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THIS IS HOW YOU LEARN REMEMBERING: 
MASTERING YOUR 
MEMORY

Learning is what happens when 
knowledge moves from your working 
memory to your long-term memory.

Your working memory is like a desktop 		
on your computer. If the information is	  
not saved, then it will be forgotten.

Your long-term memory is like a 	
computer hard drive. Remembering 
is what happens when you access the 
information in your long-term memory.

You can take practical steps to improve 
your ability to learn and remember key 
information and become the master of 	
your memory.

Methods for  
achieving this habit
• Look, Cover, Write, Check
• Cornell Notes
• The Leitner Revision System
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Year 11 Extended Practice Tim
etable &

 Study Skills
As Year 11 students, you have been using knowledge organisers for several years now and should be confident in their use. As we m

ove into the year of your 
exam

s, it is tim
e to widen your extended practice tim

etable to incorporate plenty of exam
 practice and daily revision.

•
You are expected to spend 90 m

inutes on your extended practice each day, w
ith additional tim

e set on Friday and over the w
eekend for Science.

•
There are four subjects to study each day. You should spend the correct am

ount of tim
e allocated to each subject.

•
You w

ill be assessed on the know
ledge in your know

ledge book for every subject throughout each cycle. In addition, you w
ill be expected to 

answ
er the exam

 questions set on the online platform
, as w

ell as com
plete your daily tasks on Sparx.

•
You w

ill need to do your extended practice for each subject on the tim
etabled day. Your Tutor w

ill check this several tim
es per w

eek.
•

If you have not com
pleted your extended practice for each subject, you w

ill receive a on-hour after school extended practice detention to be 
carried out the next day.

W
e use Google Classroom

 for sharing work outside of the classroom
 with our students using Class Codes, the content follows our curriculum

 and is used to 
support students inside of the classroom

. You will only need to log into the Class Code once. Here is the link you will need to access Google Classroom
: 

https://classroom
.google.com

/ and the Class Code per subject is below.
15 M

ins
15 M

ins
30 M

ins
30 M

ins

M
onday

Science
Spanish

M
aths

O
ption P

Tuesday
Science

Spanish
M

aths
Geography or History
Q

uestions and task on O
nline Platform

W
ednesday

Science
Spanish

M
aths

O
ption Q

Thursday
Science

Spanish
M

aths
Geography or History
Q

uestions and task on O
nline Platform

Friday +30 
m

inutes
Science

Spanish
M

aths
English Language – exam

 question set 
on O

nline Platform

Rem
em

ber: Year 11 M
aths 

– Sparx Extended Practice
For Year 11, there are som

e 
changes to your extended 
practice. There is the 
expectation that you will be 
com

pleting the equivalent 
of 30 m

inutes of M
aths a 

night, which equates to 2.5 
hours a week.

D
ay

Action
Consequence if not achieved

Friday
Sparx extended revision released.

Sat/Sun
Use this tim

e wisely to start your extended practice.

M
onday

Com
pulsory extended practice m

ust have been 
started by now.

You will be expected to attend Sparx extended 
practice club in m

aths if you have not begun 
your com

pulsory.

W
ednesday

Com
pulsory extended practice to com

plete.
If you have not com

pleted your com
pulsory 

then you will be in detention afterschool, failure 
to com

ply will result in a lesson rem
oval.

Subject
GC Code

Dashboard
bfvwh3ev

Art &
 Design

lpt4wla
Biology

a5xoeix
Business GCSE

3hbypwx
Chem

istry
zkfbpu3

Classical Civilisation
c4cizsi

Creative iM
edia

gktrhoi
Design technology

dajoo7v
English

m
t3dncv

Engineering
pernwky

Geography
pnogxm

d
Food GCSE

wdypopf
Further M

aths 
po4ozkl

Health &
 Social Care

en77xfl
History

vcnd4i7
M

athem
atics

2w3rhxd
M

usic Vocational
2nlrjfc

Perform
ing Arts

iv7f24u
Photography

gkp3qm
r

Physics
l5xcm

wx
Science Higher

d6xkam
5

Science Foundation
wh5ac4h

Subject
GC Code

Sociology
qxb2db3

Spanish
xd265ty

Sport Vocational
7cyfvm

c
Statistics

fsnkd3ni

Languages Extended Practice: To help you m
ake great progress in Spanish, we 

recom
m

end spending 15 m
inutes studying each day. Each vocabulary list has 20-40 

words, and your vocabulary test will be m
arked out of 10 (five words in Spanish and five 

in English). If you score below 7/10, you’ll be given another opportunity to review and 
retest a few days later during a catch-up session. If you can’t m

ake the catch-up session, 
you m

ay need to attend an afterschool detention to com
plete it.

