
RESOURCE SUMMARY Resources

Below is a full list of the digital resources available in Topic 14. When you see these icons throughout the topic, 
access your learnON format to find resources that will support your learning and deepen your understanding.

14.1 Overview
 Video eLesson

 •  Don’t stop at the first draft (eles-4272)

14.2 Editing for coherence
 eWorkbook

 •  14.2 Level 1 worksheets (ewbk-6806)
 •  14.2 Level 2 worksheets (ewbk-6807)
 •  14.2 Level 3 worksheets (ewbk-6808)

14.3 Varying your vocabulary
 eWorkbook

 •  14.3 Level 1 worksheets (ewbk-6809)
 •  14.3 Level 2 worksheets (ewbk-6810)
 •  14.3 Level 3 worksheets (ewbk-6811)

 Interactivity
 •  Varying vocabulary (int-8220)

 Audio 
 •  Varying sentence length (aud-0378)

14.4 Answering the question
 eWorkbook

 •  14.4 Level 1 worksheets (ewbk-6812)
 •  14.4 Level 2 worksheets (ewbk-6813)
 •  14.4 Level 3 worksheets (ewbk-6814)

14.5 Proofreading and referencing
 eWorkbook

 •  14.5 Level 1 worksheets (ewbk-6815)
 •  14.5 Level 2 worksheets (ewbk-6816)
 •  14.5 Level 3 worksheets (ewbk-6817)

 Interactivity
 •  Proofreading (int-8221)

14.6 Strategies for editing and 
proofreading

 eWorkbook
 •  14.6 Level 1 worksheets (ewbk-6818)
 •  14.6 Level 2 worksheets (ewbk-6819)
 •  14.6 Level 3 worksheets (ewbk-6820)

14.7 Topic project: Be the editor
 Digital document

 •  Zero-waste in school article (doc-35122)

14.8 SkillBuilder: Macro-editing and 
micro-editing

 Video eLesson
 •  Macro-editing and micro-editing (eles-4273)

 Interactivity
 •  Macro-editing and micro-editing (int-8222)

14.9 Review
 Interactivity

 •  Key terms crossword (int-8148)

To access these online resources and receive immediate, corrective feedback and sample responses to every 
question, plus a pre-test, select your learnON format at www.jacplus.com.au.
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         14   Editing and proofreading  
     14.1     Overview 
  14.1.1  Make your writing   better 
 You’ve been given a writing task and you pretty much know what you’re going to write. You’ve reorganised your 
pencil case, discussed last weekend and next weekend with your desk mate, dodged the teacher, fi xed your hair, 
accused Tom of farting and now the teacher is on to you and you actually have to write it, so you do. It’s hard and 
annoying but then it’s DONE. Now you never have to do it again. Winning! 

 Or not. 

 No one writes perfectly the fi rst time; not your teacher, not J.K. Rowling or Philip Pullman – not even 
Shakespeare. Awesome writing happens in the  re writing and has two parts: editing and proofreading.  

Editing  makes your writing clear, makes sure that it fl ows, and   checks that it is right for your audience, purpose and 
criteria.  Proofreading  checks for errors in   punctuation, spelling, grammar and sense.  

 Let’s get something clear – when you’re absorbed in writing just let it all fl ow out and get the ideas down as they 
come. If you stop to edit during the writing process you might lose track of your thoughts (and some of your best 
ideas may never come back). Write it all down fi rst – then edit and proofread to make it amazing.    

Resources

Video eLesson   Don’t stop at the fi rst draft  (eles-4272)   

  Watch this video to learn how editing and 
proofreading can transform your writing.  

  STARTER QUESTIONS  

     1.  How does the thought of editing and proofreading something you’ve already fi nished make you feel? 
     2.  Discuss a time when you read something that was hard to follow or stay engaged with. 
     3.  Suggest how editing and proofreading skills could improve your writing.   
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  14.2     Editing for     coherence 
  14.2.1  Are you making any     sense? 
 You need to check the  understandability  coherence of your writing, to make sure that your reader  is  understand ing s 
what you mean. 

 Below are some   strategies for making your writing  coherent .  

 Use fewer words 
 This doesn’t mean say less, it means that if you can say the  same thing  using fewer words, this will make your 
writing  clearer  because there is less for your reader to process.  

 Use simple      tenses 
 The   sentences below actually have slightly different   meanings, though they’re often used  interchangeably . The 
second sentence is punchier – and more useful for insults. 

 For more on tenses see Topic 8 Metalanguage.  

 Use     prefi xes and     suffi xes 
 This uses fewer words and makes the meaning  more clear  clearer.  
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 Remove unnec essary   words 
 If one word has the same meaning as two, remove the extras. Your writing will be tighter and more engaging. Taking 
out  It is/It was/   There are/There is  from the start of sentences can instantly improve your writing.   

 Look at these examples. The second version has had 
some unnecessary words removed and is a better 
sentence. 

The spider was really huge and very hairy and it ran 
towards my face at a great speed. I was terrifi ed, but I 
wondered why everyone was focusing on which words I 
used instead of the spider on my pillow!

The spider, huge and hairy, rushed at my face. Though 
terrifi ed, I did wonder why the focus was on my words 
rather than the spider on my pillow!

 Explain yourself fully 
 Though your   reader can  infer , they can’t read your  mind , so you need to make sure you fully explain what you 
mean.  Unpack  your   idea for your reader to provide more information or reasoning.   

 See also Analysing evidence in Topic 12 How to write essays. 
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14.2  Activities

14.2 Level 1

 1. Edit and rewrite the following sentences by using fewer words. You can change some words as well.

 a. It was in the garden where I saw the frightening beast.

 b. It was making me scared and I went quickly back into the house.

 c. There was no way I could get to sleep that night.

 d. It is not likely that I will go and visit the garden again.

