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How to Find What You Need

. Consult the table of contents. The table of contents will give
you a comprehensive overview of the material this handbook
covers.

« Use the running heads

25 Avolding Common Errors In Punctuation

and the virtual index.
The running heads at the
top of each page and the
colour-coded tabs of the
virtual index will let you
know at a glance what is
covered on each page.

« Checkthe index. The
detailed index, which
appears on the final
pages of this handbook,
will direct you to the
exact pages on which a
topic is discussed.

« Usethe EAL icons. EAL
icons mark the sections
that are particularly useful
to learners of English as an
additional language.

m Avoiding Common Error
in Punctuation

@ Unwanted Comma Splice

Using only a comma between independent clauses not joined
with results in li

es: The actual prize is not important, it is the honour
connected with it that matters.

cs: He desperately wanted 10 eal, nevertheless
he was 100 weak 1o get out of bed.

The casiest way to fix 2 comma splice is to replace the
comma with 2 semicolon (see #163). See also #5b.

@ Unwanted Comma Belween Subject
and Verb

Generally, do not put a comma between a subject and its
verb unless some intervening element calls for punctuation:
o p: His enthusiasm for the project and his desire to
be of help, led him 1o add his name 10 the list
of volunteers.

Don't be misled by the length of 3 compound subject. The
comma after help in the last example is just as wrong as the
comma in the following sentence:

nop: Kiera, addressed the class

But if some intervening element, for example an apposi-
tive or  participial phrase, requires setting off, use a pair
of marks:
His enthusiasm for the project and his desire 1o be of help,
both strongly felt, led him to add his name to the list of

volunteers.

Kiera—the exchange student — addressed the class.

173

« Referto the list of marking symbols and abbreviations on
the inside back cover. This list will help you understand the
symbols your instructors use to indicate writing problems on
your papers.
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Important Topics
for EAL Students

Several sections throughout this handbook provide infor-
mation of particular importance to students who are
studying English as an additional language (EAL). The
following list is a quick and convenient guide to those
sections. Whether you are relatively new to writing in
English or are more experienced and looking to master the
finer points of the written language, these sections of the
text—in combination with a learner’s dictionary—will
help you improve your writing skills. Note that the entries

in this list correspond to the EAL symbols found through-
out the text: [77..

5f Mixed Constructions

6a Inflection of Nouns: Number; Possessive Case
6¢ Nouns and Articles: a, an, and the

7a.6 Indefinite Pronouns

7a.8 Reciprocal Pronouns

8b Inflection of Verbs: Principal Parts

8c Irregular Verbs

8c _Auxiliary Verbs

8e Verb Tenses and Their Functions

8f Tense Sequence

10c.2  Ordering of Adjectives

13b.2  Correlative Conjunctions

l4e Idiom

14¢ Usage: A Checklist of Troublesome Words
and Phrases



Preface

The second essentials edition of The Canadian Writer’s
Handbook is designed to help you work on your writing
skills. Improving written communication is an ongoing—
even lifelong—project. Whether you are a long-time
writer of English seeking to refine your abilities or a writer
who is approaching English as an additional language, the
suggestions, examples, and guidelines in this new edition
will help you to write with greater confidence and com-
municate with greater clarity.

Overview

Each of the six parts in this book addresses an essential
aspect of the writing process. Part I provides practical
guidance on planning and composing two larger units of
communication, the essay and the paragraph. We start here
because we have found that students who are beginning
a written assignment usually want help with the broad
strokes of composition before they move on to consider the
narrower concerns of sentence structure or word choice. In
Part IT and Part I1I, we explore the essentials of grammar
and style, first by examining how sentences work, then
by looking at how the parts of speech come together to
form meaning. In Part IV we discuss the importance of
punctuation, and in Part V we address issues of mechanics
and spelling. Part VI offers valuable information on con-
ducting research and citing sources in an essay. Appendix
A provides a checklist that will help you revise, edit, and
proofread your work, while Appendix B offers a sample
research paper in MLA style.