REMEMBERING: MASTERING YOUR MEMORY

The Leitner Revision System
1.	 Get 5 boxes/envelopes/containers and label them 1-5. 

2.	 Create flash cards with key knowledge on one side and questions linked to the 
knowledge on the other. 

3.	 Organise the cards into 5 boxes based on the knowledge you know best. Box 1 will 
contain the topics you are least comfortable with, 5 the ones you know really well. 

4.	 Organise the timetable to look at the cards based on how well you know them. For 
example, you might look at box 1 cards once a day. You might look at box 3 cards 3 
times a week and box 5 cards once a week. 

5.	 When looking at a card, try to answer the questions without looking at the 
information. If you can do it, move the card to the next number box up. If you can’t 
revise the information and move it to the next number box down. 

This will focus more revision on topics you find harder and less on topics you will 
find easier. 

Link to Learning
The Leitner Revision System is specifically designed to strengthen the connections 
between your working and long term memory. 

Spacing your learning and remembering means you are preventing that previous 
knowledge from being forgotten. 
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Dream More. Do More. Become More.

H
o

u
se W

eek
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BULLYING UPDATE - YEAR 11 

Stop!
“Each of us deserves the freedom to pursue                   

our own version of happiness. No one deserves             
to be bullied’”

Barack Obama

Speak
“Don’t you ever let a soul in the world tell you that 

you can’t be exactly who you are”

Lady Gaga

Support
“Blowing out someone else’s candles doesn’t           

make yours shine any brighter”

Drake

Bullying affects lots of people and can happen 
anywhere: at school, travelling to and from school, in 
sporting teams, in friendship or family groups or in 
the workplace. 

Bullying can take may forms including:

•	 Emotional abuse
•	 Social media
•	 Social exlusion
•	 Threatening behaviour
•	 Name calling
•	 Cyberbullying
•	 Sexting
•	 Sexual exploiration 

Average child posts 26 times 
a day on social media - 

but only 6 - out of 10 
followers are really friends! 

Speak to someone. No one has a magic wand but we 
always do our best and we really do care. 

There are lots of things you can do to keep 
yourself safe online. 

•	 Think before you post
•	 Don’t share personal details
•	 Watch out for phishing and scams
•	 Think about who you are talking to.
•	 Keep your device secure
•	 Never give out your password
•	 Cover your webcam
•	 Use strong passwords
•	 Report anything you are unsure of

Images sent on sites like Snapchat 
can still be saved and screenshotted, 

they stay FOREVER!

Set, protect, and respect boundaries for yourself!

Talk to someone
you trust!

What we do at West Exe to deal with bullying:

Whatever your worry,                                  
it’s better out than in!

Mentoring is having a named person you can go to 
for support at school. 

Peer mentoring is when older students are trained 
to become buddies providing support and someone 
to talk to nearer their own age. This helps everyone in 
school learn that bullying is not acceptable. 

Restorative justice brings all children involved 
together so everyone affected plays a part in 
repairing the harm and finding a positive way 
forward. 

Remember: there is no reason for you to ever put  
up with any kind of bullying. 
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Year 11:   Talking Futures
Community

You don’t need to know what job you want in 
the future. However, starting to explore the 
possibilities and looking at labour market 
information to discover what our local and 
national community needs can be helpful. Use 
your Unifrog account to explore some options.

Opportunity 
Our promise to you: The Talking Futures offer has lots in 
store for you this year;
- Unifrog sessions
- Assemblies about  “Next 

steps”
- 1:1 with a Careers 

Advisor

- Post-16 application 
support

- Teachers will talk about 
real life applications

Employers tell us that in addition to the qualifications you 
gain at school, there are certain skills they are looking for. 
These all link to our student attributes, so strive to be your 
#BestExe every day.

