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Basic Skills

In this module you will find hints and tips that cover areas such as grammar, punctuation and sentence structure. To write well it is also important to work on your reading and note taking skills – we will cover this in the summarising module.

It really does help to get the basics right, so if you find it difficult to construct a sentence or you are unsure where a comma should go, take the time to work on this.  Once you have mastered the basics the rest of the process becomes much easier.
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Being able to produce straight forward and correct sentences is a really good
starting place for writing well. Do not be tempted to write really long sentences to get
across a complicated point, it is often much clearer if you write a series of short,
unambiguous sentences

Here is some advice adapted from Peck and Coyle (2005) about howto control the
length of your sentences
1. The first basic rule shold be that one idea equals one sertence
2. Remermber that the next idea demands a new sentence
3. Do not run sentences ifto each other. You might need to incorporate
subordinate clauses (that is, additional information within the bodly of the
sentence), but that is not the same as stringing sentences together.
4. Read what you have written outloud to yourself. Have you relied upon awlward
phrases to get from one point to the next? Ifyou have, the phrase can probably
be cut and a new sentence started

Another useful tip: when reading your work out loud, if you need to take
a breath before you get to the end of a sertence, you probably need to place a
comma or split the sentence in two.
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Sentences

Being able to produce straight forward and correct sentences is a really good starting place for writing well. Do not be tempted to write really long sentences to get across a complicated point; it is often much clearer if you write a series of short, unambiguous sentences.

Here is some advice adapted from Peck and Coyle (2005) about how to control the length of your sentences.

1. The first basic rule should be that one idea equals one sentence.
2. Remember that the next idea demands a new sentence.
3. Do not run sentences into each other. You might need to incorporate subordinate clauses (that is, additional information within the body of the sentence), but that is not the same as stringing sentences together.
4. Read what you have written out loud to yourself.  Have you relied upon awkward phrases to get from one point to the next? If you have, the phrase can probably be cut and a new sentence started.

Another useful tip: when reading your work out loud, if you need to take a breath before you get to the end of a sentence, you probably need to place a comma or split the sentence in two.



	


	[image: image2.png]Simple Sentences

*A sentence is & grammatically complete uni, a group of words that makes sense.”
(Peck and Coyle 2005).

Remember the basics. The starting word of a sentence will have a capital letter and
itwillfinish with a full stop, or if a question is being asked a question mark. It s rare in
academic writing to Use other forms of puncuation such as exclamation marks to
finish a sentence

Here are a couple of examples of simple sentences

The dog s vomiting.
The cat has fleas

Simple sertences can be very good for making a clear point. They are useful t the
beginning of assignments and paragraphs because they make it clear to the reader
what you are going to be writing about

Be warned that just using simple sertences in your work can end up making it sound
simplified and too much like a list. So although using simple sentences can be
effective when used appropriately, you will also need to use more complex forms of
sentences in your academic writing
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Simple Sentences

“A sentence is a grammatically complete unit, a group of words that makes sense.” (Peck and Coyle 2005).

Remember the basics. The starting word of a sentence will have a capital letter and it will finish with a full stop, or if a question is being asked a question mark. It is rare in academic writing to use other forms of puncuation such as  exclamation marks to finish a sentence.

Here are a couple of examples of simple sentences:

The dog is vomiting.

The cat has fleas.

Simple sentences can be very good for making a clear point. They are useful at the beginning of assignments and paragraphs because they make it clear to the reader what you are going to be writing about.

Be warned that just using simple sentences in your work can end up making it sound simplified and too much like a list. So although using simple sentences can be effective when used appropriately, you will also need to use more complex forms of sentences in your academic writing.
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*& compound sentence is as simple as this: it s two simple sentences joined by @
connecting word." (Peck and Coyle 2005).

The most comrmon words used to join sentences together are:
and, but, or, for, yet and so
Here are the two previous simple setences joined as a compound sertence

The dog s vomiting and the cat has fleas
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Compound Sentences

“A compound sentence is as simple as this: it is two simple sentences joined by a connecting word.” (Peck and Coyle 2005).

The most common words used to join sentences together are:

and, but, or, for, yet and so.

