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    For Shiru, the younger.

      

    

To write an essay

Make it quite good I say

Plan and organize your ideas 

Then structure it well – my dears 

Revise its flow, structure

Then its grammar 

I write from real life. I am an unrepentant eavesdropper and a collector of stories. I record bits of overheard dialogue.


-  Chimamanda Ngozi Adichie





Ideas are like rabbits. You get a couple and learn how to handle them, and pretty soon you have a dozen.


-   John Steinbeck



––––––––
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For Shiru, the Younger 

Introduction  

Although essay writing is a crucial skill to acquire, there exists gaping gaps between the teaching of it in primary schools, secondary schools and colleges. The type of essay writing taught and emphasized on in primary schools – normally referred to as composition writing – differs greatly with later approaches. Often, the student has to relearn the skill. This gives the teacher – especially the language teacher - a daunting task indeed. The A to Z Basic Composition Skills and The A to Z Writing the Grade ‘A’ Essay aim to correct this. Both bridge composition writing in primary school with essay writing in high school to make learning of this skill a continuous process. 

The A to Z Writing the Grade ’A’ Essay in particular introduces a more practical approach to learning essay writing in high school. Essays are a crucial component of the high school curriculum in majority of the subjects. The essence is not only in writing good essays but also in training students to organize their thoughts before they communicate them. This makes communication between teachers and students easier, not to mention that between candidates and their examiners. In addition, the book teaches students a process of planning, writing and revising essays that ensures they do not miss any expected marks: they can even mark for themselves. 

This book also tries to link essay writing in high school with the same in colleges and universities. Many students find it difficult to cope in tertiary institutions because of poor essay writing skills. Many will find themselves referred during the first year or be forced to take supplementary exams because communication through the essay is a big challenge. They often have to learn the skill on their own. This book addresses this and much more. 

We must emphasize here that although this book primarily focuses on the needs of candidates and teachers of writing, it also forms a crucial initial step in any writer’s career. We know very well that great writers begin as essayists, then move on to short stories and finally to novellas and bigger novels. The essay writing skills taught here, especially for the narrative essays, form the nucleus upon which ideas for larger writing such as short stories and novels stem. After all, even when we write short stories, we begin by crystallizing the ideas, then planning the events as they will appear in order to get conflict and suspense right. A widening of these conflicts eventually gives birth to the novel. This means that this is the right place to start for any budding writer. 

Without a doubt, teachers and students will find this book crucial in preparing for exams and in learning to organize and present their thoughts logically both in high school and in tertiary institutions. In addition, budding writers will find it crucial in helping them to organize their thoughts, and then order them properly on paper. This is the basic skill in any kind of writing.

This book uses the template of the Kenya Certificate of Secondary Education exam – English 101/3 in which students write three essays in two and a half hours. If you are studying for a different exam, consider the time given and the number of questions and make the necessary adjustments.


❍  J P Lopez, August 2020.









ESSAY WRITING 

What is an essay?

An essay, in our context, can be defined as a short, formal piece of writing based on a given topic or subject.  We say in our context because, as you move to higher levels of learning, you will encounter other definitions and requirements of essays and essay writing that have evolved through time. The essays you write then will also be longer and more complex. An essay maybe an imaginary composition meant to entertain or it may be an organized discussion of facts known to both the essayist and his or her addressee. In addition, essays may be argumentative writing meant to convince the reader to see an issue from the writer’s point of view. At this level, your teachers, examiners and even other people outside the school setting will expect you to be in a position to discuss issues and do so in a formal way. When we write such a discussion, we formally call it an essay. 

The most common essays you are likely to write at this level include compositions in languages as well as other formal essays in other subjects. You may be required, for instance, to present answers in History or C.R.E in form of an essay. Indeed, in college, you will need to present all answers especially in social sciences, in essay form. In spite of this, colleges do not teach the skill of essay writing. They expect the student to have cultivated this skill earlier in life – at the primary level, and perfected it at the secondary level. You will therefore lose marks if your essays are wanting and you may be required to do your own research about this if you will not have perfected the art of essay writing already. 