 2. The following idea doesn't give enough information or provide reasoning. Unpack it to explain it better to a reader.

Spiders are scary.

 

 

 

 

 3. Change the following sentences to simple present tense. Refer back to the tenses image in section 14.2.1.

He is making me laugh. She is giving me a headache.
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14.2 Level 2

 4. Edit and rewrite the following paragraph by using fewer words. You can change some words as well.

It was when I was walking home from school when I found the lamp. I gave it a few rubs and there was a 
swirl of pink smoke and a genie came out. He was telling me that I could have three wishes when a spider 
crawled onto the lamp and we ran away screaming. It is understandable that he now lives in my treehouse.

 

 

 

 

 

 

 

 

 

 

 5. The following idea doesn't give enough information or provide reasoning. Unpack it to explain it better to a reader.

Trees are important.

 

 

 

 

14.2 Level 3

 6. The following idea doesn't give enough information or provide reasoning. Unpack it to explain it better to a reader.

Time to rest is essential.
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Resources

eWorkbook   14.2 Level 1 worksheets (ewbk-6806), 14.2 Level 2 worksheets (ewbk-6807).   
14.2 Level 3 worksheets (ewbk-6808)  

  14.2 Hungry for more? 

  Team up with a partner. You are each to write a paragraph about the following topic: 

If I could have one superpower it would be…

 Write your paragraphs quickly and without any self-editing. Write approximately eight sentences. 

 Swap your paragraphs and edit your partner’s writing, using the advice in this subtopic. Discuss the edits made 
and compare your paragraphs. 

     7. Edit  and rewrite the following paragraph to remove unnecessary words and give it a humorous tone. 

Many people have   phobias which are fears that are not rational. There is a phobia which is called 
  arachnophobia, and this is a fear of spiders. There is another fear called   hippopotomonstro, which is not 
a fear of monster hippopotamuses. It may not be logical, but it is actually a fear of long words such as 
hippopotomonstro.  

   

   

   

   

   

   

   

   

   

   

     8.  In your own words, summarise how  editing for   coherence  can improve your writing. 
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  14.3     Varying your     vocabulary 
  14.3.1  Some       words are not so… good 
 Like many   languages, English is  notorious    for having many   words that mean almost the same thing. It can be 
confusing. The benefi t, though? You can choose exactly the right word to convey what you mean - specifi c words 
suit different  contexts .  

 There are over 170 000 words currently in use in the English   language. Vary your  vocabulary  once in a while – don’t 
repeat the same boring options. Find a less  pedestrian  way to communicate, by employing  synonyms . To make 
your writing   interesting (especially in creative writing) it is   important to  show  what you mean using descriptions and 
  actions   instead of just  telling  (revealing details in a direct, boring way). This allows your readers to  infer  and fi nd 
their own meaning.  

 Use interestin g words 
 There are a few words you should avoid using because they are dull and boring.  

 Instead, select interesting and descriptive words that more accurately convey your meaning for the specifi c  context .  
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 Avoid   adverbs by selecting excellent verbs   
 We already discussed  adverbs  in Topic 8 Metalanguage, but now it’s 
time to start using all the words you’ve learned from reading. (See 
Topic 2 Reading for enjoyment.)   English has so many words that 
you don’t  need  to use adverbs all the time, and this  extreme care
specifi city helps your reader  fully understand  get it. 

 For example:  
     •  walking slowly can be  meandering ,  ambling ,  strolling  or 

crawling
     •    eating quickly can be  inhaling  (a  metaphorical  use of the verb) 
     •  breathing noisily can be  snoring ,  gasping ,  rasping  or  panting
     •  crying hard might be  sobbing ,  caterwauling  or  wailing
     •  thinking hard might be  pondering  (if the action is unimportant) 

or  considering  (if the action is serious).   

 Avoid   adjectives by selecting excellent nouns  
 The   same goes for  adjectives . Instead of fi lling up your word count 
with lengthy descriptions, you might be more careful about your 
  choice of  noun .  

     • The well-dressed man/gentleman/boy/guy/dude doffed his hat 
and ambled onwards.

 If you wanted to take out the adjective  well-dressed , which of 
the nouns suggested would convey this idea?  

     • The big old cat/kitten/tomcat swiped a lazy paw at a passing 
cockroach.

 If you wanted to take out the adjectives  big  and  old , which noun 
would convey this idea?   

 This doesn’t mean you are forbidden to use adverbs and 
adjectives: be accurate in ALL your word   choices and add these 
descriptors  with care.  

  14.3.2  Vary your sentence       length 
   Writing is boring without variety. Change up the length and structure   of your sentences. 

“This sentence has fi ve words. Here are fi ve more words. Five-word sentences are fi ne. But several together 
become monotonous. Listen to what is happening. The writing is getting boring. The sound of it drones. It’s like a 
stuck record. The ear demands some variety.

Now listen. I vary the sentence length, and I create music. Music. The writing sings. It has a pleasant rhythm, a lilt, 
a harmony. I use short sentences. And I use sentences of medium length. And sometimes when I am certain the 
reader is rested, I will engage him with a sentence of considerable length, a sentence that burns with energy and 
builds with all the impetus of a crescendo, the roll of the drums, the crash of the cymbals—sounds that say listen to 
this, it is important.

So write with a combination of short, medium, and long sentences. Create a sound that pleases the reader’s ear. 
Don’t just write words. Write music.”

 (by Gary Provost,  100 Ways To Improve Your Writing ) 

 Check out Topic 10 How to write sentences for more on varying sentence structure and length. 

 int-8220 
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  14.3.3  Use       nominalisation 
Nominalisation  turns verbs into nouns and is an easy way to make your writing sound formal, academic and 
important. This uses a  passive  voice, which means the action is done  to  someone or something, so you’ll want to 
avoid it for creative writing.  

