Punctuation Help Sheet
In answering close reading questions, you should always use the what / why principle.

What – what the technique is

Why – why it is being used, i.e. its effect

Apostrophe (‘)  used to indicate where a letter has been missed out when two words are contracted together, for example they’re = they are; or to show when something belongs to another (possession)  for example Claire’s car = the car belongs to Claire.

Colon (:) used to introduce a list, an explanation after a statement or occasionally to balance two clauses, of equal importance, which might otherwise require being two separate sentences.
Comma (,) used to create a pause in a sentence and to break up a list of items.  Also used in parenthesis.
Dash (-) used to indicate an afterthought or to replace the colon after a statement and before the explanation e.g Landscape of Thorns – a square mile of randomly-spaced 80 ft spikes.

Ellipsis (…) =  the three dots in the middle/end  of a sentence.  It is used to show uncertainty, tailing off of a thought/idea, hesitancy, something left unfinished/incomplete.

Exclamation mark (!) used to indicate when a word, phrase or sentence should be read as indicating surprise or special emphasis.

Inverted commas (“ ”) or (‘ ’ ) used to indicate direct speech, a quotation and to indicate titles.  Also to show where a word is used in an unusual way or if the writer wants to show a different meaning – e.g. English is really ‘fun!’
Minor sentences – sentence with no verb.

Parenthesis : a word or phrase that is not an essential part of the sentence, but is included to provide additional information.  Can be created by the use of two dashes, brackets or a pair of commas.  Often used for the writer to show their point of view.
Question mark (?)  used to ask a question

Rhetorical question – a question where the answer is obvious or implied, used to draw the readers’ attention to the point being made e.g. who would want to live in such a world?

Semi-colon (;)  to indicate a connection between clauses which could stand as grammatically independent sentences, usually to indicate an expansion of an idea in the second part of the sentence.  Can also be used to break up a list, especially where it is a list of phrases rather than single words.