Here are the two previous simple sentences joined as a compound sentence:

The dog is vomiting and the cat has fleas.
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\We noted before that using a string of simple sentences can become like a list. Well
using a series of compound sentences can also sound repetitive and can become
tedious for the reader. You want your reader to be interested in your work and
although simple and compound sentences will be part of writing, you wil also need to
use complex sentences. These show a more developed sentence structure and style
and make your writing sound more mature

“Complex sentences are so called because their structure is more complex than
that of simple sentences, not because they contain more complex ideas.” (Peck
and Coyle 2005)
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Complex Sentences

We noted before that using a string of simple sentences can become like a list. Well, using a series of compound sentences can also sound repetitive and can become tedious for the reader. You want your reader to be interested in your work and although simple and compound sentences will be part of writing, you will also need to use complex sentences. These show a more developed sentence structure and style and make your writing sound more mature.

“Complex sentences are so called because their structure is more complex than that of simple sentences, not because they contain more complex ideas.” (Peck and Coyle 2005).
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You might need to incorporate subordinate clauses (that is, additional information
within the body of the sentence), but that s not the same as stringing sentences
together

A subordinate clause gives extra information that the reader may require. A
subordinate clause cannot stand alone as a complete sentence. A subordinate
clause will aways start with what is called a subordinate conjunction. Some examples
of subordinate conjunctions include

although
as

because
before
evenif
even though
if

in order that
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Complex Sentences - subordinate clauses

You might need to incorporate subordinate clauses (that is, additional information within the body of the sentence), but that is not the same as stringing sentences together.

A subordinate clause gives extra information that the reader may require. A subordinate clause cannot stand alone as a complete sentence. A subordinate clause will always start with what is called a subordinate conjunction. Some examples of subordinate conjunctions include:

although

as

because

before

even if

even though

if

in order that
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Here is a complex sentence using the ideas from the simple and compound
sentences we Used before, adding additional information into the body of the
sentence:

I think the dog is vomiting because he ate a slipper but | do not know how
the cat got fleas

The subordinate clause in this sentence is because he ate a slipper. You can see
that we have used the subordinate conjunction - because - in this instance
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Complex Sentences - subordinate clauses

Here is a complex sentence using the ideas from the simple and compound sentences we used before, adding additional information into the body of the sentence:

I think the dog is vomiting because he ate a slipper but I do not know how the cat got fleas.

The subordinate clause in this sentence is because he ate a slipper. You can see that we have used the subordinate conjunction -  because - in this instance.
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We have used simple ideas to demonstrate different types of sertences. The
exercises you can try now use the same principles, they are however more like the
kind of sertences you may need to use in your work. In this exercise we will ask you
to identfy simple, compound and complex sentences
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Sentence Exercise

We have used simple ideas to demonstrate different types of sentences.  The exercises you can try now use the same principles, they are however more like the kind of sentences you may need to use in your work. In this exercise we will ask you to identify simple, compound and complex sentences. 
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Question1: What type of sentence is this?

The skeletal system consists of bones, cartilages and joints and is the supportive ‘frame’ of the body.

A) Simple sentence

B) Compound sentence

C) Complex sentence
Answer provided online.
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Question 2: What type of sentence is this?

The VN plays an important role in feeding of patients; firstly he or she needs to be aware of when certain patients may require encouragement to feed or need to be tube fed; and report to the VS in charge of the case.

A) Simple sentence

B) Compound sentence

C) Complex sentence

Answer provided online.
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Question 3: What type of sentence is this?

For most hospitalised patients, grooming and cleaning should be part of the every day ward procedure.

A) Simple sentence

B) Compound sentence

C) Complex sentence

Answer provided online.
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Question 4: What type of sentence is this?

The body contains four types of tissue, each of which is highly specialised to carry out a particular function.

A) Simple sentence

B) Compound sentence

C) Complex sentence

Answer provided online.
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Question 5: What type of sentence is this?

The types are epithelial, connective, muscular and nervous.

A) Simple sentence

B) Compound sentence

C) Complex sentence

Answer provided online.
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Question 6: What type of sentence is this?

The body is divided into three separate cavities, which actually are only potential spaces, as they are filled with the visceral structures and a little fluid.

A) Simple sentence

B) Compound sentence

C) Complex sentence

Answers provided online.
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Sentences

You have reached the end of the Basic Skills Sentences section.