The qualifications you are working towards will open doors 
to you when you are choosing post-16 options. Here is a 
break down of the type of course you might choose;

Traineeship Up to 6 months in preparation for an 
apprenticeship, involves work experience.

Apprenticeship Employed and paid a wage whilst working towards 
a job specific qualification. 

Applied vocational Practical courses related to a specific job or career 
area.

T Levels A mix of classroom learning and “on-the-job” 
experience preparing for a specific job.

A Levels Main academic route after GCSEs. Can be taken 
alongside vocational qualifications. 

International 
Baccalaureate (IB) 

Internationally recognised 2 year course prepares 
for University or employment. 

Success

C
areers
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Cycle 2 – January Attendance Reflection

My attendance so far this year is __________ %.

This equates to _____________ days absent this year.

The main reasons for any absence are__________________________________________________________________________ 

______________________________________________________________________________________________________________

Indicate how you feel about your attendance so far this year on the faces below:

Boost your attendance – tick 2 ways you are going to use to try and boost your attendance.

Establish a routine: Go to bed and wake up at the same time every day.

Pack the night before: Prepare your school bag, PE Kit and/or uniform in advance. Stop the morning panic.

Stay healthy: Prioritise sleep, good nutrition and exercise.

Avoid distractions at night: Limit screen time to ensure quality sleep.

Communicate challenges: Talk to your Tutor, Head of Year or other trusted adult if you are worried about school.

Encourage each other: Support your friends and encourage them to have good attendance so you can spend time with 
each other at school.
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Cycle 2 – February Attendance Reflection

My attendance so far this year is __________ %.

This equates to _____________ days absent this year.

The main reasons for any absence are__________________________________________________________________________ 

______________________________________________________________________________________________________________

Indicate how you feel about your attendance so far this year on the faces below:

Attendance push and pull factors – complete the table below during your welcome back session.

Push factors Pull factors
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SPORT, HEALTH AND NUTRITION

Opportunities: Fitness suite, PE lessons, Sports clubs, 
Parkruns, fitness tests, walking/cycling to school.

Healthy body - healthy 
mind! Links between 
physical activity and 
mental wellbeing. 	
WES 10-a-day.

Healthy choices:  5-a-day, less salt and sugar, 	
more fibre, limit intake of fat, smaller portions.

Teamwork, Leadership and 	
Communication: Fair play, equality 
and inclusion - House matches, 	
fixtures, clubs, being a coach or 	
official.

Targets and Goals: Being 
positive, being resilient, 
never giving up, doing 
your #BestExe, being a 
good role model.

Understand the importance 
of sleep: 8- 10 hours to function 
effectively. Rest and recovery as 
an important part of exercise, 
performance and digestion.

Be active daily: Make healthy lifestyle and nutrition choices. 
Understand the life long benefits and know how to stay healthy.

Get Physically Active! Aim to do 
60 mins of moderate-vigorous 
physical activity each day across 
the week. Take part in activities that 
develop movement skills, muscles 
and  bones. Reduce the time spent 
sitting or lying down - spread activity 
throughout the day. Monitor and 
regulate your screen time.
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SPORT, HEALTH AND NUTRITION - Healthy ME

You should choose something from each column each week to focus on in your lesson.
Once you have completed the task put a tick next to the activity. You should try to complete all of these over the cycle. 

Physical ME Thinking (Mental) ME Social ME
Skill development: Make a list of 5 new skills you have improved on 
during this cycle (e.g. shooting in handball or chopping technique in 
food).  

Attend an after-school club to help you develop and improve these 
skills further.  

Developing fitness

For one of the sports, you are covering in this cycle,  identify the main 
components of fitness needed.   

Engage in periods of sustained physical activity. 

The NHS recommends that you do 2 types of physical activity each week:

1.	 Aerobic exercise.

2.	 Exercises to strengthen muscles and bones.

Young people aged 5-18 should:

•	 Aim to do 60 mins of moderate-vigorous physical activity each day 
across the week. 

•	 Take part in activities that develop movement skills, muscles and 
bones. 