For this reason, it is important to cultivate and learn essay-writing skills as early as possible so that the format of the essay, the language and other important aspects do not come in the way. Often, you may have the correct facts but still fail to communicate them if you do not know how to write an essay. Indeed, you should know the basics of essay writing by the time you join high school because language teachers will expect you to write good formal essays. It will save time if you can learn the basic facts in advance. All the same, most language teachers will teach you how to perfect the skills in the second and third years of high school. 

Importance of developing essay-writing skills

From what we have discussed already, the importance of developing essay writing as a skill may be self-revealing. However, there are other advantages of this skill.

	Good essay writing skills enable a writer to present ideas systematically. This means you should order your ideas well and that will make it easier for your reader to follow. In short, good essay writing skills make communication easier.

	There will be marks awarded for essay writing itself even at this stage. Apart from your examiner checking for the points that answer the question, s/he will also check the format of the essay including introduction, body and conclusion as well as the language. These carry nearly half of the marks awarded to the whole essay.

	You will find that your work improves even in other subjects once you teach yourself a systematic way of presenting your information, whether you are doing this in C.R.E, History or Geography. In Biology, for example, language is a key component of writing – especially spelling. In addition, so is the presentation of answers. Essay writing helps here in that it makes the writer quite sensitive to the use of language as well as see the answers from the point of view of the reader.

	Essay writing skills are a basic requirement in college. This is the basic mode of communication. Your lecturers expect you not only to communicate properly but also to format your essays as expected. However, colleges do not teach this skill because your lecturers will expect you to have acquired the skill already. Many students find themselves struggling – even repeating the first year – because such things as essay writing bog them down. That is why you need to do so now. 

	Essays help a person develop a unique writing style, which can become quite beneficial later in life. 

	Essay writing helps you develop the art of logical thinking. This helps you in determining what is more important than the other, what should precede what etc. Well developed, this skill translates directly into how we communicate orally. It improves critical thinking, and arguably, changes one’s outlook to issues. If you intend to be a public speaker, a leader or a public figure one day, essay-writing skills is the first stage to teach you to organize your thoughts and present them logically. 


Types of Essays

There are quite a number of essays, which range from memoirs, autobiographies, synthesis to rhetorical essays. People who specialize in certain fields such as Literature, Rhetoric etc., will encounter these essays. For our purposes here, we would like to focus on those essays whose skills you should develop in high school. These include the essays, which examiners will require you to write for your languages exams – especially in English and Kiswahili. These are the types of essays written in KCSE English paper 3 – 101/3. This book intends to focus on the essays required for this exam – although those in Kiswahili take the same format. Even though these are our focus here, the emphasis is more on essay writing skills. We will use these essays here as guidelines. This means that the skills you develop should help you in organizing your work and in better communication in ALL subjects that require you to write essays – in secondary school and tertiary levels. Besides, the skills taught here will help you throughout your life. They are more about organizing your communication than being a focus on high school and the high school exam – or even the university. 

To go back to our current focus, the essays you need to write at this level include narrative, descriptive, discursive, expository essays - and the literary essay. We will examine each one of them later. 

Key Steps in Essay Writing

To write a good essay, a number of key steps are involved. You need to develop certain skills for each step. These steps include;

	Examining the question

	Timing your essay 

	Planning a draft of the answer on the question paper

	Writing out the essay

	Reviewing the essay 


Let us consider these steps one by one.

Examining the question 

Many people often fail to satisfy the requirements of a question or even fail to give the correct response, not because they do not know, but rather because a student will miss key elements of the question during the interpretation. For this reason, a good student needs to adopt a deliberate process that ensures that all the key things are recognized, deliberated upon and noted. He/she will then need to respond to them properly. To do this, adopt the following steps. 

	Read the instructions carefully and note;


	The number of questions you are required to answer

	Whether there are optional questions or not

	The time given for all the questions/the whole paper

	Calculate the time required for each question from the time for the paper and the questions you need to answer.

