Using Proof Reading Marks

Marshia M. Shutt

Purpose

To teach students how to use proofreading marks.

When?  Impact for Young Adolescents

This lesson should be taught before students begin proofreading and editing their papers.  Adolescents need to know the universal marks that are used when editing their papers.  These are not only marks that can be used during this class, but throughout their careers as writers.  Students will be able to read their editing marks more clearly, which will help make editing papers less frustrating. After completing this mini-lesson, students will be able to see the difference that proofreading marks make when editing their writing.

Objectives

NCSCS:  6th, 7thand 8th grades

Competency Goal 6:  The learner will apply conventions of grammar and language usage.

6.02 Continuing to identify and edit errors in spoken and written English by

· Producing final drafts/presentations that demonstrates accurate spelling and the correct usage of punctuation, capitalization, and format.

NCTE / IRA: 6th, 7th, and 8th grade

Standard 4: Students adjust their use of spoken, written, and visual language (e.g., conventions, style, vocabulary) to communicate effectively with a variety of audiences and for different purposes.

Materials 

Overhead Projector

Teacher handout (sentences to put on the overhead projector)

Photocopies of proofreading marks

Different colored pencils (not including red)

Time to Complete

Beginning Lecture: 5 minutes

Activity 1 with overhead:  10 minutes

Activity 2 with overhead:  10 minutes

Follow-up discussion:  5 minutes

Dialogue

“Today I am going to give you something that will make revising your papers a lot easier.  We are going to learn about proofreading marks and why they are important.  When you write your first drafts do you think they will always be perfect?  What do you need to do to the paper to make it better?  Let’s see what we can do to make these sentences look better.  (Write the sentences on the teacher’s handout on the overhead projector and ask the class what editing is needed.  For the teachers benefit the directions for what needs to be done to these sentences are on the teacher handout.  However, let the students tell you what needs to be done to the sentences to give them a review on grammatical errors and what makes a good sentence.  Have students come to the projector and correct the sentences on the overhead.  By the time they are through making all of the necessary corrections the overhead should look a mess.)  Now that we are done revising these sentences, is this overhead easy to read now?  If you were giving one of your classmates a second editing, would you be able to tell what these marks are, or what exactly they wanted to do with their papers? (Students should answer no.  They should say that the editing marks are hard to read etc.)  Most of the material that you will edit will be in your handwriting or your classmates writing.  I know what some of you r hand writing looks like.  (Hopefully a little laughter will occur here!)  Today is your lucky day! I have a list of proof reading marks that are recognized by most all writers. Writers use proofreading marks to indicate changes that should be made.  These symbols are short cuts, and I know you like shortcuts, to help correct errors and make changes before recopying their work.   (Pass out the proof reading marks sheet.)  Lets correct these same sentences using these marks.  (Students will go back through the sentences they corrected earlier, and use the proof reading marks to correct the mistakes.)  What is the difference between the first set of corrections with out the editing marks and the second set of corrections with the editing marks? (Students should answer that the marks make the editing easy to read.  The papers look much neater with the proof reading marks then without the proof reading marks.)  What is the benefit of everybody using the same marks when editing your papers? (Students should answer that if every one knows what marks are being used, the papers will be easier to read and they should have little problem understanding what the writer meant to do with his or her paper.)  I want every body to pick a colored pencil to use to edit your paper. This pencil will now be known as your personal editing pencil.  When your class mates or myself see this color on your papers, we will know that you are in the process of editing, and we will be on the look out for the proof reading marks in your rough drafts.  Keep these proof reading marks in your writing folder / journals for quick references.  Now get to editing your papers!!!
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