•	 Reduce the time spent sitting or lying down - spread activity 
throughout the day. Monitor and regulate your screen time. 

Keep a log of your activity levels for a typical week - see if you meet 
the NHS guidelines. 

Monitor your screen time for a week.  

Use equipment safely and hygienically.

Think about the activities you are doing in this cycle and in each 
session be conscious of at least 2 safety considerations needed.   

Cook a healthy meal from one of the recipes you have done in food 
this cycle.   

Making appropriate time for rest, relaxation, and 
sleep - Having routines that support positive mental 
health. 

Try to get 8-10 hours of good quality sleep a 
night!

Rules, strategies and tactics. Think about:

•	 What are the main rules for the sport you are 
covering now? Write down 3 rules you have 
learnt.  

•	 Can you give an example of a simple strategy  
or tactic you have been using?  

•	 Can you give an example of a more complex 
strategy or tactic you have been using?  

•	 Give 3 rules you must follow in the            
kitchen.  

Terminology: 

Give 3 examples of terminology you have learnt 
in any of your SHN lessons.  

Knowledge of muscles and bones - how many 
muscles and bones can you label correctly?  

Being resilient - positive growth mindset and never 
give up attitude- always looking to improve! Give 
an example of how you have demonstrated 
resilience in your lessons. If you found something 
challenging/ difficult but kept trying - How did you 
feel afterwards?  

Leadership - Taking responsibility within lessons (e.g. 
officiating, leading warm ups or practices or supporting food 
preparation in food lessons).

•	 Offer to be a leader for a lesson!  

•	 Help another person in a lesson to help them make 
progress.  

•	 Officiate a game.  

•	 Give feedback and support to another person.  

•	 Motivate and encourage others in a lesson.   

•	 Make an effort to INCLUDE another less confident 
person in your lesson. Help others learn - coaching.  

Teamwork - Working together - Work co-operatively, work 
collaboratively to achieve a goal.   

Give 2 examples of where you have shown good 
teamwork.   

Communication 

Verbal - give some feedback on a performance -               
What went well? How could they improve it?   

Non-verbal - Use of whistle, signals as an official, use of a 
demonstration - Try to do one of these each week.    
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Sleep

What am I  
worrying about?Exercise

Stressors

SELF TALK

Grateful

Positive thoughts Mindfulness

I need   hours of sleep.
I could improve my sleep by...

What are my stressors?
What stresses me out...

What happens to your mind 
and body when you feel 
stressed? Does your heart 
beat faster? Do your thoughts 
become confused? Write down 
all the things you notice.

What can you do to influence 
your body’s response to stress?

Your brain changes based on 
what you think.  We can help 
our brain to change positively 
by using positive statements. 
Complete the “I am...” in the 
box with the word you want to 
become. For example: “I am 
confident” or “I am calm”

Mindfulness helps our brain 
to be calm and to learn how 
to focus. Try this mindfulness 
exercise:

What exercise could I do? 
I need 60 minutes of 
exercise a day

I could add exercise to my day by…

New habits and actions

When we focus on what we 
are grateful for our brain 
notices more of the things 
which help us to feel happy. 
Everyday write down one 
thing you are grateful for. What 
are you grateful for today?

 No?  
Let it go.

 Yes? 
Do it now or 
make a plan 
about how and 
when you will 
do it.

Tips for learning 
new skills

 1  Avoid distractions.

 2  Make your environment   
 comfortable.

 3  Get some water to drink.

 4  Prepare all your  
 equipment and materials.

 5  Use bright coloured paper   
 and pens.

 6  Use pictures  
 and diagrams.

 7  Practice in chunks of time,   
 taking regular breaks.

 8  Give yourself 
 enough time.

Visualisation
Athletes practice their skills 
in their mind by imagining 
themselves winning. This helps 
their brain learn how to be 
successful. Create a picture in 
your mind of something you want 
to achieve. Draw the picture in the 
box of what you will visualise. 

Is there anything I can do about it?

Mind

Body

Diet
I could improve my diet by…

I am...

Trace your fingers 
around your 
opposite hand. 

Breathe in, 
slide up

Breathe out, 
slide down

I am grateful for...

Power poses

Your environment influences 
who you become, what you 
believe and do.
Who can support you?