	Note how much time you need to plan, write out and review each essay.


	Read the question at least twice.  


	In the first reading, get to understand the general requirement of the question. 

	During the second reading, underline the key words – those words that guide you on how you should go about your essay e.g. the question word itself (if any) ‘what’, ‘which’, ‘when’ etc., how many points are required, how those points should be presented etc. Check to see whether the question asks you to outline, discuss, describe etc. Such words require different approaches. 


Timing your Essay

Every essay needs to be timed in terms of the time needed to write it (this may often be dictated by the time available), and the length of the essay (which may be determined by a limiting of the number of words or pages to be used). 

	Time


In thinking about the time required to write a comprehensive essay, it is necessary to put into account the time available and the number of questions you will tackle. In the KCSE 101/3 for example, the examiner requires you to tackle three questions in two and a half hours – 150 minutes. This means that there are fifty minutes available for each essay. Therefore, you should plan each of your essays in five minutes, write in forty minutes and review the essay in the five minutes. You should not rite any essay without planning and similarly, nor should you hand in any without a proper review. 

	Length 


For these particular essays (you are advised to follow the same format even for take-away essays), a little math should help us here to decide how long they should be. Note that the examiner will generally tell you the number of words (or pages for longer essays) within which you should communicate. This may change from year to year but you should be able to adjust your essay accordingly if you have had enough prior practice in essay writing. 

Traditionally, the examiner required that you communicate in an average of 450 words but lately, this has become erratic. As seen in recent exams, it is generally safe to assume that the number should range between 300 and 450. Therefore, we can work with the figure of 400 – and then you can adjust your planning and writing according to the actual number required in your own exam. Let us therefore work with the figure of 400 words.

Another thing we should consider first is the format of the essay in order to tell how







	Draft a short outline of the essay ensuring that there is an introduction, body and conclusion

	Check your draft against the question to ensure that you have the required number of points. This will depend on the marks awarded for the question and the general marking of the essay as already explained. If the examiner has asked for the presentation of a specific number of points, use this as your guide too. E.g., Discuss eight ways in which parents are cruel in controlling and disciplining their children. 

	Against the word ‘introduction’, put a dash, and then write out the key word or short phrase that will form the topic sentence of the introduction. Put another dash and write three or four words or short phrases that will form the basis of the sentences elaborating the key or topic sentence. Notice that the last sentence of the paragraph is not a new point; it is a clincher that refers back to the topic sentence. More often than not, it is a rephrasing of the topic sentence – but in an emphatic, concluding manner. 

	Divide your ‘Body’ into four paragraphs, then follow the same steps of the introduction; write one key word that captures what you intend to discuss in each paragraph. Put a dash, and then write three or four words that will form the basis of explanatory sentences that explain or illustrate the point identified.

	Do the same with the draft conclusion. This should be easy because a conclusion is a restatement of the introduction – it looks more or less like the concluding or clincher sentence of a paragraph. We will revisit this later. 

	Note that this draft is just a guide for your eyes only. You do not intend that someone else will read it. Therefore, to save time, you can write words and phrases in short. (Most people develop a code for such situations e.g. use of such shortened words as hosp for hospital, ch for child/children etc.)



	There was a loud bang on the door and when I opened it, I found my neighbor brandishing a machete.... (Continue the story)

	Discuss what the society can do to alleviate the continued suffering of old people.





































	A topic or theme sentence. A topic sentence is a general sentence that defines what the writer intends to discuss within a certain paragraph. With accomplished writers, a topic sentence can come at the beginning, middle or end of a paragraph. We would like to encourage you to make the topic sentence the first sentence of your paragraph until you have grown enough confidence in your writing. Topic sentences contain key words which signpost the succeeding sentences or from which they draw their basis. 





	Middle sentences. These sentences work to explain, elaborate or illustrate the idea or point made in the topic sentence. Their nature depends on the nature of the topic sentence itself as will be clear when we consider examples of essays.

