Written English Feedback Sheet - Starter Level
The items on this sheet relate to items in Writing for University Courses.

Note. This covers the basics for writing to be understood at university and is appropriate for students new to courses).

	Main Rules of Written English
	Fine
	Needs improvement

	Is it clear where sentences start and end?
	
	

	Do sentences each have a main verb?
	
	

	Do the main verbs agree with their subjects?
	
	

	Have consistent tenses been used?
	
	

	Has active, passive and 3rd person been used appropriately for the subject/piece of work, and correctly?
	
	

	Punctuation (see the attached Punctuation Prompt - Starter Level for uses of these marks)
	
	

	Are the following used correctly

· full stops?
· question marks?
· commas?
· colons?
· punctuation in lists?
· apostrophes to show possession?
· apostrophes in its and it's?
· quotation marks or inverted commas?
· brackets?
· hyphens?
· slashes?
	
	

	Have these been avoided where they are inappropriate

- exclamation marks?
- shortened forms of words like can't or don't ?
	
	

	Use of Words
	
	

	Are words spelt correctly, e.g.:

- words which sound the same but are spelt differently?
- UK (not American) English spelling?
	
	

	Have words been used correctly (e.g. specialised or technical words)?
	
	

	Have these been avoided:
- slang?

- swear words or offensive words?

- shortened forms of words (eg as in texting)?
	
	

	Has inclusive language been used to allow for:
- gender?

- ethnicity/cultural differences?

- disability?

- age?
	
	


You can access Writing for University Courses (http://universitywriting.shu.ac.uk) by going to the Student Home Page and clicking on Key Skills.
Punctuation Prompt - Starter Level
These are the uses of punctuation marks covered by the Starter Level in Writing for University Courses. 

	Full stop
· to end sentences

· in abbreviations

· in references

· in URLs or email addresses.

	Question mark - to end a direct question.

	Exclamation mark - not appropriate for some academic subjects/types of work.

	Comma:
· to show where parts of a sentence are linked

· to separate off a section of a sentence

· to show which words in a sentence belong together in a group

· in references.

	Colon - in titles of books, films etc. 

	Punctuation in lists of items - either:
· a colon before the list, then a semicolon between the items in the list, without using joining words (eg and)

· the items separated by commas with a joining word (eg and) without a comma between the last two items.

	Apostrophe:

·  to show possession: before the s for a singular word; after s for plurals ending in s (eg dogs'); where a plural does not end in s, before the s (eg children's)

· it's means it is
· its means of it
· avoid (for formal academic work) in shortened forms of words like can't or don't .

	Quotation marks or inverted commas:
· to show the exact words used by others

· to enclose any titles.
· consistent use of single or double quotation marks or inverted commas.

	Brackets:
· to show words which are additional

· correctly in references

· punctuation belonging to words in the brackets should be inside the brackets.

	Hyphen:
· to join two words to make one word (where appropriate)
· between two numbers to show a range (1 - 10, from 1 to 10).

	Slash - in URLs.


You can access Writing for University Courses (http://universitywriting.shu.ac.uk) by going to the Student Home Page and clicking on Key Skills.
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