How does technology affect 
your attention, mood, sleep and 
memory?

I will change my technology 
use by…

When we are organised we feel 
calmer. How could you be more 
organised?

What could you change at home 
to help you be more organised?

Environment

How we are sitting or standing 
tells our brain how we are feeling. 
Powerful postures can affect our 
mood and confidence.  
Think about someone  
who is confident or brave.  
What is their posture like?

Try this posture: 
1. Stand/sit tall with  

your shoulders back
2. Hold your head up
3. Smile

I can drink more water by…

I need  water each day.

Hydration
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sYear 11 CYCLE 2 MATHS - Higher Formula Quiz
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Week One Week TwoYear 11 Combined Science Cycle Two

Exam topics
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Year 11 CYCLE 2 COMBINED SCIENCE
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Week Five Week Six

Year 11 CYCLE 2 COMBINED SCIENCE
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Year 11 CYCLE 2 GEOGRAPHY - Urban Issues and Challenges
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Year 11 CYCLE 2 GEOGRAPHY - Urban Issues and Challenges
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Year 11 CYCLE 2 HISTORY - Cold War

       
 

 
 

Marshall Plan 1947 
•
• 

 
 
 

•
•  
•   

 

•
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•

 
 

•

•

  
Camp David Summit 1959. 
•

  
Paris Summit 1960 
• 

 

• 

 

•

•

•

•

•

•

•

 

•

•

•  
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Year 11 CYCLE 2 HISTORY - Cold War
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Year 11 CYCLE 2 WEST EXE BACCALAUREATE - Money Skills
WEST EXE BACCALAUREATE – YEAR 11, CYCLE 2 – MONEY SKILLS

Week 1 - Glossary Week 2 Week 3 Week 4 Week 5
APR: The Annual Percentage 
Rate is the cost of a loan (i.e. 
the original loan plus the 
interest) over the course of one 
year. The higher the APR, the 
more expensive the cost of 
borrowing. Example: If you 
borrowed £1,000 with 29.9% APR 
and paid this back over one year, 
you would pay £1,299 (£1,000 loan 
+ £299 interest)
Credit score: A score given to 
you by a financial company, 
which indicates how likely you 
are to pay back any money you 
borrow
Minimum wage: The lowest 
amount per hour that a worker 
must be paid, based on their 
age
Living wage: A wage 
calculated according to the 
basic cost of living in the UK. 
Employers can choose to pay 
this
Tax code: A reference 
indicating the total amount of 
income you can earn in a year 
before paying tax, (which is 
your personal tax allowance). 
Example, a tax code of 1250L 
means that an employee can earn 
£12,500 (the number in the code 
times 10) before they start paying 
income tax
National Insurance (NI): The 
UK’s system of compulsory 
payments by employees and 
employers to provide help from 
the state for people who are 
sick, unemployed or retired. 

Statement period: The time 
period covered by the 
statement
Account number: The unique 
reference number that 
identifies each customer
Sort code: A 6-digit number 
that identifies the bank branch
Cheque (CHQ): Order to your 
bank, written on a printed form, 
to transfer funds from your 
account
Point of sale (POS): Generally, 
card purchases from a retailer, 
e.g. a contactless payment
Standing order (SO): A 
payment set up either to pay 
another person or an 
organisation as a one off, or on 
a regular basis

ATM: Cash machine
Direct debit (DD): A payment 
set up by the company to 
whom you are making a regular 
payment
Debit (DR): Money leaving 
your account 
Credit (CR): Money going into 
your account
Balance: A running total of how 
much is in an account
Overdraft: A facility that allows 
you to spend more money than 
you have in the account
Personal loan: A loan, usually 
up to £25,000, used for things 
such as buying a car, etc. 
Mortgage: A long-term loan 
usually used to buy a property. 
Most are repaid over 25 years

Date: The last day of the 
payment period
National Insurance (NI) 
number: Unique reference for 
paying NI, or for receiving 
benefits, or the state pension
Employee number: Unique 
number for an employee 
NT: ‘No tax’: appears when no 
tax is being deducted 
Tax code: Shows the amount of 
tax to be deducted and the 
personal allowance that can be 
earned before start paying tax 
Basic: Pay for working normal 
agreed hours 
Overtime: Extra hours worked 
and paid for 
Rate: Either hourly wage or 
monthly salary