	The clincher. A clincher gets its name from the fact that it emphasizes the point made in the topic sentence, often by paraphrasing it (rewriting it in different words). Its work is to wrap up the examples, arguments, explanations or illustrations made by the middle sentences by tying them to the topic sentence again. In short, it says, ‘See? I told you so!’




















	An introducing sentence, which becomes the topic sentence of that paragraph. Many people make the mistake of using the theme sentence/statement here, which gives them a headache as they grapple to come up with a clincher for the introductory paragraph.

	Several sentences that refer back to that topic sentence by explaining, giving examples or illustrations, etc. 

	A concluding sentence that;


	Closes that paragraph

	Introduces what the rest of the essay will explain.











































































































	Identify the connectors used in the two essays and show how appropriately the writer here uses them. 

	Identify other ways of cohesion and referencing and examine their appropriateness. Why is it more difficult to use connectors for the narrative than for the discursive essay?

	How well do succeeding sentences explain or result from the topic sentences used? How appropriate are the clinchers for the paragraphs? Which ones are the best and why?












































	The Narrative Essay

	The Descriptive Essay

	The Discursive Essay

	The Expository Essay







	The Narrative Essay



	Plot 



	The first paragraph introduces the plot or hints at it in the last sentence. This is by specifically showing what you will talk about in the narrative. (Consider the words ‘to begin the worst day of my life’ in THE DAY I’VE ALWAYS RUED above)

	The second paragraph develops the plot. The story itself begins here but the last sentence should try to suggest the intensification of the conflict.

	The third  and fourth paragraphs further intensity the conflicts through twists and turns

	The fifth paragraph climaxes the story by taking the conflict to its highest point, and then slows down through falling action.

	The sixth paragraphs ‘wraps up’ the narrative by showing how the story itself ends. It also shows the moral lesson through sentences such as, he learnt never to sneak into neighbors compounds again/since then, I always check the door before I retire to bed etc. it should also revert to the introduction by paraphrasing its message and therefore tie the entire essay together.


	Characters 



	A protagonist – this is the leading positive character in the narrative. He or she embodies the conflict and the moral of the narrative. The moral line also lies on the good things s/he does – which the writer praises and encourages – or the mistakes s/he makes – through which s/he and the audience learn. 


	The antagonist – this is the leading negative character in the narrative. He or she embodies the evil in the narrative and the writer uses this to teach against a certain tenet. Often, antagonists finally lose. The writer must show that they lose because of the negative element that their characters or traits exemplify. Note; 






	Conflict 




	The conflict must be resolved at the end of your narrative. Do not confuse conflict with suspense. Suspense is what urges the reader to go on reading; conflict is the problem that makes the writer to write in the first place. The writer presents its solution at the end.

	A short narrative needs only one conflict. A choice of multiple conflicts means that eventually, one or two will be left unresolved. This will ultimately lead to a skewed narrative. 


	Setting 



	Suspense – and a climax




	The Ending  







	They generally adopt the first person ‘I’ though the third person ‘He/She/It’ can be used

	Narratives rely on concrete sensory details that create effective images for their success. 

	Select your details carefully so that they support and enhance the action/plot.




	An examiner can start it for you and then ask you to continue and complete.

	An examiner can give you a heading or title (that is, an examiner can give you a heading on which to write).

	The examiner can give you an ending (the examiner asks you to write a narrative that ends that way). 

	The examiner can give you a proverb and ask you to write a narrative illustrating (the meaning of) that proverb.






























































	The question requires that the student realizes that the ending shows a lesson learnt by the narrator as a result of events that had happened before. The narrative can swing both ways;


	The events may have happened to the narrator, in which case the narrator is looking with regret at the person whose advice he had ignored.

	The person the narrator is looking at the end of the narrative; her look reminds the narrator of what she has gone through because of the choices she once made.


	The student should therefore opt between these two choices and tell a story in the past tense that demonstrates this lesson.