Without nominalisation:  She  realised  that it was possible to make her writing sound more impressive, which would  
improve  her grades. 

With nominalisation:  Her  realisation  that more impressive writing was possible led to an  improvement  in her grades. 

Without nominalisation:  They  decided  to  poison  the water supply. 

With nominalisation:  Their  decision  led to a  poisonous  water supply. 

  14.3.4        Cohesion  
Cohesion  involves making your ideas fl ow and helping your reader 
understand the relationship between ideas.  

 Use the   appropriate  transitions  and    connectives  (words and 
phrases that connect ideas) for your purpose: 

     •  To add further information, use:  furthermore ,  also ,  in fact . 
     •  To add contrasting (opposite) information, use:  however ,  on the 

other hand ,  otherwise ,  despite . 
     •  To sequence ideas, use:  at fi rst ,  since ,  fi nally ,  next . 
     •  To show cause and effect in ideas (how one thing affects 

another), use:  therefore ,  thus ,  accordingly ,  consequently . 
     •  To introduce examples, use:  for example ,  exemplifying this , 

for instance .   

 See Topic 11, subtopic 11.7 for more on connecting sentences and 
paragraphs. 

 Select   accurate v erbs 
 If you constantly say  this shows that… , your writing will fl atten out like a pancake. Maybe pancakes are supposed to 
be fl at, but your writing shouldn’t be. 

 Instead, use vivid verbs:  

 See Topic 11, subtopic 11.7 for more on connecting sentences and paragraphs. 

 Verb  Example 

  exemplifi es    this is an example of… (helping to understand the bigger picture)  

  illustrates    this helps us to understand…  

  reveals    a bit of the meaning is clearer because…  

  emphasises    backs up/points out  

  depicts    what is literally described/shown?  

  highlights    this thing gives us an insight by standing out  

  suggests    makes you think something is likely to be true or exist  

  demonstrates    shows that something is true or exists  

  points to    shows the truth or importance of something  
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  14.3.5  Have I said ‘said’ too much? 
 ‘Said’ is a common, often overused,  dialogue   tag . Dialogue tags indicate which character is talking. There are many 
alternatives to using ‘said’: remarked, asked, shouted, gasped, whispered, grumbled, enthused, replied, mumbled – 
and there are many,  many  more.  

 ‘Said’ is a perfectly acceptable word to use in dialogue. However, too much can be, well, too much. 

“Come pick up your socks,” said Mum.

“I’ll be there in a minute,” I said.

“I can’t hear the news,” Dad said.

“The news is boring. Can’t I watch Netfl ix?” Katie said.

“Not in here,” Dad said.

 Yikes, that was grim. Using ‘said’ too much is dull, so let’s look at an alternative. 

“Come pick up your socks,” yelled Mum.

“I’ll be there in a minute,” I shouted.

“I can’t hear the news,” Dad grumbled.

“The news is boring,” Katie whined, “can’t I watch Netfl ix?”

“Not in here,” Dad snapped.

 Some writers may think this is exciting storytelling but it’s distracting and too fi lled with actions. There are other 
ways to show who is talking in a scene – it’s all about fi nding the right balance. 

Mum’s voice penetrated my headphones. “Come pick up your socks.”

“I’ll be there in a minute.”

Dad lifted the remote. “I can’t hear the news.”

“The news is boring,” Katie said, fl opping on the couch, “can’t I watch Netfl ix?”

Dad frowned. “Not in here.”

 Use the right word to get your point across. Sometimes ‘said’ works better. 
Occasionally a word such as ‘whispered’ better communicates your exact 
meaning. Other times, you can create a more interesting image in other 
ways. 

“I like to sniff toes,” Frankie said quietly.

“I like to sniff toes,” Frankie whispered.

Frankie leaned close to my ear. “I like to sniff toes.”

 Use ‘said’ or suitable alternatives if you need to, but avoid using fancy 
words just to make your writing seem fancier. It doesn’t work. 

  14.3  Activities      

  14.3 Level 1  

     1.  Suggest  fi ve  interesting  synonyms  (words that mean the same thing) for each of the following words. 

     a. Good
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 b. Nice

 c. Big

 2. Suggest alternatives to the following dialogue tags by rephrasing them. Think of some that haven’t already 
been used in the examples in this subtopic.

 a. She said angrily

 b. He said happily

 c. They said quietly

 3. Rewrite the following sentences using more interesting vocabulary.

 a. She was a small female with nice blue eyes.

 b. The helicopters were loud and created a strong wind.

 c. Writing can be hard, but it is fun.
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14.3 Level 2

 4. Suggest three interesting synonyms for each of the following words.

 a. Smart

 b. Funny

 c. Walk

 5. Select better vocabulary and rewrite the sentences below. Compare your finished work with a partner.

 a. Felicity saw Dinesh run fast across the big park.

 b. The playful young dog broke the old piece of furniture.

 6. Rewrite the following sentence by replacing any boring words and unnecessary adverbs and adjectives with 
more specific verbs and nouns.

The boat travelled quickly across the water as the wind blew hard against the sails. The captain looked for a 
moment at the crew and bossily told them to clean the deck.
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14.3 Level 3

 7. Suggest three interesting synonyms for each of the following words.

 a. Yes

 b. Laugh

 c. Run

 8. Rewrite the conversation below by finding better ways to show who is talking.

“I told you it was lost,” Juniper said.
“No, you said you didn’t know where it was,” Lily said.
“It doesn’t matter. We have to keep looking,” Axel said.
“Try not to wake Hector,” Lily said.
“I think it’s under the pile of newspapers,” Juniper said.