How to Use This Handbook

We encourage you to use this handbook as a reference
tool that you can consult on particular issues arising from
everyday writing activities. We suggest that you begin
by familiarizing yourself with it by seeing what each part
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has to offer. Browse through the table of contents and the
index. Look up some sections that arouse your interest. Flip
through the pages, pausing now and then for a closer look.

You may want to start at the beginning of Part I and
proceed carefully through each section in sequence. Note
that some points in later sections might not be clear to
you unless you understand the material in the early sec-
tions. Or, if you are struggling with a particular prob-
lem, you may want to skip to the relevant section and
then consult other sections as your needs change.

The book is subdivided into sections and subsections
that are numbered consecutively throughout. Note how
the running heads and the coloured tabs on each page—
together with the part index that follows the acknow-
ledgements—can help you find things quickly.

PART IlI

Essentials of Grammar
and Style: Parts of Speech;
Diction

PART i1 | Essentials of Grammar and Style: Parts of Speech; Diction

Note that the term inflection applies only to the change of a
CONTENTS word's form within its part of speech. That is, when the noun
boy is inflected to make it plural, the new form, boys, is still a

s JoL noun; when the pronoun they is inflected 1o them or theis, the

8. Verbs new forms are still pronouns.

9. Agreement Between Sublect and Verb Many words can be changed so that they function as differ-
10. Adjectives ent parts of speech. For example, the noun centre can be made
11, Adverbs into the adjective central, or the noun meaning into the adjec-
12. Verbals tive meaningful, or the verb vacate into the noun vacation. Such
13. Connecting Words; Interjections changes are not inflections but derivations; a word can be
14. Diction T~ derived from a word of a different part of speech, often by the

e addition of one or more suffixes: trust, trustful, trustfully, trustful-
INTRODUCTION ness. And many words, even withou! being changed, can serve
Understanding English grammar is essential for your futs as more than one part of speech; for example:

success. Your professors, clients, employers, and co-workd She is cool under pressure. (adjective)

expect clear, concise communication, and many will judge
dedicat b g Relations between the two leaders may cool after the
meeting (verb)

y
your ideas with clarity. Learning and following the rules of gra

mar will help you communicate your ideas effectively and ma Keep your cool in a crisis. (noun)
2 good impression.

English words fall traditionally into eight categories call Part 11l first discusses the eight parts of speech—their infiec-
caeia e o s o B e s tions (if any) and other grammatical properties; their subcategor-

form) In one o Sore Way: ies; how they work with other words in sentences; and some of

their important derivatives (verbals)—and calls attention to

+ noun - adjective some of their potential trouble spolts, such as agreement and 3
+ pronoun « adverb verb’s lenses. Part Il ends with a section on diction, which is
. verb the choice of words in the writing we all do.
he othe . they f
. ppoion, - licion A vours
« conjunction
N A noun is a word that names or stands for a person, place,
6

thing, class, concept, quality, o action: woman, character,
city, country, citizen, ship, garden, machine, silence, vegetable,

road, freedom, beauty, river, spring. Proper nouns are names
of specific persons, places, or things and begin with a cap-
ital lecter: Dorothy, Rumpelstiltskin, Saskatoon, Canada, the
Titanic. All other nouns, called common nouns, are cap-
italized only if they begin a sentence:

xiv



Help with Polishing Your Work

When you finish a piece of writing, go through the check-
list in Appendix A. If you find you're not sure about some-
thing, follow the cross-references to the sections that will

give you the help you need.

Help with Correcting and Revising Your Work

When you get a piece of writing back with marks and com-
ments, look it over alongside the list of marking symbols
and abbreviations on this handbook’s inside back cover.
The information there may be enough to help you make the
appropriate changes. But if you need more than a reminder
about a specific issue or pattern, look up the relevant topic
and study the sections that discuss and illustrate those prin-
ciples in greater detail. You should then be able te edit and
revise your work with understanding and confidence.