	The student can use a general introduction as shown elsewhere in this book, or dive straight into the past tense narrative as happens in this example. 






















































	The question expects the candidate to be aware of the meaning of this proverb; that one who has attempted a certain task and failed will not be as eager to try it again a second time – or even be eager to try new things. Thus, the question expects the candidate to;

	Write a narrative in the past tense where a character in the story, maybe even the writer him/herself, gets involved in an incident where he or she tries an event and fails/learns a bitter lesson (Once beaten).

	Because of the first incident, the writer gets a chance to do something else but is afraid to attempt it (Twice Shy) because of the effect of the first incident. Alternatively, because of this incident, the writer mends his/her ways and changes a certain behavior.













































	The opinion Essay 





	The ‘For’ or ‘Against’ Essay





	The ‘Problem-solving’ Essay







	Introduction  



	If it does, state your stand in the last sentence. E.g., ‘Whatever the arguments, child molestation is definitely wrong.’/As much as many people may not be ready for it, it is definitely time to accept that gender equality is here to stay. 

	If it does not, then conclude the introduction in a general way e.g. ’There are a number of ways in which child molestation can be seen.’/Gender equality will probably continue to be a controversial issue for a long time to come. 



	Body   




	Conclusion  



	State your stand here if the question requires you to do so.

	Reference the introduction so that the essay becomes cohesive. That means that you should revert to the introducing argument again – in synonyms or by paraphrase - so that the introduction and the conclusion are in harmony. 

	What will determine your conclusion is the presentation of the points in the body itself. You cannot state a ‘for’ stand if the bulk of your argument in the body goes against the grain.

	Examine the question, your introduction and the leaning of your points again so that in the conclusion, you leave no doubt as to what your stand is – if you are required to state a stand. 



































































































	Plot 



	Characters and characterization



	Theme(s) 





	Style  








	What you intend to do in the essay

	Which text you intend to base your argument on and 

	The author of that text




	Theme questions often present general questions about society, and then require you to use the literary text to argue out a certain observation or generality made about society in general. Consider; 






	Character questions often assume the general character of people in society, and then require you to pass judgement using one or more characters from a given text. Consider;











	The interpretation of this question hinges on the candidates understanding of the proverb on which the examiner bases the question. Where there is a will, there is a way meaning, determination will often overcome any obstacle on the way. The question requires the candidate to agree – validate, which means authenticate – with the observation that Nicole is persistent and determined.

	Note that the candidate is supposed to lean to one side – to show that the statement is true. 

	The question requires you to talk about Nicole’s persistence out of sheer will (where there is a will) which eventually crowns her with success (there is a way). You must look at both sides of the question in a balanced manner.

	To answer this question properly therefore, note four instances of Nicole’s persistence and discuss each in its own paragraph. The first part of each paragraph should discuss the persistence while the second part discusses how this leads to success.






















	The approach to the question is optional – you can agree or disagree but the strength of your position lies on the illustrations given. 

	Note that there are times when it looks like you have a choice when, in fact, you have little. Depending on the relationships in this play, the candidate may have little choice but to agree. However, s/he can also look at the opposing argument in one paragraph – that is, if s/he thinks that there are important things/issues that can fragment relationships apart from betrayal or if s/he thinks that betrayal is not necessarily a guarantee for family fragmentation.

	The question expects you to discuss several relationships – the word is used here in its plural form. Therefore, although the Helmer/Nora relationship is best suited to address this question, you will need to look at other relationships.

	A candidate who isn’t sure how to use other relationships to address this question can still look at several – at least four – elements of betrayal in the Helmer/Nora relationship and discuss how each element contributes to the fragmentation of this particular relationship. This, though, is walking a tight rope.






















	This question requires you to discuss the use of symbolism in telling a narrative. It is a style question. 

	It also requires you to give thought to the general use of symbolism as a style in narration, not merely look at its use in John Steinbeck’s The Pearl. This means that general statements about symbolism should introduce your points and its effect before they proceed to the particular illustrations drawn from John Steinbeck’s novella The pearl.