If you would like to know more about the grammatical construction of sentences the following books are recomended:

Peck, J. & Coyle, M, 2005 The Student’s Guide to Writing 2nd ed. Basingstoke: Palgrave Macmillan

Peck, J. & Coyle, M, 2005 Write it Right. Basingstoke: Palgrave Macmillan 
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Symbols used in written language that organise and determine how sentences are
read and understood are known as punctuation

A well known joke demonstrates the poit of how using incorrect punctuation can
change the whole mearing of a sertence:

A panda walks into  cafe. He orders a sandwich, eats it, then draws a gun and fires two shots in
the air.

"Why?" asks the confused waiter, a5 the panda makes towards the exit. The panda produces &
badly punctuated wildife manual and tosses it over his shoulder

"I a panda.” he says, at the door. "Look it up.”
The waiter turms to the relevant entry and, sure enough, finds an explanation

"Panda. Large black-and-white bear-like mammal, native to China. Eats, shoots and leaves.”

Lynne Truss, 2003. Eats Shoots and Leaves, Great Britian: Profile Books.
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Punctuation

Symbols used in written language that organise and determine how sentences are read and understood are known as punctuation.

A well known joke demonstrates the point of how using incorrect punctuation can change the whole meaning of a sentence:

A panda walks into a cafe. He orders a sandwich, eats it, then draws a gun and fires two shots in the air.

“Why?” asks the confused waiter, as the panda makes towards the exit. The panda produces a badly punctuated wildlife manual and tosses it over his shoulder.

“I’m a panda,” he says, at the door. “Look it up.”

The waiter turns to the relevant entry and, sure enough, finds an explanation.

“Panda. Large black-and-white bear-like mammal, native to China. Eats, shoots and leaves.”

Lynne Truss, 2003. Eats Shoots and Leaves, Great Britain: Profile Books.
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Itis not in the scope of this course to cover punctuation. However we have provided
some exercise that can indicate to you if you need to review your punctuation

In the next exercise you are going to practice your punctuation. You will need to use
the following punctuation marks to complete the sentences

Full stops
Comnmas

Colons

Brackets (parenthesis)
Dashes

These example sentences were taken from the following textbooks

Lane, D, Cooper, B. & Turner L._eds., 2004 BSAVA Textbook of Veterinary
Nursing 4% ed. Gloucester. BSAVA

Orpet, H. & Welsh, P, 2002 Handbook of Veterinary Nursing. UK: Blackwell
Science
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Punctuation

It is not in the scope of this course to cover punctuation. However we have provided some exercises that can indicate to you if you need to review your punctuation.

In the next exercise you are going to practice your punctuation. You will need to use the following punctuation marks to complete the sentences:

· Full stops
· Commas
· Colons
· Brackets (parenthesis)
· Dashes

These example sentences were taken from the following textbooks:

Lane, D., Cooper, B. & Turner L. eds., 2004 BSAVA Textbook of Veterinary Nursing  4th ed. Gloucester: BSAVA  

Orpet, H. & Welsh, P., 2002 Handbook of Veterinary Nursing. UK: Blackwell Science
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Slide notes
Punctuate the following sentence. Please note: text in boxes are editable on screen. 

Divide the daily energy requirement by the energy density of the food which should be stated on the package or tin to find out the total volume in millilitres per day.
Answer provided online.
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Punctuate the following sentence.

Unless the cat likes water it’s usually an extremely stressful time for both the cat and the owner and drying them with a hair dryer is nearly impossible
Answer provided online.
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Punctuate the following sentence.

However a fearful dog may appear confident and assertive if it has previously had the opportunity to learn that aggression can be effective in making a potential threat ‘back off’ or keep its distance even if only momentarily
Answer provided online.
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Punctuate the following sentence.

It is important that veterinary nurses are familiar with Health and Safety legislation not only because they have specific obligations as employees but also because they may become involved in formulating the practice policy or ensuring that other staff adhere to it
Answer provided online.
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Punctuate  the following sentence.

Hazardous clinical waste consists wholly or partly of animal tissues blood or other body fluids excretions drugs or pharmaceutical products that are likely to be hazardous to health
Answer provided online
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Punctuate the following sentence.

Special thought should also be given to precautions taken if post-mortem examinations are to be performed on parrots since there is the additional risk of the inhalation of the agent causing psittacosis from feather debris 
Answer provided online.
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Punctuate the following sentence.

