be to use the spell-checker.  Therefore, it would be of more benefit if they check them manually.
Practice question 1

Read the following introduction to a story and highlight the three incorrect spellings.

	It was an extremely cold day. Everyone was in black. The cars were black to. Their were people standing like statues, positioned in groups, waiting for the coffin. Crows where flying in the sky. It was an unnaturally sombre occasion.




Practice questions 2

Punctuate the following sentences with apostrophes according to the rules for using the apostrophe. 

	1. Sheilas ‘39 Austin 10 Cambridge is her proudest possession.

2. The dogs bark was far worse than its bite.

3. Theyre not afraid to go ahead with the plans, though the choice is not theirs.

4. The man whose face was tan said that he had spent his two weeks holiday in the South of France.

5. My address has three 7s, and Tims phone number has four 2s.

6. Its such a beautiful day that Ive decided to take a sun bath.

7. The rabbit had its right foreleg caught securely in the traps jaws.

8. Didnt he say when he would arrive at Joke and Vics house?

9. Our neighbours car is an old Ford Prefect and its just about to fall apart.

10. In three weeks time we'll have to begin college again.

11. Didnt you hear that theyre leaving tomorrow?

12. Whos the partys candidate for mayor this year?

13. The moons rays shone feebly on the path, and I heard the insects'chirpings and whistlings.

14. I found myself constantly putting two cs in the word process.

15. She said the watch Jack found was hers, but she couldnt identify the manufacturers name on it.

16. Little girls clothing is on the first floor, and the mens department is on the second.

17. Whenever I think of the stories I read as a child, I remember Cinderellas glass slipper and Snow Whites wicked stepmother.

18. We claimed the picnic table was ours, but the Smiths'children looked so disappointed that we found another spot.

19. Its important that the kitten learns to find its way home.

20. She did not hear her childrens cries.




Practice questions 3

Add commas to the following sentences to ensure they make sense:

	1. Duncan was also smiling but his was an apologetic smile.

2. He parked up stood and walked briskly to Room 74.

3. The vehicle was full of tourists mostly in pairs or family groups talking and laughing some moaning about the flight a baby crying and a child chattering excitedly.

4. She got up walked over to Johanna and hugged her hunched shoulders.  

5. The little village renowned for its fine strawberry fields is alive with irrigation and manual watering.

6. On one shoulder I hitched the strap of a small black handbag and on the other the holdall.  

7. The evidence of mounting student debt with the worst off shouldering a disproportionate share of the burden will inflame controversy over plans to permit universities to introduce top-up fees.
8. Their bathing costumes are drenched with water their feet muddy from the field.

9. It had wooden handles brass bolsters and lining and an inlaid shield.
10. The trees formed a barrier probably to stop cars driving too close to a grassy sloping bank which fell abruptly from the carpark to the road below.  

11. Suddenly as I stared into the distance I felt strangely alone melancholy and disconsolate.  
12. In order to access our fuel search simply register your name and email address.
13. She took off her shoes jumped into the water grabbed the bundle and heaved it into the boat.

14. And now almost sixty years after its grand opening in 1935 that very same beauty salon has been restored
15. He grabs his jacket and car keys puts his mobile phone in his pocket and drives to the local pub.

16. This forced the switch rail to move to the right leaving little room for the train's wheels making a derailment almost inevitable.

17. However to ensure that these have cleared in the USA please present this cheque on or after 8 December.
18. Thinking herself alone she opened the letter.
19. Born in Krakow Poland in 1870 32-year-old Helena Rubinstein who had studied medicine and dermatology emigrated to Australia where she opened her first shop.
20. Since the drug usually lacks colour odour and taste and dissolves quickly a victim can ingest it unknowingly.


Practice questions 4

The following list contains words that are all incorrectly spelt.  Have a go at correcting them in the space provided. 

	1. Practice (to)   ……..…………………………………………………………..

2. Withhole  ………………….…………………………………………………..

3. Occured  …………………………..…………………………………………..

4. Inovative  ………………………………….…………………………………..

5. Benefitted  ……………………………………………………………………..

6. Principal (belief) …………………………………..…………………………..

7. Incurr …………………………………………………………….……………..

8. Grevance  ……………………………………………………………….……..

9. Conceede  ……………………………………………………………………..

10. Transffered  ……………………………………………………………………

11. Competant  …………………………………………………………………….

12. Calender  ………………………………………………………………………

13. Warantee  ………………………………………………………………………

14. Akwuire  ………………………………………………………………………..

15. Liase  ……………………………………………………………………………

16. Trulie  ……………………………………………………………………………

17. Expedit  …………………………………………………………………………

18. Discreete (separate) …………………………………………………………..

19. Afect  ………………….………….……………………………………………..

20. Acomodation  …………………………………………………………………..




Answers to practice questions

Answer to ‘Try this!’