 

 

 

 

 

 

 

 

 9. Rewrite the sentence below using nominalisation. Refer back to the examples in section 14.3.3 for a reminder on 
changing verbs to nouns.

They are planning to destroy the headquarters and introduce chaos.
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     10.  Add some  cohesive terms  and  vivid verbs  to this paragraph. Refer back to the examples in section 14.3.4 for a 
reminder on  selecting accurate verbs . 

The Brothers Grimm show that everyone has similar experiences of growing up. Leaving home, trusting 
strangers and following our dreams are important opportunities for learning. Fairy tales show us some of the 
pitfalls and show us that we can avoid them. This shows that experiences are common to all people. This 
brings a sense of community.  

   

   

   

   

   

   

   

   

   

   

   

   

   

   

     

  14.3 Hungry for more?  

     a.  Find a piece of writing in the online  Writer’s Library  and print or copy a section (around one paragraph). 
Annotate it (add comments) anywhere you see opportunities to improve it by varying the vocabulary. Look 
back through the sections in this subtopic to remind you of the various ways to make your writing more 
dynamic (interesting and engaging). 

     b.  Have a go at rewriting the paragraph using your suggestions.   

Resources

eWorkbook   14.3 Level 1 worksheets  (ewbk-6809) , 14.3 Level 2 worksheets  (ewbk-6810) ,   
14.3 Level 3 worksheets  (ewbk-6811)   

Interactivity   Varying vocabulary  (int-8220)   
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  14.4     Answering the   question 
  14.4.1  Know your task  
 It’s easy to read the task and do what comes to mind fi rst, but you might 
end up writing something that doesn’t really say what it’s meant to. 

 In fact, what you need to do is read the task  often . Before you start, after 
you’ve started, checking as you go along and again at the end. This is 
equally true if the task is a single essay prompt or an entire project with 
many instructions. 

 This is especially important while editing when you are looking at the entire 
piece of writing. Seeing your writing as a whole text helps you identify any 
areas where you missed the mark. 

  14.4.2  Read the assessment     criteria 
 Each task you get in school doesn’t just have instructions, it also has  criteria . These are the   things that your teacher 
will use to mark your work. For this reason, the  criteria  guide your focus, and what you choose to include in your 
writing.  

 If you’ve been asked to write a   persuasive   essay, it’s likely one element you’re being marked on will be about your 
use of persuasive   language. If you write an essay that has strong arguments but uses a balanced  tone , you won’t 
get as many marks compared to if you have strong arguments AND a persuasive tone.  

 It is also likely that the more effectively you use persuasive language, the better the grade, so this would be 
something you include and focus on doing well. Below is a basic  assessment rubric  for a persuasive essay.  

  14.4.3    Style and     structure   
 You need to check you are keeping to the  style  of the text type.
Be aware of the   appropriate  formality , tone and layout your 
text requires. Lots of text types have typical content, and order 
information in a particular way. For example, a persuasive essay will 
likely have: 

     •   medium to high formality   
     •   a persuasive tone such as worried, urgent, sincere or sarcastic   
     •   paragraphs arranged in a way that fl ows and moves the 

argument forward  (possibly using a PEEEL structure).     

 If your persuasive essay took on the informal tone of a message to 
a friend then you are not following the required style of that  text type .  

 Finally, your overall  structure , as well as structure within 
  paragraphs, needs to be logical (make sense). Like text style, there 
are set layouts for different text types. For example, a narrative piece 
is unlikely to be structured like a how-to manual. 

 Criteria  Low  Medium  High 

Arguments My arguments are absent 
or unclear

I have solid ideas but 
have not developed them 
as arguments

My arguments are logical 
and well-thought out

Persuasive language I have no chance of 
persuading anyone

I’ve managed to try to 
persuade, but there’s still 
more I can do

I've done a great job 
convincing my reader with 
persuasive language

Written expression My sentences are hard to 
read and understand

My sentences are clear 
enough, but not overly 
exciting

My sentences contain 
absolutely beautiful 
language
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  14.4.4  Audience and   purpose 
 As well as the  criteria  and  style , you need to be clear on two things –  who  you’re writing for and  why . If you’re 
unsure of these things your writing can get off-track. 

 Audie nce 
 Imagine you have conversations about the same topic (a school excursion to the zoo) with different people.   

 The    language  in these   conversations is different because the  audience  is different. You change what you say and 
how you say it according to what’s appropriate. In writing tasks your audience is rarely your teacher, though they will 
be the one to read it. You almost never mention who your audience is by name: instead, the language you use and 
the tone of your writing makes it clear. 

 Purpos e  
 These three conversations are also going to have different  purposes  (desired outcomes).  

 Again, the change in purpose changes how you talk – what you say or hide, how you express your ideas and what 
language and tone you use. This is also true of your writing. 

 The  purpose  can be tricky. Do you want to sell an idea or a product? Inform or persuade? It will depend on your 
text type, your audience and what   outcome you want from it. Your writing will be clear only when you know exactly 
what outcome you’re aiming for. 
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There are many more text types than can be covered here. For additional information on answering the question, 
establishing audience and purpose, and writing style and structure, see Topic 11 How to write paragraphs, Topic 12 
How to write essays, Topic 13 Storytelling and Topic 15 Constructing an argument.

14.4 Activities

14.4 Level 1

 1. Suggest the target audience (who it was written for) for the following pieces of writing:

 a. a magazine article about a new childcare centre:

 b. a blog about dealing with cyberbullying:

 c. an alphabet picture book:

 d. a science fiction short story:

 2. Imagine you are asked to write a descriptive paragraph about what you see out the window. What criteria (kinds of 
things) might the teacher be marking you on?