	The question requires you to examine a number of symbols – not one. You should pick four significant symbols used powerfully in the novella, and then discuss each in its own paragraph. 
































































	It is clear that this question expects you to discuss greed as a theme

	You should however examine greed generally and the way it affects the society (topic sentences) then use evidence from the text to support yourself. 


























































































































































































































































































































































































	The Apostrophe ( ‘ )



	Shorten years, e.g. ’02 instead of 2002. E.g.  





	Indicate omission of letters especially in contracted forms e.g. Where’s my lunch? instead of Where is my lunch?

	To show possession e.g. Mary’s backpack has been misplaced. 


	The Hyphen (-)  



	Joining words, especially nouns, to form compound words e.g. check-in, anti-racist, x-ray. 

	To form common expressions by joining a number of words into one. E.g. latter-day, stick-in-the-mud, 

	To form a new word – or new meaning – from two words that are not usually joined together. E.g. self-service, empty-handed, mother-in-law, sergeant-at-arms etc. 

	To show that a word has been clipped or shorted because it cannot fit the available space especially at the end of a sentence. 

	To write fractions in words e.g. three-quarters and to write numbers between 21 and 99 in words e.g. thirty-six, seventy-seven etc. 

	To join a Noun, Adjective or Adverb and a Present Participle (a present participle is an ‘–ing’ word) to form a new word that describes another word. E.g., The school administration has gone on a fact-finding mission. 

	With the prefixes ex-, self-, and all-. E.g. ex-president, ex-wife, self-revealing, self-evident, all-inclusive. 

	To for adjectives with the words high or low e.g. a low-flying aero plane, a high-interest loan







	The dash ( – ) 



	Set off a word in a sentence whose purpose is to add extra information, clarification etc. e.g. The purpose of the meeting – which nobody bothered to explain – was to elect new officials.  

	To introduce an emphasis to an earlier part of a sentence. E.g., I cannot sign that – I will never be part of this betrayal. /After ten years under a cruel boss, Jane decided on one thing – to start her own business. 

	To indicate sentence introductions or conclusions. E.g. Buses, matatus and motor cycles – these are what the city should deal with to get rid of traffic congestion./To improve your diet, you should cut down on unhealthy foods – fast food, ice cream, sodas and junk food. 

	To break up dialogue, especially to indicate hesitation, break in thought, someone else’s interruption etc. E.g.  










	Brackets () 



	Set off explanatory information that is not very essential to the meaning of a sentence and can thus be left out without affecting the grammar of the sentence. E.g., Joan (she is the new head nurse) has called a meeting today at four. 

	To enclose an afterthought to explain what follows it. E.g. The government has ordered all lecturers (mind you they are on strike) to give exams to all students. In this case, the bracketed information explains the foolishness of the government’s action. 







	The Colon (:) 



	To show that what comes after the colon explains the rest of the sentence. E.g., We had to abandon the game: the rain was too much. 

	To reveal, introduce, or direct attention to a list, a noun or noun phrase, a quotation, or an example/explanation. E.g., This books covers quite a number of topics in geography: tourism, relief, environmental degradation, soils and marine life.

	To join sentences in cases where the second sentence summarizes, sharpens, or explains the first one. E.g., It rained very heavily: nearly all the houses in the slum were swept away. 

	To express time, in titles, and as part of other writing rules. E.g. time -3:30 pm, the bible - John 3:16, in bibliographies – Lopez, Jorges P. (2018). Poetry: The elements of Poetry. Nairobi: Midas Touch Publications. To separate titles from subtitles – Christianity: Jesus and the New Age. In references in formal letters – RE: APPLICATION FOR A JOB. To indicate ratio – Mix the ingredients in the ration of 1:2. 



	Using a colon between a verb and its complement e.g. The best politicians are: those who deliver what they promise. (Wrong). To write correctly, simply omit the colon.

	Using a colon between a preposition and its object. E.g. My favorite clothes are: jeans, t-shirts, leggings, baseball caps and wind breakers. (Wrong). To write correctly, omit the colon. 

