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Learning Goal

We are learning to reread, revise and proofread a text so it is clear, accurate and ready for a 

reader.

Success criteria

• I can identify a change that improves meaning.

• I can correct grammar, punctuation and spelling.

• I can explain how my change helps the reader.

PREVIEW



Editing and Proofreading

Editing improves ideas, order, sentences and word choice.

Proofreading checks grammar, punctuation and spelling.

Writers edit first and proofread second.

PREVIEW



The Four-Step Editing Cycle

1. Reread for meaning and purpose.

2. Revise ideas, order, sentences and word choice.

3. Proofread grammar, punctuation and spelling.

4. Present a clear final copy.

PREVIEW



Check Meaning and Purpose

Ask: What am I trying to say?

Does every idea support my purpose?

Will my reader understand the important message?

PREVIEW



Organise Ideas Clearly

Group related ideas together.

Use paragraphs to signal a new idea.

Place events or explanations in a logical order.

Remove details that distract the reader.

PREVIEW



Build Accurate Sentences

Check that every sentence has a complete idea.

Make subjects and verbs agree.

Keep verb tense consistent.

Join or separate ideas when a sentence is awkward.

PREVIEW



Link Ideas

Use cohesive words to show relationships.

because - gives a reason

however - shows contrast

therefore - shows a result

meanwhile - links events in time

PREVIEW



Choose Precise Words

Replace vague verbs such as went, got and said when a precise word gives a clearer picture.

Remove repetition.

Choose words that suit the purpose and audience.

PREVIEW



Check Capitals and Punctuation

Check capitals at sentence beginnings and for proper nouns.

Check end marks.

Use commas to separate items and clauses.

Check apostrophes and quotation marks carefully.

PREVIEW



Check Spelling

Look for words that do not look right.

Say the word slowly and listen for parts.

Use word families, known patterns and a dictionary.

Check homophones in context.

PREVIEW



Model Draft: Garden News

our garden club meet every friday after school. Last week we planted seedlings near the fence 

the soil was dry, so Priya carry two watering cans. We worked careful and label each row. By 

four oclock the garden looked neat however tools were still on the path.

PREVIEW



Think Aloud: Meaning and Order

What is the main message?

Which details belong together?

Where does one sentence run into the next?

Which ideas need a clearer link?

What should the reader understand first?

PREVIEW



Revise Sentences and Cohesion

Before: The soil was dry, so Priya carry two watering cans.

After: Because the soil was dry, Priya carried two watering cans from the shed.

The revision fixes grammar and strengthens the connection between ideas.

PREVIEW



Proofread Conventions

Before: We worked careful and label each row.

After: We worked carefully and labelled each row.

Proofreading corrects the adverb and keeps the verb tense consistent.

PREVIEW



Polished Model

Our garden club meets every Friday after school. Last week, we planted seedlings near the 

fence. Because the soil was dry, Priya carried two watering cans from the shed. We worked 

carefully and labelled each row. By four o'clock, the garden looked neat; however, tools were 

still on the path.

PREVIEW



Useful Proofreading Marks

^  add a missing word or mark

○ check a spelling

/  begin a new paragraph

strike through  remove text

arrow  move text

Keep marks neat so the writer can follow them.
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Partner Editing Conference

1. The writer reads the text aloud.

2. The reader explains the main idea heard.

3. The questioner asks about an unclear part.

4. The coach suggests one specific change.

5. The writer decides what to revise.

PREVIEW



Independent Editor Checklist

Reread for meaning and purpose.

Check order, paragraphs and cohesive words.

Edit sentences, grammar and word choice.

Proofread capitals, punctuation and spelling.

Read the final copy aloud.

PREVIEW



Reflect on the Effect

Choose one change you made.

What was the problem?

What did you change?

How does the change help the reader?

Effective editors can explain their decisions.

PREVIEW



Well Done!

PREVIEW
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Editing and Proofreading 
Quiz
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Question 1

True or false: Editing and proofreading are exactly the same job.

PREVIEW



Answer 1

False. Editing improves ideas and sentences; proofreading checks conventions such as 

grammar, punctuation and spelling.

PREVIEW



Question 2

What should a writer check first?

A. Font colour

B. Meaning and purpose

C. Page number

D. Handwriting speed

PREVIEW



Answer 2

B. Meaning and purpose. A writer must make sure the message is clear before polishing 

conventions.

PREVIEW



Question 3

Short answer: Why is reading a draft aloud useful?

PREVIEW



Answer 3

Reading aloud helps a writer hear awkward sentences, missing words and ideas that do not 

make sense.
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Question 4

Which sentence is grammatically correct?

A. The teams is ready.

B. The teams was ready.

C. The teams are ready.

D. The teams be ready.

PREVIEW



Answer 4

C. The teams are ready. The plural subject teams agrees with are.
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Question 5

True or false: A comma can separate items in a list.
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Answer 5

True. Commas separate items, as in: pencils, rulers, erasers and glue.
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Question 6

Which cohesive word best shows contrast?

A. because

B. however

C. therefore

D. first

PREVIEW



Answer 6

B. However shows contrast between ideas.
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Question 7

Short answer: Improve the vague verb in this sentence.

The puppy went across the yard.
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Answer 7

A possible answer is: The puppy raced across the yard. Other precise verbs may also be 

suitable.
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Question 8

Which sentence uses quotation punctuation correctly?

A. “Come here” said Noah.

B. “Come here,” said Noah.

C. “come here,” said Noah.

D. Come here, said Noah.

PREVIEW



Answer 8

B. “Come here,” said Noah. The spoken words begin with a capital and the comma sits inside 

the closing quotation mark.
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Question 9

True or false: A writer should use more than one strategy to check an unfamiliar spelling.

PREVIEW



Answer 9

True. A writer can listen for word parts, use known patterns, check context and consult a 

dictionary.
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Question 10

Which revision is clearest?

A. The experiment was good and good.

B. The experiment went well because the steps were clear.

C. The experiment was thing.

D. Good experiment went.

PREVIEW



Answer 10

B. It uses a complete sentence, precise wording and a clear reason.

PREVIEW



Well Done!
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