 

 

 

 

 

 3. Suggest a possible purpose for the following text types (what could they be designed to do?):

 a. a letter to your teacher about homework:

 b. a recipe:

14.4 Level 2

 4. Suggest the formality and tone for the following pieces of writing:

 a. a magazine article about a new childcare centre: 
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14.4 Level 3

 6. Suggest the target audience, formality and tone for the following pieces of writing:

 a. a letter requesting a skate ramp for a local park: 

 b. an expository piece on composting: 

 b. a blog about dealing with cyberbullying: 

 c. an alphabet picture book: 

 d. a fantasy short story: 

 5. Explain why it is important to know your task when editing your writing.
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c.  a persuasive essay on healthy canteen options: 

d.  a newspaper article about a global pandemic:  

     7.  Explain the purpose of an  assessment rubric . 

   

   

   

     8.  Summarise the elements to check when editing, to ensure someone has fulfi lled the task they’re responding to. 

   

   

   

   

   

     

  14.4 Hungry for more? 

  Select a piece of writing from a book, newspaper, magazine or the online  Writer’s Library . 

     a.  Identify the  text type . 

     b.  Identify the  audience ,  purpose  and  tone . 

     c.  Suggest what the  original task  might have been. What might the writer have been asked to do?   

Resources

eWorkbook   14.4 Level 1 worksheets (ewbk-6812), 14.4 Level 2 worksheets (ewbk-6813),   
14.4 Level 3 worksheets (ewbk-6814)  
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  14.5     Proofreading and     referencing 
  14.5.1  Fixing your     errors  
 Once all your editing is done, it’s time to  proofread . This means reading very   carefully through your work to identify 
spelling,   grammar and punctuation errors, then fi xing them. This is also when you’ll check that your writing makes 
sense and that you’ve given credit to other   sources  . 

  14.5.2      Punctuation 
 See Topic 9 Spelling and punctuation for lots of help with using correct punctuation. 

 Here is one tip for using commas  ,  dashes  –  and brackets  ( ) . Brackets are also called parenthesis. 

 These punctuation marks all do the same thing, which is to help you include a side note (additional information), but 
think of these three options as progressively getting stronger, like this: commas > dashes > brackets.  

  Commas  go around relevant, only-just-off-topic side notes.  

  Dashes  go around extra-information side notes.  

Brackets  go around totally-off-topic side notes – that’s why they’re used much less often. Don’t overuse brackets. 
Commas are preferred because they maintain the fl ow of information.  

 int-8221 
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  14.5.3      Grammar   
 Formal writing does not use  abbreviations . There should NEVER be  etc.
in your writing, unless you are just taking notes. 

 Same goes for UR, U, approx., totes and whatevs. 

 Use the computer grammar checker. It’ll give you a little squiggly line 
under grammar issues. Don’t ignore these! The machine can be wrong, 
but take a second to consider what it’s suggesting and make a conscious 
choice to change it or, if you disagree, to leave it. 

 Reading something aloud is always a good way to fi nd out if your 
grammar makes sense. 

 See Topic 8 Metalanguage for more on grammar. 

  14.5.4      Spelling 
 Spelling words correctly has more to do with care than talent. If you’re not sure, take the time to check it. If the 
computer says no, follow it up. If it looks wrong, it probably is.  

 Take special care with     homonyms   (words that sound the same but are spelled differently). See Topic 9 Spelling and 
punctuation, for more on homonyms.  

 Be sure to read every line of your writing to ensure you’ve used the words you intended. Use a dictionary to look up 
any words you’re unsure of. Use the computer spell checker as well. As with the grammar check, it will give you a 
little squiggly line under spelling issues. Don’t only rely on this though – it won’t pick up everything. If you meant to 
write “She was a dear thing” but instead wrote, “She was a deer thing”, the computer won’t fl ag the spelling error 
and you’ll have seriously confused your reader!  

  14.5.4    Sentences  
 Make sure your sentences are grammatically correct and don’t run on and on 
because sentences that take up heaps of lines and go on forever are really 
annoying, just like this sentence here which you’ve no doubt already lost 
interest in and are probably looking at that weird bug on the window. 

 See also Topic 9 Spelling and punctuation, and Topic 10 How to write 
sentences. 

 int-8221 
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 1 4.5.5  Citing   work 
 Imagine you spend hours making the perfect cake. You carefully fi nd the right recipe by sitting down with your 
granny, search the shops for ingredients, spend hours measuring, mixing and tasting, until fi nally it comes out of the 
oven. You’re exhausted, have a nap, and wake up to fi nd the cake totally gone. Eaten. Nothing left but crumbs on 
the fl oor. Not only that, but  someone else  took the credit for making the delicious treat.   

 You’re going to feel upset – and the person who took credit should feel guilty. 

 Writers have spent hours researching, writing and rewriting, fi guring out how to share their ideas perfectly. It’s 
extremely important that you recognise that effort and share the credit (or the cake) with them. We call the places 
we get information from  sources , because it’s the source of the information. 

 It’s important that you  cite  other peoples’ work if you use it in your own, and there are some very   specifi c ways that 
you should do this. 

 There are three major   reference guides for  citations :  

 MLA  APA  CHICAGO 

Named for:  Modern Language 
Association 

Best for:  Directly quoting from 
research or books.  

Named for:  American 
Psychological Association 

Best for:  Seeing links within 
one source or between different 
sources.  

Named for:  Chicago University 

Best for:  Reading the essay fl uidly, 
since you don’t interrupt the fl ow of 
writing.  

See it in action:

 Example 1:   According to 
Tolkien (3) hobbits like to live ‘in a 
hole in the ground’. 

 Example 2:   There are many 
different ways to interpret ‘good 
morning’ (Tolkien, 6).  

 See it in action: 

 Example 1:   According to Tolkien, 
hobbits like to live ‘in a hole in the 
ground’ (2012, p. 3). 