	Using colons with “such as,” “comprising,” “particularly,” and related phrases e.g. Students have a wide variety of study programs including: certificates, diplomas, degrees, masters and PhD. (Wrong) Again, to write correctly, omit the colon. 



	The semi colon (;)  



	Separating items in a list where those items already contain commas. Look at the following list;


	The old, tall, red building

	new, shiny, car garage

	large, busy, primary school








	To join two independent clauses (or sentences which can stand on their own) into one sentence but still retain the independence of each. These two clauses, however, need to share some meaning e.g. if they talk about the same thing.










	To mark the beginning of a sentence. E.g., Christmas comes but once a year. That is why I enjoy myself as much as I can. 

	At the beginning of proper nouns. E.g., Professor James Muniu will be giving a lecture at the University of Nairobi. / Dr. Chris Malema is a consultant at The Aga Khan Hospital./He’s gone on holiday to South Africa./What are your plans for New Year’s Day?/We meet again on Wednesday. 

	Use capitals with titles of books, magazines and newspapers, plays and music. E.g., The Daily Nation is and English language newspaper/Jimmy and the Ramshackle is a children’s novel by Georgina Penelopes. Notice that articles, conjunctions and prepositions in such titles are not capitalized. Only content words are. However, the definite article ‘the’ should be capitalized if it is the first item of the title. E.g. The Holy Bible, The Holy Koran, The Gospel of St. Matthew etc. 

	Titles of people when used before their names – but not after the name. E.g. President Uhuru Kenyatta opened the meeting but Uhuru Kenyatta, Kenya’s president, opened the meeting. NB: when such titles are used with the name to form a complete name (like in the Complimentary Close of a letter), the title should be capitalized. E.g. Janet Koikai Amakobe, Chairlady. /Muthoni Ngure, Pastor in Charge.

	At the beginning of quoted words in direct speech. E.g., My uncle said, “Come visit us during the school holiday.” but not at the beginning of the second part of a broken quote. E.g., “Come visit us during the holiday,” My uncle said, “and I’ll take you to the Mara game Reserve.”

	For the personal pronoun ‘I’ whether at the beginning or middle of a sentence. E.g., I have to do my homework. /Mary and I have been friends since our childhood.




	Pluralization  



	Most nouns will simply add ‘s’ to indicate plural. E.g., dog – dogs, boy – boys, chief – chiefs etc.

	Some nouns ending in ‘f’ and ‘fe’ change the ‘f’ to ‘v’ and add ‘es’. E.g. shelf – shelves, half – halves, wolf – wolves, knife – knives, wife – wives, life - lives etc. Notice that there exceptions e.g. roof - roofs, belief – beliefs, chef – chefs.

	singular noun ending in -s, -ss, -sh, -ch, -x, or -z, add -es e.g. bus – buses, boss – bosses, torch – torches, box – boxes, tax – taxes, 

	some singular nouns ending in -s or -z, require that you double the -s or -z prior to adding the –es e.g. gas – gasses

	Words ending in ‘y’ where the ‘y’ has a consonant before it drop the ‘y’ and add ‘ies’. E.g city – cities, party – parties. Where the ‘y’ has a vowel before it, simply add ‘s’ to form the plural e.g. boy – boys 

	Where the noun ends in ‘o’ add ‘es’ to form the plural. E.g. potato – potatoes, tomato – tomatoes. There are exceptions such as piano – pianos.

	Some nouns ending in ‘us’ drop the ‘us’ and add ‘i’. e.g. cactus – cacti 

	Some nouns ending in ‘on’ drop the ‘on’ and add ‘a’. e.g. criterion – criteria, phenomenon – phenomena 

	Some nouns remain the same in both the singular and the plural. e.g. sheep – sheep, deer – deer, series – series

	Many irregular (meaning they do not follow any rule) nouns undergo a drastic change. e.g. man – men, goose – geese, child  -children, tooth – teeth

	For compound nouns, pluralize the naming word, not the word or expression that classifies it. E.g. a ‘son’ is a son first; ‘in-law’ classifies the son, therefore, pluralize ‘son’ to form ‘sons-in-law’. Other examples; ex-wife – ex-wives, attorney-general – attorneys-general. The same happens with compound nouns. A ‘shopkeeper’ is a ‘keeper’ first because he can keep something else apart from a shop. E.g. a beekeeper. Therefore, the plural should focus on ‘keeper’, not what type of a keeper. 