Key Terms

Throughout the text, you will find important terms set in
boldface. Pay attention to these terms, for they make up
the basic vocabulary necessary for the discussion of gram-
mar, syntax, and style.

For Readers and Writers of English
as an Additional Language

Our experience as university instructors has given us the
opportunity to work with a number of writers engaged in
the challenging project of reading and writing in English
as an additional language (EAL). At several points in this
handbook, we offer information and direction of par-
ticular importance to those of you who are approaching
English as a relatively new language, and we have desig-
nated those relevant sections with the symbol EAL

XV

Preface



PART VI | Essentials of Research

integrity and indefatigable attention 10 public business™
and “perpetually occupied by the affairs of his country™
(Shelley 31)

Here the student writer has incorporated select words and
phrases. The ellipsis indicates that material has been omit-

ted in the interests of the student’s own sentence stri

To be cffective, documentation must be complete,
ate, and clear. Completeness and accuracy depend of
ful recording of necessary information as you d
research and take notes. Clarity depends on the w
present that information to your reader. You will

only if your audience can follow your method of

37 Documentation

@ The Name—Page Method (MLA Style)

The name—page method is detailed in the cighth edition of
the MLA Handbook (2016). Using this method, you provide
a short parenthetical reference in the text, and you list all
sources in a list titled “Works Cited” at the end of your

paper. The entries in the list of works cited contain full
bibliograph and they are alphabetized by
the surnames of authors, editors, or other creators (or title,
when no author, editor, or other creator is named).

The pages that follow illustrate examples of the most
common patterns of MLA documentation: each in-text
parentk panied by its work
entry. Note that parenthetical references are usually placed
at the end of the sentence in which the citation occurs.
Note also that in an actual paper, the examples that follow
would be double-spaced.

mentation. Before you begin any research project, i|
gate the method of documentation you need to usj
section presents three frequently used methods:

1. The name-page method currently recommend
the Modern Language Association (MLA), whi
wide use in the humanities;

2. the name-date method recommended by the An{
Psychological Association (APA), which is
some of the social and other sciences as well as
cation studies; and

3. the note method recommended by The Chicago
of Style, which is used in various disciplines.

ical reference is

A note on number ranges: When you give a number
range (c.g., a range of page numbers) in MLA style, pro-
vide the first and second numbers in full for numbers up
099 (e.g., 5-88, 97-99). For larger numbers, give the first
number in full but only the last two digits of the second
number, unless additional digits are required for clarity
(e-g.. 122-28 for a range from 122 to 128, but 385460 for
a range from 385 to 460).

A Book by One Author (or Editor)
In-Text Reference
A survey revealed that many Canadian munici-
palities “did not provide pedestrian amenities
at all, and only half, in any way, encouraged
their citizens lo reach their destinations by foot™
(Friedman 136).
When you don’t mention the author by name in your
sentence, the parenthetical reference includes the author's
surname and a page reference, with no intervening punciua-
tion. If you can include the author’s name and credentials

Which method you choose will depend on what di
(field of study) you are writing in and on the wi
your audicnce.

Note: Each example on the following pages h
our coding to help you recognize the common el
among the in-text and reference citations, so that y
construct them more casily. The colour key is foun
bottom of each page.

Author Title Publication infermation Electronic source

2

Up-to-Date Documentation Guidelines

Part VI offers guidelines that cover the three most popu-
lar citation styles used in Canada today: MLA style (the
name—page method), APA style (the name—date method),
and Chicago style (the note method). To illustrate each
method of documentation, we offer an array of examples
modelled on the recommendations set out in the most
recent edition of each style guide.

The components of each example are colour coded to
help you identify and compare similar components across
different examples. The colour key is found at the bottom
of relevant pages.
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