 Example 2:   There are many 
different ways to interpret ‘good 
morning’ (Tolkien, 2012, p. 6).  

 See it in action: 

 Example 1:   Hobbits like to live ‘in a hole 
in the ground’.  1    

 Example 2:   There are many different 
ways to interpret ‘good morning’.  2 

The text continues to the bottom of the 
page, where the footnotes are listed . 
  1.  John Ronald Reuel Tolkien,  The Hobbit . (Boston: Houghton Miffl in 

Harcourt, 2012), 3. 
  2.  Tolkien,  The Hobbit , 6  

    Bibliography:   Tolkien, J. R. R.   The 
Hobbit .  Houghton Miffl in Harcourt, 
2012.  

    Bibliography:   Tolkien, J. R. R. 
(2012).    The hobbit  .  Houghton 
Miffl in Harcourt.  

    Bibliography:   Tolkien, John Ronald 
Reuel.   The Hobbit  . Boston: Houghton 
Miffl in Harcourt. 2012.   
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14.5 Activities

14.5 Level 1

 1. Proofread and improve the following sentences. There might be spelling errors, the incorrect homonym used, or 
missing capitals or punctuation.

 a. Just around the the corner their is a elephant named steve.

 b. Won choclate is good butt two are betterer.

 c. Your a great person and one of mine best fiends but you have a big head.

 d. I here you one an award for your excellent essay congratulations.

 2. Place brackets around the side note in the following sentence.

Kirra squirted blue paint out of the tube she would have to buy more soon and dipped in her brush.

 3. Suggest three things you could do if you’re not sure how to spell a word.
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14.5 Level 2

 4. Proofread and rewrite the following sentences to improve them. Remember, you can change or leave out any words.

 a. Tho ants are totes small they are actually incredible strong. they can lift fifty times times there own body weight (but 
cant lift stuff like cars etc)

 b. I lied when I said I baked the cake becaus the cake was for real baked by someone else and I should of have given 
them credit for it and now theirs no cake and people is anggry and I feel a bit sick to be honesty.

 c. When wolfs is hanging out in the the snow or whatever do theys foots get cold?

 5. Copy the following sentences and place commas, dashes or brackets around the side notes. Choose whichever 
option you think best suits each one.

 a. I picked up my usual lunch order it was taco Tuesday and treated myself to a churro.

 b. To pull off the perfect cartwheel which is possible be sure to find an empty space.
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     c.  If you listen to a shell one of those big fancy ones you can hear the ocean. 

     6.  Proofread the following sentence and replace the incorrect  homonyms . 

I here that if ewe steel from a which she will no write away.  

   

     

  14.5 Level 3  

     7. Proofread  the following paragraph. Mark your changes on the paragraph itself and write your corrections in the 
spaces around it. Look for spelling and punctuation errors, opportunities to remove unnecessary words or use better 
vocabulary, and for anything else that would improve it. Rewrite it in a notebook or type it out. 

 Writing is not diffi cult because your doing it wrong, writing is diffi cult because its hard to do. First of all, 
thinking about what to to write can sometimes be almost painful. You're brain won't agree to help and 
clamps down like a thing that snaps shut. When you do fi nally get some words writing down it can be very 
frustrating because you haven't been able to say the right thing what you mean. Sometimes it feels like their 
are to many words to choose from, too mnay possible combinations. after all that work, having to go back 
and rewrite it just sounds like too much to cope with Bee patient; work thru it. Now it says what you want it 
to say. Now it is really good. That means it is time for another go at editing it. 

     8.  Explain when and why you should  cite  other writers. 

   

   

     

  14.5 Hungry for more?  

     a.  Write a paragraph about any topic you like. Write the entire thing without editing or making any changes. 

     b.  When fi nished, edit your paragraph to ensure it makes sense, uses varied vocabulary and says what you 
intended. 

     c.  Proofread it to fi x spelling, grammar, punctuation and sentence length. 

     d.  Share with a peer for feedback.   

Resources

eWorkbook   14.5 Level 1 worksheets (ewbk-6815), 14.5 Level 2 worksheets (ewbk-6816),   
14.5 Level 3 worksheets (ewbk-6817)  

Interactivity   Proofreading (int-8221)  
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  14.6     Strategies     for editing and proofreading 
  14.6.1        Redrafting like a pro 
 Now you know what you need to look for when you redraft  your work, here’s a few strategies for spotting the 
problems.  

 Print out your writing 
 There’s probably some science behind this but whatever it is, you will notice things in a printed version of your 
work that you totally miss on a screen. Seriously. Also, it’s fun to mark things up with a red pen – why do you think 
teachers do it? 

 Read it fresh 
 When you’ve just written something, you remember what it’s  meant  to say so your brain fi lls in any gaps when you 
read over it immediately. If you leave it for a day or two and come back to it fresh, you won’t be having the same 
thoughts as you had at the time of writing – so if your writing’s confusing, it’ll stand out more. 

 Read it aloud 
 This is the simplest, quickest way to fi nd problems in your writing. If you stumble when you read, there’s probably 
something clunky in the grammar. You’ll also pick up if you’ve missed words or if it doesn’t fl ow. Highlight the 
problems as you read and fi x them afterwards. 

 Another opinion 
 Getting someone else to look over your work is great. Your fi rst stop could be your teacher, but also ask your 
parents, siblings, grandparents and anyone else willing to read your slam poetry analysis or paragraph-free story 
about soccer and ninja warriors. Don’t be offended and don’t get them to change it. Their job is to read your work, 
and show you where they think it could be improved. 

 If it seems wrong, it probably is 
 If you can’t quite fi gure out what the problem is, keep revising your work until you fi nd just the right collection of 
words to say what you mean. Don’t give up!  

