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STEP-BY-STEP GUIDE
This guide suggests ways in which you can supply your proposed exercise book content to us.  To create a
draft for each edition we need the following information:

1. OUTSIDE COVER DESIGN
Most bespoke exercise books have covers with these elements.  It is very important to decide which of
these elements you want to incorporate before you start looking for suitable photos/artwork:

• School name/logo

• Areas for subject-specific photographs or artwork

• Areas for colour-coding by subject

• Subject

• Space for student name/form

• Area for other logos or strapline

We can create new templates from your draft instructions.  Alternatively, if you would prefer to create your own
designs, we can accept print-ready pdfs.  Design instructions should be emailed to: info@dactylpublishing.com

SOME EXAMPLE COVER TEMPLATES:

Dactyl
Publishing

If you require a school logo on the cover, please supply a high resolution copy.  Ensure that the logo is in
JPEG, AI, PNG or EPS format.  Logos should NOT look like this:

Q
ueen's School

Q S

Logo should
not be stretched Q

ueen's School

Q S Logo should
preferably not 
have a background

Logo should 
not be blurry 
or pixelated

LOGOS

If you are supplying photographs, please ensure that you have permission to use them in your design
and that they are at least 300 dpi at the size required for print.  https://pixabay.com/en is a great
resource for finding royalty-free photographs.  You can also choose from our library of sample photographs,
which are available on request.

PHOTOGRAPHS



Bespoke information can go on the inside front/back covers (or inside the books).  You can mock up your
own pages (e.g. in MS Word) and we will design them for you.  Alternatively, you can use your choice of
software to create print-ready page designs.  Please note: extra charges apply for bespoke information pages.

2. INSIDE COVER DESIGN

EXAMPLES OF BESPOKE INFORMATION PAGES

You can use one of our stock rulings or we can create alternative rulings for you.  We also supply books
with different paper colours and alternative rulings for SEN students.  Please contact us for details.

3. PAGE RULINGS

STOCK RULINGS

12 mm ruled
with margin

20 mm squares 15 mm squares10 mm ruled
with margin

8 mm ruled
with margin

12 mm ruled
with no margin

handwriting paper music paper10 mm ruled
with no margin

8 mm ruled
with no margin

The Building Blocks of Sentences

Verbs

Verbs often tell us what someone or something is doing or feeling.  Verbs have different tenses.
Examples: I feel full. (Present tense)  They walked back home. (Past tense)

Pronouns

Pronouns are used in place of nouns in sentences.
Examples: Jane went to school      She went to school

Pronouns like mine and yours are called possessive pronouns.  They show who something belongs to.  
Example: Yours is the best.

Determiners

Determiners give important information about nouns.  
Examples: the, a, an - the picture was amazing 
   this, that - that book is fantastic
   some, every - some noisy people arrived 
   my, your - my name is Sam

Determiners have to go before adjectives in sentences.

Noun Phrases

Noun phrases are groups of words doing the job of a noun.
Example: The old yak walked slowly to the �eld.

Nouns

We use nouns to give names to people, places and things.  Proper nouns start with capital letters and they can be:

 • names of particular people (Joe, Amy)   • place names (Spain, London)   • days and months (Monday, July)

Common nouns such as child, town and mouse are not names of any particular person, place or thing.
Nouns can also be countable (book, toy) or non-countable (water, imagination).

Joe

mouse

Adjectives

Adjectives describe things (nouns).  They can tell us about ‘colour’, ‘size’, ‘how many’ and lots more.
Examples: The blue pencil.  An enormous bar of chocolate. blue

Modal Verbs

Modal verbs are words like: will, would, can, could, should, might and must.  They change the meaning of other verbs.
Examples: You should help your mother.  We must follow the directions. 

Adverbs

Adverbs usually tell us information about ‘how’, ‘when’, ‘where’ or ‘how much’.  They can be used with verbs, adjectives or other adverbs.
Examples: He shouted loudly.  The game was really exciting.  She ran very quickly.

Connecting Adverbs

Connecting adverbs link ideas in one sentence or clause to ideas in another. 
Examples: however, furthermore, consequently, secondly, meanwhile
  I enjoyed my dinner. However, I’d like something different tomorrow. 

        Connecting adverbs and conjunctions are sometimes called connectives. 

Interjections

Interjections are used to show feeling and emotion.  They often have exclamation marks after them.
Example: Ouch!  I’ve hit my �nger!

Prepositions

Prepositions often tell us where something or someone is.
Examples: The message is in the bottle.  They are back from France.

Adverbials

Adverbials are adverbs and groups of words used like an adverb.
Example:  The ship sails in ten minutes.
They are called fronted adverbials if they are at the front of a sentence.
Example: In ten minutes, the ship sails.

Conjunctions

Conjunctions usually connect words or clauses together inside a sentence.
Examples: and, but, or, when, because, although, if
  Dave and his friend went outside.
  They couldn’t get to school because the snow was too deep.

The old yak

Building Blocks of Sentences Shapes and Solids
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 cube 12 6 8

 triangular prism 9 5 6

 cuboid 12 6 8

 square based pyramid 8 5 5

 triangular based pyramid 6 4 4

 cone

 cylinder

 sphere

Don’t worry about
edges, faces and vertices
for these three shapes!