	If the noun doesn’t end in ‘s’, use and apostrophe, then add ‘s’. Jane’s cardigan, the cow’s tail, the building’s windows etc. Notice that with inanimate things, it is more usual to use the ‘of’ preposition to show possession. E.g. the windows of the building. 

	Where a noun ends in ‘s’, you can add the apostrophe plus ‘s’ or simply the apostrophe on its own. E.g. St. Nicholas’s/St. Nicholas’ statue, Charles’s/Charles’ car. The more usual is the apostrophe on its own. 

	For plural nouns that end in ‘s’, add the apostrophe without the extra ‘s’. e.g. Ladies’ shoes, 

	For plurals that do not end in ‘s’, simply add the apostrophe plus ‘s’. E.g. Men’s suits, people’s lives etc. This rule follows for nouns whose singular and plural is the same. E.g. sheep’s wool, deer’s antlers etc. 


	Suffixes  



	For words with a short sound before the final consonant, double the consonant before adding the suffix. E.g. thin – thinner/thinning, hop – hopper/hopping, beg – beggar/begging etc. 







	When the sound before the final consonant is a diphthong (a sound that feels like two vowels combined e.g. Side, loud, coin etc.), or when the preceding vowel sound is a ‘long sound’, do not double the last consonant. E.g., keep – keeper/keeping, seal – sealing, coin – coining, side – siding 

	Where a word ends in a silent ‘e’, drop the ‘e’ before adding the suffix. Do not double the last consonant. E.g. hope – hoping, change – changing. 


	The ‘c’, ‘i’ and ‘e’ 



	When you use ‘c’ and ‘e’ together in a word, ‘i’ comes before ‘e’ except when both are preceded by ‘c’. Therefore, brief, chief, grief, relieved, shriek, cashier but deceive, receive, conceit, conceive, ceiling. However, there are a number of exceptions including ancient, concierge, conscience, deficiencies, efficient, fancies, glacier, policies, science, society etc. 

	When adding suffixes to adverbs and adjectives to form new words, retain the spelling of the original (root) word. E.g. slow – slowly, grace – graceful/gracefully, tired – tiredly, 


	Silent letters  



	The letter ‘a’ will not be sounded in words such as artistically, logically, musically, romantically, stoically etc. 

	Letter ‘b’ will be silent in words such as climb, comb, crumbs, debt, doubt, numb, subtle, thumb, tomb etc. 

	Letter ‘c’ is silent in words such as acquire, muscle, scissors, scent, scene etc.

	Letter ‘d’ is silent in words such as Badge, Edge, Handkerchief, Handsome, Hedge, Sandwich, Wedge, Wednesday

	Letter ‘e’ is silent at the end of many words e.g. Age, Breathe, Bridge, Change, Clothes, Gene, Hate, Like, Love, Please, Vegetable

	Letter ‘g’ is often silent when it precedes ‘n’. E.g. Consign, Design, Feign, Foreign, Gnarl, Gnome, Reign, Resign, Sign

	Silent letter ‘h’ e.g. Ache, Honest, Anchor, Archaeology, Ghost, Chrome, Architect, Choir, Choreograph, Charisma, Chaos, Character, Chemical, Chlorine, Chord, Echo, Hour 

	Silent letter ‘i’ e.g. Business, Parliament

	Silent letter ‘k’ e.g. Knack, Knitting, Knickers, Kneel, Knee, Knuckle, Know, Knock, Knob, Knife, Knot, Knew, Knight, 

	Silent letter ‘l’ e.g. Almond, Folk, Could, Calf, Salmon, Would, Should, Palm, Chalk, Talk, Walk, Balm, Calm

	Silent letter ‘n’ e.g. column, damn, hymn 
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