 Just like any skill, proofreading takes time for you to get it perfect. Go over it just  one  more time. 
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14.6 Activities

14.6 Level 1

 1. Identify one strategy to help you find errors in your writing, and explain why it’s useful.

 

 

 

 

 2. a. Read the following aloud and circle or highlight any areas that don’t sound right.

When redrafting your written it is helpful to read, it aloud to find any any places where might sound awkward 
or clunky it.

 b. Copy down the sentence with the errors fixed.

 3. Who would you ask to read over your work to help you detect mistakes?

 

 

 

 

14.6 Level 2

 4. Why should you wait a day or two before editing your work?
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 5. a. Read the following aloud and circle any areas that don’t sound right.

When proofread your work you need to look errors with speeling, grammar and punctuation. You also needs 
to make sure that the the sentences are of different lengths and that it makes sense. Don’t do it right away 
though, mistakes will stand out more after few days when you're mind fresh.

 b. Copy down the sentence with the errors fixed.

 6. a. Read the following aloud and circle any areas that don’t sound right.

reaching the massive doors, I hesitaed before knocking. Wood they be angry that I foundthem? Maybe theyd 
slam the heavy door write in my face. Their was only way too find out. i rapped 3 time with my knuckles and 
tried to not run away.

 b. Copy down the sentence with the errors fixed.

 7. Why should you print out your writing before editing and proofreading?
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  14.6 Level 3  

     8.  Suggest three questions you could ask a friend to answer when they read your work. These questions 
should help them provide useful feedback. 

   

   

   

   

   

   

     9.  Why do you think reading your writing  aloud  helps when editing and proofreading? 

   

   

   

   

     10.  Suggest another tip or strategy to help with  editing and proofreading . 

   

   

   

     

  14.6 Hungry for more?  

     a.  Create an information sheet containing helpful strategies for editing and proofreading. Use images and simple 
instructions to inform others. 

     b.  Edit and proofread your information sheet to fi nd and fi x any errors.   

Resources

eWorkbook   14.6 Level 1 worksheets (ewbk-6818), 14.6 Level 2 worksheets (ewbk-6819),   
14.6 Level 3 worksheets (ewbk-6820)  
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14.7    Topic project: Be the editor
Scenario
You have been accepted as a junior editor for the school magazine. Your first task is to edit and proofread a 
potential article for the magazine. Use all of your new skills in redrafting to make the article the best it can be.

Task
Carefully read through the following article that was written to persuade students and staff to adopt a school-wide 
ban on rubbish. It is only a first draft and so it has many errors and can be edited to sound more cohesive and 
interesting. Your task is to mark up (comment on) any possible improvements to the overall flow and tone, and then 
to rewrite the article. You may need to rewrite it more than once. Then proofread it to find and correct errors.

The subtopic 3.8 SkillBuilder: Annotating text, and the subtopic 14.8 SkillBuilder: Macro-editing and micro-editing, 
can help you with this task.

An editable version of the following article is available in the Resources tab of your learnON format.

No rubbish at our school
I think maybe Our School should go rubbish free because it would be good for the world and it would make the 
Environment better and I am calling on all students and teachers as well as principal wyatt and this is why our 
school must go rubbish free.

It is the job of all young people to make their future better. One way is by leading the way with thinking about 
rubbish and the affects it has on the environment. The school will also pay less moneys for rubbish removal and 
cleaning and things like that.

Firstly, we should go rubbish free because the school would look nicer and the the students would love schools 
better because its cleaner and we can show it how it affects the student’s in a good way. Also, student’s dont have 
to pick up rubbish during the day because it wil look cleaner.

the less plastics we have in this school system, the more landfill we can save, we are able to give back to society by 
not using up too much landfill.

The Schools could go about it by encouraging student’s to leave their plastics and wrappers at home and use drink 
bottles and containers that can be used again so that we can all live and enjoy school better and not have rubbish 
in the way of our Future.

Wouldn’t it bee very good and make us feel good to say we were not adding any pollusion to the world through our 
school.

Some students and parents will say that this makes there life harder but I reckon this is just because they will have 
to make healthier choices etc. Do you think this could be another good thing to come out of doing this? We would 
all be healthier and our familys would spend less on junk food.

Process
 1. This task could be completed individually or in groups. Each group member could complete a different stage 

of the process, or different elements to look for could be allocated to group members. For example, one 
person could edit for vocabulary changes, one could edit for cohesion and one could edit for style and tone. 
Then team members could swap to find anything that might have been missed.

 2. Read over the article to get a sense of how it flows. Annotate it (add comments) anywhere you think changes 
could be made. You may need to change the order of some sentences or paragraphs. Look for opportunities 
to:
 • use fewer words to say the same thing
 • use simple tenses make the writing punchier
 • use prefixes and suffixes
 • remove unnecessary words
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     • unpack the ideas  to explain things better or provide more information 
     •  use  interesting words  (including the title) 
     •  replace adjectives and adverbs with more  specifi c nouns  and  verbs
     •  vary  sentence length
     •  use  transitions  and  connectives  to connect ideas, sentences and paragraphs.   

     3.  Ensure that the article has  addressed the task  (persuading people to go rubbish-free) and is written in the 
appropriate  style  for a persuasive piece. Is the  tone  correct for the  audience  (students and staff) and  text 
type  (school magazine article)? 

     4.   Rewrite  the article by taking in all of the corrections. Read it through again to make sure the above areas have 
been addressed, and rewrite it again if necessary. 

     5.  Once you're happy with the new draft,  proofread  it to pick up any errors with spelling, grammar, punctuation 
and sentence length. Watch out for homonyms such as  to/too  and  there/their/they're . Do a full read-through 
and mark up errors before you begin fi xing them. 