Gross pay: Total pay before tax 
and other deductions
Net pay: Amount of pay taken 
home after deductions 
NIC Contributions: Paid by 
everyone over 16, earning 
above a certain amount, used 
to fund the state pension and 
benefits 
PAYE ‘Pay As You Earn’: 
Spreads tax payments across 
each week or month, based on 
an estimate of yearly salary 
Pension: A long-term savings 
plan specifically to provide 
financial support in retirement
Student loan: Money 
borrowed to cover university 
tuition fees and other study-
related expenses

Top tips for bank accounts
• Make sure your details are 

correct. If you’re moving 
home, tell your bank

• Check your bank statement to 
check all the transactions 
listed are genuine

Top tips for bank accounts 
(continued)
• Make sure you understand all 

acronyms and terms 
• Keep your bank details 

somewhere safe 
• Shred paper statements, or 

opt for online paperless 
banking

Top tips for creating your 
own budget
1. Choose the period of time

your budget needs to cover 
2. List all the ways you earn or 

gain money and add 
together to get your total 
income 

Top tips for creating your 
own budget (continued)
3. List all the ways you spend 

and add these up to get 
your total expenditure 

4. Take your spending from 
your total income. Any 
money left over can be 
saved
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INTRODUCTION OF GRAMMAR

NAME DEFINITION EXAMPLE

Ty
pe

s 
of

 V
er

bs

Verb A verb expresses an action, state or a condition in a sentence. These can be either verbs of doing or being.
The boy ran to the park. 
I was here long ago. 

Auxiliary           
Verbs

Auxiliary verbs help to form the various tenses, moods, and voices of other verbs.

Auxiliary verbs: a form of be, do, have or a modal, used with a main verb to form different tenses.

She is reading a book. 
We were going to the beach.
I had to eat the cake.  

Modal             
Verbs These combine with other verbs to express necessity, possibility, and intention.

You should know what modal verbs are.  
He might not know the milk has gone bad. 
I ought to stop eating so much cake.  

Participles They are words formed from verbs and look like verbs, but they are used as adjectives (i.e. they describe a 
noun).  Past participles end in ‘ed’; present participles end in ‘ing’. These will always be non-finite.

In the house, there was a screaming witch. 
The worried man kept eating the cake.  
The dying woman reached for the hand of her weeping son. 

Gerunds
A gerund is a verb that is acting as noun in a sentence. It’s made from a verb by adding ‘-ing.’ Infinitives are 
the ‘to’ form of the verb. E.g. to ski. 

Gerunds are the ‘ing’ form of the verb which acts as a noun.

Skiing is fun.
I enjoy skiing.
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Finite or             
Non-finite Verbs

All verbs - regardless of their type - are either finite or non-finite when they are used.  Finite verbs can only 
be used in some circumstances - if you change tense, the number or the person it will have to change.  
Whereas, a non-finite verb can be used in ANY number of circumstances. They won’t change even if you 
alter the tense, the number or the person. 

Ben sat on the bench, looking at the ducks. 
First, identify the verbs… 
In the park, Ben sat on the bench, looking at the ducks. 
Then, change the tense… 
In the park, Ben sits on the bench, looking at the ducks. 
Sat is finite - It had to change.  
Looking is non-finite - It didn’t need to change 
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Main Clause/
Simple Sentance

A main clause/simple sentence has one - and only one - finite verb and a subject. (It can have as many 
non-finite verbs as you like.)  

A subject is the thing doing the verb. 

The crocodile ate my friend.  
In the desert, scorpions hide. 
The car crash was unexpected and tragic. 

Object A main clause can have an object, but it doesn’t need one. The object is the thing that receives the verb - 
the subject affects it in some way.  

The girl kicked the ball. 
The man ate all of the cake. 

Imperative 
Sentances

Imperative verbs act as an instruction or command. It is a sentence, but it only has a finite verb as the 
subject is implied. This means it is obvious who the sentence is referring to so that it doesn’t need to be 
stated.  

Sit down.  
Hand me that cake! 
Tell me when the pain started. 

