Punctuation, Grammar & Spelling in a Nutshell
 Hyphenation 

· Avoid using hyphens to divide a word at the end of a line. Use the word processing package to automatically wrap your text so that only whole words appear. 

· Normal hyphens are used in compound words to connect words (e.g. cost-benefit analysis, pre- and postnatal period). 

· Hyphens used in number ranges (eg 8-16 years) should be set without any spaces.

Lists

· If you have a long sentence with many commas between items, think about turning it into a list. 

· If you have a long list, try to break it up into more than one list, or a sentence (with not more than three items) and a list. 

· For this book, we will be using the ( (dot) bullet icon.   

· Use this bullet icon throughout on non-numbered lists.   Do not mix and match different bullet point icons.

Using Full Stops in Lists

· Note that the full stop is usually placed at the end of the list. 

· If you start each item of the list with a capital letter, it is customary to place a full stop at the end if it is a sentence, but not if it is a single word or a short phrase. 

· If the list is a continuation of a sentence that introduced the list, use a lower-case letter at the beginning of each item and a full stop at the end of the list. 

Quotation marks and brackets 

· In general, use single quotation marks (‘) unless the quote is clearly part of a conversation (the convention in the UK). 

· Use simple brackets like these ( ) where necessary. Reserve the use of the more elaborate types of brackets for specific purposes.

· Use square brackets [   ]   when  stating the date you accessed a website reference (and not for anything else).

· Curly brackets {  }  for equations only=
Spelling, abbreviations and acronyms 

· Trade names for pharmaceuticals and devices start with an upper-case letter  eg Famvir

· Generic names start with a lower-case letter eg acyclovir

· Bacteria – first letter of first name is capitalised but the first letter of the second name is not eg Staphylococcus aureus, Candida albicans

· Note: © = copyright and can be inserted in Word by going to ‘insert’ and then ‘symbol’ and you’ll find it there somewhere. 
· Check and check again that all spellings, abbreviations and acronyms are correct, and then check them again when you proofread. 
Acronyms, which are a form of abbreviation, must also be explained. One person's DOA (dead on arrival in Accident and Emergency) is another's DOA (date of admission on the ward). Pelvic inflammatory disease and prolapsed intervertebral disc (PID) are less likely to be confused because of the context. If your chapter has a large number of technical words and abbreviations, compile a glossary, which I will place at the front end of the book.   Send this as a separate Word file.

Avoid starting a sentence with an acronym. A piece of text that is full of acronyms is difficult to read, especially if they are unfamiliar to the reader and he or she has to repeatedly refer to the glossary or, worse, to wherever the acronym was first used in the book (see below) 

Example: Too many acronyms 

The importance of local and national agencies such as the RCP, ASH and the BMA, as well as HEAs with HAs, LAs and FSHAs, in taking the lead in the promotion of health has been clearly illustrated in the case of cigarette smoking and more recently to prevent the spread of HIV/AIDS. 
Remember that there are differences in spelling between countries - we 'practise' medicine in the UK whereas we 'practice' medicine in the USA. Book reviewers and readers just love to catch you out! 
Practice is a noun    For example: We need to put these ideas into practice.
Practise is a verb    For example: To learn English well you have to practise.
· More available here: http://www.learnenglish.de/mistakes/CommonMistakes.htm 
· Remember to check for words that are not picked up by a spellchecker. For example, 'there' and 'their', 'two', 'too' and 'to', and 'buy' and 'by' may be confused 

There are standard abbreviations - e.g., etc., i.e., which are okay.
 

Apostrophes
Apostrophes are commonly misused or abused. Their correct usage is described in another Word document file that you should have received with this one.   If you’re not sure where the apostrophe goes, you can often rearrange the phrase so that you don’t need to use it at all.

Examples of avoiding apostrophe's use 

Consider:  The three nurses' uniforms were ruined. 
You could say: The uniforms of all three nurses were ruined. 
Apostrophes after a proper name should be as follows: Moses' law

Likewise: Moses’ Law becomes The law of Moses
Hers, its (except for the abbreviated for it is = it’s), theirs, yours and ours have no apostrophe.
Matching a phrase to the correct person is essential. In 'grammar language', this states that 'a participal phrase at the beginning of a sentence must refer to the grammatical subject.' Examples make this rule clear 

Example: Being clear about what you mean 

· While waiting for the kettle to boil, an idea began forming. 

How many ideas wait for the kettle to boil? Corrected, this becomes: 

While waiting for the kettle to boil, an idea began forming in my head. 

· Writer of popular books, his computer was quite fast. 

The above sentence contains only the computer as the grammatical subject. 

All becomes clear if you say instead: 

As a writer of popular books, he needed to use a fast computer. 

There are many 'rules' of grammar that are frequently broken, like never putting a preposition at the end of a sentence. Not splitting infinitives is another favourite, but we all do it (e.g. the famous 'to boldly go where no man has gone before'). 

This is not the place for a complete run through of the rules for placing commas, when to use the semi-colon or the colon, or why you should use parentheses or a dash. Buy yourself a little book on the use of the English language and use it as a guide (not a rule book) if you are unsure. 

I thoroughly recommend the following:

· Eats, Shoots and Leaves: the zero tolerance approach towards punctuation, Truss L. London: Profile Books Ltd; 2003. (fabulous and easy to read)

· The Elements of Style by Strunk and White (a classic, first published in 1935, but updated since then; small but can be a bit heavy). 

Grammar Gita x

