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PUNCTUATION
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	To write engagingly, you need to know how to use punctuation appropriately.  Here are some principles to follow when using

· Commas
· Semi-colons
· Colons
· Apostrophes
· Brackets and em dashes

Which of the following 5 principles do you believe most people breach?  Which of the following 5 principles are you most likely to breach.





	Principles on punctuation

	Commas should be used in three circumstances only. First, use commas to separate items in a list or series, such as “My favourite foods are pizzas, chips, and alfalfa”

	Second, use commas to surround phrases that could be deleted or shifted to another location, such as “Research shows that people, when they feel sad, can detect dishonesty more effectively”

	Third, use commas to separate independent clauses—phrases that could be complete sentences, such as “The man drank from a cup,  but the woman drank from a glass”

	Semicolons should be used to separate closely related, independent clauses, such as “The man drank from a cup; the woman drank from a glass”

	Use semicolons to separate items in list in which one or more of these items entails a comma, such as “My favourite foods are hot, greasy pizza; salty chips; and alfalfa”.

	Colons can be used before lists, such as “I like three foods: pizzas, chips, and alfalfa”.  However, if the sentence is grammatical without this punctuation, exclude the colon.  

	Use colons before words or phrases that clarify or illustrate a previous argument.  The colon implies you are just about to explain or illustrate the previous words, such as “I have dedicated my life to one pursuit: writing”.

	Possessive apostrophes.  Use apostrophes to indicate the object possesses the subject, like “zebra’s enclosure 

	If the object is plural—for example, if many zebras share this enclosure—place the apostrophe after the s, like “zebras’ enclosure”.  One exception is if the plural is irregular and does not end in an s, such as “children’s enclosure” or “the people’s court”. 

	Another complication is, if the singular noun ends in one s, drop the s after the apostrophe, such as “Moses’ tablet”.

	Brackets should be used sparingly: Material that is not important should be deleted.

	Important material can be embedded within the sentence, surrounded by long dashes—such as this example—or with commas

	These long dashes do not correspond to a specific key.  Instead, to generate these long dashes, called em dashes, type two hyphens with no spaces on either side




To practice these principles, improve the punctuation in the following sentences.  The answers are presented afterwards.

	Unsuitable punctuation

	The strong brawny man cried during the movie

	The brawny, man cried during the movie

	The koala which is not a member of the bear family often seems lonely 

	The koala, which is not a member of the bear family, often seems lonely

	The koala, is a marsupial, with sharp claws

	Marsupials can be vicious.  Wombats however can head butt people.  

	Research shows that people during upsetting moments can detect dishonesty more effectively

	The man drank from a cup and the woman drank from a glass

	The man lifted the cup, and the saucer.  

	The man drank from a cup, the woman drank from a glass

	My favourite foods are pizzas; chips; and alfalfa

	My favourite foods are: pizzas chips and alfalfa

	I have dedicated my life to one pursuit, writing




	Suitable punctuation

	The strong, brawny man cried during the movie

	The brawny man cried during the movie

	The koala, which is not a member of the bear family, often seems lonely

	The koala is a marsupial with sharp claws

	Marsupials can be vicious.  Wombats, however, can head butt people.  

	Research shows that people, during upsetting moments, can detect dishonesty more effectively

	The man drank from a cup, and the woman drank from a glass

	The man lifted the cup and the saucer.  

	The man drank from a cup; the woman drank from a glass

	The man lifted the cup and the saucer.  

	The man drank from a cup; the woman drank from a glass

	My favourite foods are pizzas, chips, and alfalfa.  

	My favourite foods are pizzas, chips, and alfalfa
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