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Proofreading
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Learning intention

Today we are learning to proofread our writing systematically.

Success criteria:

• I can use COPS to check capitals, organisation, punctuation and 

spelling.

• I can use proofreading marks and explain my corrections.

• I can improve a draft without changing the writer’s meaning.
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Where proofreading fits

Plan  → Draft  → Revise  → Proofread  → Publish

Revision improves ideas, order and detail.

Proofreading comes afterwards. It corrects surface errors so readers 

can follow the final message.

A strong writer revises first, then proofreads carefully.

PREVIEW



Why proofread?

Proofreading helps your reader focus on your message—not your 

mistakes.

It makes writing easier to understand and more trustworthy.

It shows care for your audience and pride in your work.

Even expert writers proofread before they publish.
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A calm proofreading routine

1. Finish revising the ideas and structure.

2. Take a short break, then return with fresh eyes.

3. Read slowly—aloud if possible.

4. Check one COPS category at a time.

5. Mark corrections clearly, then reread the whole piece.
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Meet COPS

C — Capitals: sentence starts and proper nouns

O — Organisation: order, paragraphs and missing words

P — Punctuation: sentence endings, commas and apostrophes

S — Spelling: accurate words that make sense in context

One category at a time makes proofreading manageable.
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C: Capitals

Ask:

• Does every sentence begin with a capital letter?

• Are names, places, days, months and titles capitalised?

• Have I avoided random capitals inside sentences?

Circle or underline the letter that needs changing.
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Capital model

Draft: on monday, maya visited the great barrier reef museum.

Proofread: On Monday, Maya visited the Great Barrier Reef Museum.

Why? The sentence start, day, person and official place name all need 

capitals.

COPS check: C is complete.
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O: Organisation

Ask:

• Are the ideas in a logical order?

• Does each paragraph focus on one main idea?

• Are any words or sentences missing or repeated?

• Do linking words help the reader move between ideas?
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Organisation model

Mixed order:

Finally, we planted the seedling. First, we dug a hole. Next, we loosened 

the roots.

Improved order:

First, we dug a hole. Next, we loosened the roots. Finally, we planted the 

seedling.

The sequence now matches the actions.PREVIEW



P: Punctuation

Ask:

• Does every sentence end correctly?

• Are commas used for lists, pauses and introductory words?

• Do apostrophes show contractions or possession accurately?

• Are quotation marks paired around direct speech?
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Punctuation model

Draft: After lunch we packed hats water maps and snacks

Proofread: After lunch, we packed hats, water, maps and snacks.

Why? The opening phrase needs a comma, list items need commas, 

and the sentence needs a full stop.

POPS is not the goal—COPS keeps every check connected.
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S: Spelling

Ask:

• Does each word look right and sound right in the sentence?

• Have I checked tricky endings, double letters and homophones?

• Can I use a dictionary, word wall or trusted reference?

Read backwards word by word to slow your eyes down.
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Spelling model

Draft: The rescue centre recieved a seperete delivery of bandages.

Proofread: The rescue centre received a separate delivery of bandages.

Strategy: say the word, notice the tricky part, check a reference, then 

reread in context.

S is about meaning as well as letter patterns.
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Useful proofreading marks

Insert — add a missing letter, word or punctuation mark.

Delete — cross out something that should be removed.

Transpose — show that two letters or words must swap places.

New paragraph — mark where a new idea or speaker begins.

Write the correction neatly so another reader can understand it.
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Spellcheck can miss errors

A computer checks whether a word exists; it may not know whether it is 

the right word.

Their going to the oval.  → They’re going to the oval.

I red the article yesterday.  → I read the article yesterday.

Use digital tools as helpers, then make the final decision yourself.
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A complete COPS model

Draft: last saturday our class visit the sanctuary we saw two wombats 

and there keeper.

C: Last Saturday

O: visited (past tense keeps the account consistent)

P: Add a full stop after sanctuary and at the end.

S: their keeper

Final: Last Saturday, our class visited the sanctuary. We saw two 

wombats and their keeper.PREVIEW



Your COPS checklist

C — Check sentence starts and proper nouns.

O — Check order, paragraphs, missing words and repetition.

P — Check endings, commas, apostrophes and quotation marks.

S — Check tricky words and meaning in context.

Finish by rereading the corrected version from beginning to end.
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Your turn

Choose a paragraph from your current writing.

Use a different pass for each COPS category.

Mark every change clearly and explain one correction to a partner.

Then create a clean final version and reread it once more.
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Well Done!
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Proofreading Quiz
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Question 1

True or false:

Proofreading usually happens after the writer has revised ideas and 

structure.
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Answer 1

True.

Revision strengthens meaning and organisation first. Proofreading 

then checks surface accuracy before publishing.
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Question 2

Which COPS letter reminds you to check sentence starts and proper 

nouns?

A. C

B. O

C. P

D. S
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Answer 2

A. C — Capitals

Check the first letter of each sentence and names of people, places, 

days, months and official titles.
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Question 3

Rewrite this sentence with correct capitals:

on friday, leila visited the national gallery of victoria.
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Answer 3

On Friday, Leila visited the National Gallery of Victoria.

The sentence start, day, person and official place name require capitals.
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Question 4

Which order is clearest?

A. Finally pack the soil. First dig a hole. Next add the plant.

B. First dig a hole. Next add the plant. Finally pack the soil.

C. Next add the plant. Finally pack the soil. First dig a hole.
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Answer 4

B.

The sequence words and actions progress in a logical order: first, next, 

finally.

PREVIEW



Question 5

Choose the correctly punctuated sentence.

A. After school we packed, pencils rulers and glue

B. After school, we packed pencils, rulers and glue.

C. After school we packed pencils rulers, and glue.
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Answer 5

B.

A comma follows the introductory phrase, commas separate list items, 

and a full stop closes the sentence.
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Question 6

Which spelling is correct?

A. recieve

B. receeve

C. receive

D. receve
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Answer 6

C. receive

Check the tricky letter pattern in a reliable dictionary or classroom 

reference.
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Question 7

Which proofreading action removes an unnecessary word?

A. Insert

B. Delete

C. Transpose

D. New paragraph
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Answer 7

B. Delete

Cross out the unnecessary word clearly, then reread the sentence to 

confirm it still makes sense.
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Question 8

True or false:

Spellcheck will find every mistake in a piece of writing.
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Answer 8

False.

Spellcheck can miss real words used in the wrong context, such as 

their/there or read/red.
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Question 9

Proofread this sentence using COPS:

last tuesday our class plant trees near the creek we used there tools 

carefully.
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Answer 9

Last Tuesday, our class planted trees near the creek. We used their tools 

carefully.

C: Last Tuesday  •  O: planted  •  P: comma and full stops  •  S: their
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Question 10

Explain why checking one COPS category at a time can improve 

proofreading.
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Answer 10

It reduces the number of things the reader must notice at once.

A focused pass for capitals, organisation, punctuation and spelling 

makes errors easier to find and corrections easier to explain.
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Well Done!
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