The peritoneal cavity contains no organs it is filled only with a little serous fluid called peritoneal fluid which acts as a lubricant and prevents adhesions forming between the layers of the peritoneum and the organs
Answer provided online.
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Punctuate the following sentence.

The skull consists of a bony cranium which houses and protects the brain and the maxill  which forms the upper jaw containing the teeth and the nasal chambers
Answer provided online.
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Punctuate the following sentence.

The only example of a splanchnic bone i.e. a bone that develops within soft tissue in the dog and cat is the bone of the penis  the os penis
Answer provided online.
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Punctuate  the following sentence.

Each rib has a dorsal bony part which articulates with the appropriate vertebra and a ventral cartilaginous part  the costal cartilage
Answer provided online.
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Further Information

You have reached the end of the Basic Skills Punctuation section.

If you are a little rusty with your punctuation or you find the exercises difficult we advise you to have a look at the following site.
http://www.grammarbook.com
It explains grammar rules and has quizzes to make sure you understand the explanations.

The following text books are also excellent resources for grammar and punctuation:

Peck, J. & Coyle, M, 2005 The Student’s Guide to Writing 2nd ed. Basingstoke: Palgrave Macmillan

Peck, J. & Coyle, M, 2005 Write it Right. Basingstoke: Palgrave Macmillan 


	


 COMMENTS "" 
	[image: image10.png]Paragraphs

Mastering sentences and punctuation is the first step towards improving your written
assignments. The next step is to order your ideas into chuniks. Each of those chunks
will form a paragraph

Paragraphs are made up of 3 parts.
1. A sentence that introduces what the paragraph s going to be about. This is
known as a topic sentence
2. A middle part, made up of several sertences, which develops and gives
evidence on the topic
3. A concluding sertence which draws the paragraph together.

Paragraphs need to be made up of sentences all using correct grammar

In the following exercise you will need access to a printer so that you are able to print
your answer and compare it
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Paragraphs

Mastering sentences and punctuation is the first step towards improving your written assignments. The next step is to order your ideas into chunks. Each of those chunks will form a paragraph.

Paragraphs are made up of 3 parts.

1. A sentence that introduces what the paragraph is going to be about. This is known as a topic sentence.
2. A middle part, made up of several sentences, which develops and gives evidence on the topic.
3. A concluding sentence which draws the paragraph together.

Paragraphs need to be made up of sentences all using correct grammar.

In the following exercise you will need access to a printer so that you are able to print your answer and compare it.
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Try to punctuate the following piece of witing, taken from BSAVA Textbook of
Veferinary Nursing, so that the paragraph is made up of sensible sentences. See if
you can identify the 'topic sentence’, the sentences that develop the topic and the
sentence that draws the paragraph together. Once you have edited the paragraph
you may wish to print a version by clicking on the print button. This will enable you to
compare it to the original that is provided on the next page.

In @ relatively recent survey of UK veterinary nurses more than 80%
reported involvement in educating and avising clients on issues of pet
behaviour unfortunately 91% felt that their training did not provide them
with sufficient knowledge of comparion animal behaviour unwarted
behaviour also remains a comrmon reason for euthanasia especially in
the dog it is therefore essential that the compulsory element of education
required for success in professi dE¥fifications is supplemented with
further reading and education ityaaisasanportant that whatever the
circumstances individuals do not atternpt to handle an animal beyond
their competence or offer advice beyond their own knowledge as this
can have disastrous consequences for the individual and the patient as
well as the client and the practice as a whole
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Paragraph punctuation 

Try to punctuate the following piece of writing, taken from BSAVA Textbook of Veterinary Nursing, so that the paragraph is made up of sensible sentences. See if you can identify the 'topic sentence', the sentences that develop the topic and the sentence that draws the paragraph together. Once you have edited the paragraph you may wish to print a version by clicking on the print button. This will enable you to compare it to the original that is provided on the next page.
In a relatively recent survey of UK veterinary nurses more than 80% reported involvement in educating and advising clients on issues of pet behaviour unfortunately 91% felt that their training did not provide them with sufficient knowledge of companion animal behaviour unwanted behaviour also remains a common reason for euthanasia especially in the dog it is therefore essential that the compulsory element of education required for success in professional qualifications is supplemented with further reading and education it is also important that whatever the circumstances individuals do not attempt to handle an animal beyond their competence or offer advice beyond their own knowledge as this can have disastrous consequences for the individual and the patient as well as the client and the practice as a whole  
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Here i the paragraph as published:

