Proof reading
Why? 

· To correct mistakes

· To make sure the reader understands what you meant

· To get the best marks possible

How?

· Come to it ‘fresh’. Leave a while between writing it and checking it

· Read it out loud (or ‘out loud in your head’)
· Do it more than once – read first to see if it makes sense. Then read again for grammar mistakes and again for spelling mistakes and again for punctuation mistakes 

· Concentrate on your ‘favourite mistakes’ (have a checklist handy)

· Ask someone to check it for you

· Use the computer spellchecker (but watch out for homophones)
Proof reading checklist - things to look out for

Before doing this, check to see if your writing is logical and makes sense.
· Is there a clear topic sentence (usually at the beginning)?

· Do the sentences which follow develop the idea?

· Have you started a new paragraph for a new idea?

· Do you move from the general to the specific?

· Have you made sure that your ideas don’t contradict each other?

· Have you given your reader all the information they need to understand your thinking?

· Have you supported your opinions with evidence and statistics where possible?

· Have you used clear, short sentences and avoided waffle?
	PROBLEM AREA
	EXAMPLE
	TICK IF IT APPLIES TO YOU

	Grammar
	
	

	Double negatives
	They hadn’t got no idea.
	

	‘of’ instead of ‘have’ with would, should, could, will, may etc
	You shouldn’t of said that.
	

	Inconsistent tenses
	I observed a little boy with learning difficulties. He has a Learning Support Assistant who helped him in class.
	

	Subject and verb don’t agree
	He weren’t there when I arrived.
	

	Incomplete sentences
	The ways in which my work experience could have been better.
	

	
	
	

	
	
	

	Punctuation
	
	

	Missing capitals
	i met him last wednesday in padstow  
	

	Apostrophe problems
	You wo’nt believe me when I tell you how many student’s have problems with apostrophes. My minds made up. The apostrophes uses are only two but everyone seems to have problems’ with it.
	

	Comma splice (using commas to hold different sentences together) 
	I woke up this morning, it was a lovely day, I had a shower, got dressed and went to the kitchen, I ate my breakfast and then went to work.
	

	
	
	

	
	
	

	Spelling
	
	

	Two words as one
	alot
	

	Double letter confusion
	diferent, proffesional, ammount, benefitting, forgeting    
	

	Getting letters the wrong way around
	freind, becuase, neice 
	

	Missing out letters
	disvantage, choclate, intresting, Wensday, casle
	

	Adding extra letters
	intenation, amuseing, dictactor 
	

	Homophone confusion
	There parents are over their. 
I’m not going too Spain because the whether is to hot.
	

	
	
	

	
	
	

	
	
	


If you are writing letters, remember that ‘Dear Sir or Madam’ always ends in ‘Yours faithfully’ whilst ‘Dear Mrs Brown’ always ends in ‘Yours sincerely’.

Use the table on the next page to note your ‘favourite’ mistakes. Add to them over time and then keep these checklists handy when you proof read.
	FAVOURITE MISTAKES
	CORRECTION

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	