Count the number of ‘f’’s in the following

FINISHED FILES ARE THE RESULT OF YEARS OF SCIENTIFIC STUDY COMBINED WITH THE EXPERIENCE OF YEARS.

There are 6. Many people only manage to find 3 the first time they read it.  If you found 6, well done!

Answers to practice question 1

	It was an extremely cold day. Everyone was in black. The cars were black too. There were people standing like statues, positioned in groups, waiting for the coffin. Crows were flying in the sky. It was an unnaturally sombre occasion.


Answers to practice questions 2

	1. Sheila's ’39 Austin 10 Cambridge is her proudest possession.

2. The dog's bark was far worse than its bite.

3. They're not afraid to go ahead with the plans, though the choice is not theirs.

4. The man whose face was tan said that he had spent his two weeks' holiday in the South of France.

5. My address has three 7s, and Tim's phone number has four 2s.

6. It's such a beautiful day that I've decided to take a sun bath.

7. The rabbit had its right foreleg caught securely in the trap's jaws.

8. Didn't he say when he would arrive at Joke and Vic’s house?

9. Our neighbour's car is an old Ford Prefect and it's just about to fall apart.

10. In three weeks' time we'll have to begin college again.

11. Didn't you hear that they're leaving tomorrow?

12. Who's the party's candidate for mayor this year?

13. The moon's rays shone feebly on the path, and I heard the insects' chirpings and whistlings.

14. I found myself constantly putting two c's in the word process.

15. She said the watch Jack found was hers, but she couldn't identify the manufacturer's name on it.

16. Little girls' clothing is on the first floor, and the men's department is on the second.

17. Whenever I think of the stories I read as a child, I remember Cinderella's glass slipper and Snow White's wicked stepmother.

18. We claimed the picnic table was ours, but the Smiths' children looked so disappointed that we found another spot.

19. It's important that the kitten learns to find its way home.

20. She did not hear her children's cries.


Answers to practice questions 3

	1. Duncan was also smiling, but his was an apologetic smile.

2. He parked up, stood, and walked briskly to Room 74.

3. The vehicle was full of tourists, mostly in pairs or family groups, talking and laughing, some moaning about the flight, a baby crying and a child chattering excitedly.

4. She got up, walked over to Johanna and hugged her hunched shoulders.  

5. The little village, renowned for its fine strawberry fields, is alive with irrigation and manual watering.

6. On one shoulder I hitched the strap of a small, black handbag; and on the other, the holdall.  

7. The evidence of mounting student debt, with the worst off shouldering a disproportionate share of the burden, will inflame controversy over plans to permit universities to introduce top-up fees.
8. Their bathing costumes are drenched with water, their feet muddy from the field.

9. It had wooden handles, brass bolsters and lining, and an inlaid shield.
10. The trees formed a barrier, probably to stop cars driving too close to a grassy, sloping bank, which fell abruptly from the carpark to the road below.  

11. Suddenly, as I stared into the distance, I felt strangely alone, melancholy and disconsolate.  
12. In order to access our fuel search, simply register your name and email address.
13. She took off her shoes, jumped into the water, grabbed the bundle and heaved it into the boat.

14. And now, almost sixty years after its grand opening in 1935, that very same beauty salon has been restored
15. He grabs his jacket and car keys, puts his mobile phone in his pocket, and drives to the local pub.

16. This forced the switch rail to move to the right, leaving little room for the train's wheels making a derailment almost inevitable.
17. However, to ensure that these have cleared in the USA, please present this cheque on or after 8 December.
18. Thinking herself alone, she opened the letter.
19. Born in Krakow, Poland in 1870, 32-year-old Helena Rubinstein, who had studied medicine and dermatology, emigrated to Australia where she opened her first shop.
20. Since the drug usually lacks colour, odour, and taste and dissolves quickly, a victim can ingest it unknowingly.


Answers to practice questions 4

	1. Practise (to)

2. Withhold

3. Occurred

4. Innovative

5. Benefited

6. Principle (belief)

7. Incur

8. Grievance

9. Concede

10. Transferred

11. Competent

12. Calendar

13. Warranty

14. Acquire

15. Liaise

16. Truly

17. Expedite

18. Discrete (separate)

19. Affect

20. Accommodation
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