In a relatively recent survey of UK veterinary nurses, more than 80% reported
involvernert in educating and acvising clients o issues of pet behaviour,
Unfortunately, 91% felt that their training did not provide them with sufficient
knowledge of companion animal behaviour. Unwanted behaviour also
remains a common reason for euthanasia, especially in the dog. Itis
therefore essential that the compulsory element of education required for
success in professional qualifications is supplemented with further reading
and education. It is also important that, whatever the circumstances,
individuals do not attermpt to handle an animal beyond their competence or
offer advice beyond their own knowledge as this can have disastrous
consequences for the individual and the patient, as well as the client and the
practice as awhole

Cornpare itto the paragraph that you have just printed. s it similar?
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Paragraph punctuation 

Here is the paragraph as published:

In a relatively recent survey of UK veterinary nurses, more than 80% reported involvement in educating and advising clients on issues of pet behaviour. Unfortunately, 91% felt that their training did not provide them with sufficient knowledge of companion animal behaviour.  Unwanted behaviour also remains a common reason for euthanasia, especially in the dog. It is therefore essential that the compulsory element of education required for success in professional qualifications is supplemented with further reading and education. It is also important that, whatever the circumstances, individuals do not attempt to handle an animal beyond their competence or offer advice beyond their own knowledge as this can have disastrous consequences for the individual and the patient, as well as the client and the practice as a whole.  

Compare it to the paragraph that you have just printed. Is it similar?
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In & relatively recent survey of UK veferinary nurses, more than 80%
reported involvement in educating and advising clients on issues of pet
behaviour.

This is the topic sentence and lets s know what the paragraph s going to be
about. Itintroduces the idea that veterinary nurses are expected to give
adviceleducate clients about pet behaviour.
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Here is the paragraph broken down into parts: Topic Sentence

In a relatively recent survey of UK veterinary nurses, more than 80% reported involvement in educating and advising clients on issues of pet behaviour. 

This is the topic sentence and lets us know what the paragraph is going to be about. It introduces the idea that veterinary nurses are expected to give advice/educate clients about pet behaviour.



	[image: image14.png]Here is the paragraph broken down into parts: Evidence

Unfortunately, 91% felf that their training did not provide them with sufficient
knowledge of companion animal behaviour. Unwanted behaviour also
remains & cormmon reason for euthanasia, especially in the dog. It is
therefore essential that the compulsory element of education required for
success in professional qualifications is supplemented with further reading
and education

This part of the paragraph provides us with some evidence on the topic of
veterinary nurses providing education to clients
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Here is the paragraph broken down into parts: Evidence

Unfortunately, 91% felt that their training did not provide them with sufficient knowledge of companion animal behaviour. Unwanted behaviour also remains a common reason for euthanasia, especially in the dog. It is therefore essential that the compulsory element of education required for success in professional qualifications is supplemented with further reading and education. 

This part of the paragraph provides us with some evidence on the topic of

veterinary nurses providing education to clients.
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Itis also important that, whatever the circumstances, individuals do not
atternpt to handle an animal beyond their competence or offer advice beyond
their own knowledge as this can have disastrous consequences for the
individual and the patient, as well as the client and the practice as a whole

The final sentence of the paragraph pulls together the idea of the paragraph

and forms the conclusion; that veterinary nurses should only handle an
animal and advise/educate clients where they are cofident of their expertise.
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Here is the paragraph broken down into parts: Conclusion

It is also important that, whatever the circumstances, individuals do not attempt to handle an animal beyond their competence or offer advice beyond their own knowledge as this can have disastrous consequences for the individual and the patient, as well as the client and the practice as a whole.  

The final sentence of the paragraph pulls together the idea of the paragraph

and forms the conclusion; that veterinary nurses should only handle an 

animal and advise/educate clients where they are confident of their expertise.
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“You have reached the end of the Basic Skills Paragraph section

Bac
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Paragraphs

You have reached the end of the Basic Skills Paragraph section
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