Compound 
Sentence

Two main clauses linked together by a co-ordinating conjunction (FANBOYS). 
For/And/Nor/But/Or/Yet/So 

The chips were delicious, but the fish was foul. 
I went to the shops to get some cake, so I could eat it for dessert. The man went 
dancing and the woman played Xbox.  

Complex 
Sentance

Made up of two parts: a main clause and one or more subordinate clause. A subordinating conjunction 
always comes at the start of the subordinate clause. 

The boy sat down after he heard the news. 
Nobody saw the alien because he was invisible. 
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Complex 
Sentence - 

Subordinate 
Fronted

As above, but the subordinate clause comes before the main clause. It needs to be separated by a 
comma. 

After he heard the news, the boy sat down.  
Because he was invisible, nobody saw the alien.

Embedded 
Clause/Phrase

Clauses and phrases can be embedded in both main and subordinate clauses. They are usually 
embedded between the subject and the finite verb (of either the main or the subordinate clause). A 
comma is needed both before and after the embedded ingredient

Monkeys, that were jumping and calling, surrounded the car. 
The nun, with whom I recently had a falling out with, prayed to God.  

Fragments A fragment is a word, that is punctuated as if it is a sentence. It is not a sentence because it doesn’t have 
a subject and a finite verb. Fragments add emphasis, create a colloquial style and create realistic speech. 

This is the worse day ever. Ever. 
She told me that if I didn’t do my homework, she’d put me in detention. 
Well, whatever. 
“Where are you going?” “Home.” 
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Phrases
Whereas a clause has BOTH a subject and a finite verb, a phrase does not have BOTH a subject and a 
finite verb. A group of two or more words which usually do not contain a finite verb and which can act as 
a noun, verb, adverb, adjective or preposition. 

This is a clause: after the school day ended. 
This is a phrase: after school. 

Prepositional  
Time Phrases

Phrases that indicated when something happens. A comma is needed to separate a 
(prepositional) time phrase from the rest of the sentence when it is before the main clause. 

Yesterday, it was snowing heavily.
It was snowing heavily yesterday.

Prepositional  
Place Phrases

Phrases that indicated where something happens. A comma is needed to separate a 
(prepositional) place phrase from the rest of the sentence when it is before the main clause. 

Under the hill, Bilbo Baggins lived. 
Bilbo Baggins lived under the hill.

Present 
Participle 

Phrases (ING)

Begins with an ING present participle and it does not have a subject or a finite verb. They are separated 
from the main clause with a comma - BOTH when they are before the main clause AND when they are 
after it. The phrase must refer to the subject of the clause.  

Thinking about her hot dinner, the woman shifted on the cold seat. 
Watching their daughters play football, the two mothers shouted support.  

Past Participle 
Phrases (ED) As above, but begins with an ED past participle. 

Scared he might not make it, the boy ran to the toilet.  
The young couple hugged, thrilled at the news of their pregnancy. 

Adverbs
An adverb can be placed at the beginning, middle and end of a sentence. Adverbs are used to qualify or 
modify the verb. At the beginning it needs to be separated by a comma; in the middle of the subject and 
finite verb it needs be embedded between two commas; at the end it does not need to be separated. 

Suddenly, the building exploded. 
The building exploded suddenly. 
The building, suddenly, exploded.
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Semi colons link two main clauses to form one sentence. They need to be related by topic or action.               
It does not link a sentence to a subordinate clause or phrase. You do not use a capital letter after a                
semi-colon. 

This is how you use a semicolon; it is easy when you know how. 
My mother is from Italy; my father is from Poland.  

Colon
Colons introduce information, expanding or embellishing a point that has already been made. 
The information on each side is essentially the same but after the colon, there’s usually more detail. 
You can imagine the colon being a stand in for the phrase ‘let me tell you about it’.  

It is very cold outside: there are icicles handing from my front door and the 
post man arrived by sled!  
I am allergic to two things: eggs and honey.  

Dashes The dash is a punctuation mark used for emphasis and effect: it can be used to replace a colon, 
a semicolon, an ellipsis, brackets or a comma. 

The dash is a versatile tool - it can replace a semi-colon or colon. You might also 
want to know - if you’re really interested - that it can replace commas too. 
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