     6.  Once you are happy with your draft, share it with a classmate to receive some feedback.      

Resources

Digital document   Zero-waste in school article (doc-35122)  

   14.8     SkillBuilder: Macro-  editing and   micro-editing   
 What are macro- and micro-editing? 
 Macro- and micro-editing provide another approach to redrafting your work. Macro-
editing is 'big picture’ editing that focuses on structure, style, tone, logic and showing 
instead of telling. Micro-editing involves focusing on 'little picture’ errors such as 
spelling, punctuation, grammar, word choice, emphasis and clarity. 

Select your learnON format to access:
     •  an explanation of the skill (Tell me)  
     •  a video and step-by-step process to develop the skill (Show me)  
     •  an activity and interactivity for you to practise the skill (Let me do it)   
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    14.9     Review 
   14.9.1  Key points to remember 
  14.2  Editing for coherence 

     •  Use fewer words but say more with clever vocabulary 
choices: 
     •  use simple tenses 
     •  use prefi xes and suffi xes 
     •  remove unnecessary words.   

     •  Explain yourself fully and unpack your idea for the reader.    

  14.3  Varying your vocabulary 
     •  Be specifi c in your vocabulary. 
     •  Choose interesting words. 
     •  Avoid adverbs and adjectives where you can; instead choose 

nouns and verbs that perfectly express your meaning. 
     •  Vary your sentence length. Make some long, make some 

short. 
     •  Use nominalisation to turn verbs into nouns and sound more 

formal. 
     •  Order and connect your ideas to ensure cohesion. 
     •  Vary your dialogue tags or fi nd clever ways to show who is 

talking.    

  14.4  Answering the question 
     •  Read the assessment criteria. Be clear about the task. 
     •   If you’re asked to write an essay and you write a song, 

you’re not going to get marked very well. Play the game and 
know what you’re being assessed on.  

     •  Identify your audience and make sure that your tone, style 
and structure suit them.    

  14.5  Proofreading and referencing 
     •  Double-check your spelling and grammar. 
     •  Spelling, punctuation and grammar are almost  always  a part 

of what you’re assessed on. Run your work through a spell-
checker, and instead of just accepting what the machine 
says, try to understand what it’s telling you. 

     •  Keep your sentences under control: make sure they say 
what you want them to. 

     •  Don’t steal other people’s writing. Cite your work as a 
way of saying thank you to the people who gave you the 
information.    

  14.6  Strategies for editing and proofreading 
     •  To more easily fi nd problems when redrafting: 

     •  print it out to better spot issues 
     •   wait a few days before reading over it  
     •  read it aloud to fi nd awkward areas 
     •  ask someone else to read it and point out errors 
     •  make changes for improvement.   

     •  Editing and proofreading are essential skills. With time and practice 
you’ll fi nd it easier to do.     
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  14.9  Activities 

  14.9  Review 
 Go to www.jacplus.com.au and access your  learnON  format to complete the review questions. A post-test is also 
available to determine how your knowledge and skills have improved since starting this topic. 

  14.9.2  Refl ection 
 Now that you know more about editing and proofreading, take a moment to think about what this topic has taught 
you. 

     1.  What did you learn that surprised you? 

   

   

   

     2.  Describe how you feel about editing and proofreading your writing after working through this topic. 

   

   

   

     3.  List two parts of editing and proofreading you think you need to work on. 

   

   

              

Resources

Interactivity   Key terms crossword  (int-8148)   
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Glossary 

abbreviation a shortened form of a word or phrase
adjective a word that describes a noun
adverb a word that describes or gives more information about a verb
assessment rubric a tool used to interpret and grade work against criteria and standards; a scoring guide
audience the intended readers of your writing
citation making a written acknowledgement of another person's work
cite to quote (a passage, book, author, etc.), especially as an authority
coherent understandable; making writing make sense
cohesion words, punctuation and ordering of ideas that enhances logic and flow
connectives words that join sections of text together
context the broad picture around a piece of information or writing (including history of an issue and knowledge 
of culture)
criteria the skills and understandings that you will be graded against
descriptor a word or expression used to describe or identify something 
dialogue tag a phrase such as “he said” or “she asked” that indicates which character is speaking (and in what 
manner)
editing rewriting your work to improve it
formality the type of language used for a particular purpose, affected by level of familiarity and expected style 
and tone, and incorporating vocabulary and word choices, level of politeness and respect
homonym each of two or more words having the same spelling or pronunciation but different meanings and 
origins
infer using evidence, logic and your own prior knowledge to make an educated guess at implied (suggested) 
meaning
interchangeable capable of replacing or changing places with something else
metaphorical making a comparison between two things in a way that isn’t literally true
nominalisation a process that changes a verb into a noun
notorious famous for something bad
noun a word (other than a pronoun) used to identify people, places, or things
passive not active; writing that is passive lacks urgency or action
pedestrian boring: writing is pedestrian if it lacks spark, if it doesn’t inspire the reader to engage with it
proofreading reading work to identify errors in spelling, grammar, punctuation and sense
purpose the reason you are writing; what you want your reader to get out of reading your work
redraft to rewrite something by making changes and improvements
showing using description and action to help a reader experience a story. Showing is like what you do in 
everyday life: you might notice a few things and piece together a picture. Showing is building on inferring skills.
source the place where something originates or is obtained
structure the layout and order of information in a text
style the specific features of the text type
synonym a different word that means the same thing as a target word
telling revealing a story’s details in a direct way without allowing the reader to infer
text type different forms of writing (for example, letter, story, recipe)
tone how the writing sounds when you read it in your mind; usually a particular emotion is attached to this
transitions words or phrases that connect ideas, sentences and paragraphs
unpack break down your idea(s) clearly so that the reader understands more fully and deeply
vocabulary word choice
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