Shapes and Solids Punctuation

• A full stop (.) ends a sentence. 

• A question mark (?) ends a sentence that asks a question.

• A comma (,) is used to separate parts of a sentence.  It is also used to split up items in a list. 

• An exclamation mark (!) is used at the end of a sentence to show a strong feeling or 
 emotion like surprise, shock, pain, joy or anger. 

• An ellipsis (…) is used to show that something has been left out or is not �nished. 

• An apostrophe (’) is used to show ownership. (The girl’s coat.) It is also used to 
 show that a word has been shortened by missing out letters. (I am � I’m, we will � we’ll) 

• Inverted commas (“ ”) are used to show that someone is speaking.  They wrap around the words that are being spoken. 
 (“I’ve �nished my book,” she said.)

• A colon (:) is used to introduce a list or an example.

• A semi-colon (;) can be used to join two sentences to make a new sentence.  (I liked the book; it was great to read.)  It is 
 also used to split up detailed items in a list.  (I need a large bar of chocolate; a box of breakfast cereal; a long wooden spoon...) 

• Brackets ( ) are used to explain something or to add extra detail. 

• A dash (–) is used in writing instead of a comma, colon, semi-colon or brackets. 

• A hyphen (-) is used to join two words or to divide a word that runs over two lines.

.

. ?

. ? , !

. ? , ! ... ’ “ ”

. ? , ! ... ’ “ ” : ; ( ) -

Homophones and Commonly Confused Words

Homophones are words that sound the same but have different spellings.  Near-homophones almost sound the same, and some 
words are just easy to get mixed up!   Here are some to look out for.

(In these pairs of words, nouns end -ce and verbs end -se)

advice  Ask for some good advice.
advise Your teacher can advise you.

device It is a measuring device. 
devise She needs to devise a good plan.

practice Hockey practice is cancelled.
practise I need to practise more. 

licence He needs a driving licence.
license We must license the TV.

aisle You can walk along an aisle.
isle An isle is an island.

guest You are a guest in my house.
guessed I guessed the answer would be 44.

past You were born in the past.
passed I passed the ball to you.

herd A herd of cows.
heard We heard a loud bang.

steel Stainless steel knives and forks.
steal She tried to steal my money.

led A guide led the way.
lead The rock was as heavy as lead.

stationary If it’s not moving it is stationary.
stationery Stationery, e.g. pens and paper.

aloud  Do you have to sing aloud?
allowed Eating in class is not allowed.

pro�t I sold my bike and made a pro�t. 
prophet A prophet speaks about the future.

morning  Wake up!  It’s morning.
mourning I’m mourning a friend who died.

wary If you are wary, you are cautious.
weary If you are weary, you are tired.

whose Whose coat is this?
who’s Look who’s (who is) here.

father My father is in the army. 
farther How much farther do I need to go?

desert Cacti grow in the desert.
dessert My favourite dessert is ice cream.

principal Who is the principal of the school?
principle All gears work on the same principle.

precede The title should precede the 
 story (come before).
proceed Please proceed through the checkout.

compliment I compliment you on 
 achieving Grade 3.
complement The striped hat will
 complement your coat.

bridal She got married in a bridal dress.
bridle The horse’s bridle was too loose.
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How Much Time?

1 minute  = 60 seconds

1 hour  =  60 minutes

1 day  =  24 hours

1 week  =  7 days

1 year  =  52 weeks + 1 day (365 days)

1 leap year = 52 weeks + 2 days (366 days)  

100 Square



3,001 - 10,000 books
95p + VAT

Over 10,000 books
85p + VAT

500 - 3,000 books
£1.10 + VAT

A4 or A4+

80 pages

OPTIONS AND PRICING

www.dactylpublishing.com

 DELIVERY CHARGES: 3p + VAT per book (to one address)

HOW TO ORDER
If you are planning to order, please let us know in advance so that we can reserve production
capacity for you.  Please allow up to 6 weeks for production after the artwork has been approved.

 3. We will design the books and send you
   a set of PDF drafts for your approval.

 4. The drafts will be emailed back and
   forth until they are approved for print.

 1. To compile the content for each edition
     required, follow the step-by-step guide
     in this brochure.

 2. Send us your draft content.

EXTRAS

Bespoke outside cover designs with any of our stock rulings on premium 80 gsm paper.

UNIT
PRICING

3,001 - 10,000 books
89p + VAT

Over 10,000 books
79p + VAT

500 - 3,000 books
£1.04 + VAT

A4 or A4+

64 pages

3,001 - 10,000 books
83p + VAT

Over 10,000 books
73p + VAT

500 - 3,000 books
98p + VAT

A5 or A5+

80 pages

3,001 - 10,000 books
77p + VAT

Over 10,000 books
67p + VAT

500 - 3,000 books
92p + VAT

A5 or A5+

64 pages

For other page extents (e.g. 32pp), bespoke inside information pages,
or full colour print on inside pages, please request a quote.

Size information:      A4+ 216mm x 306mm      A5+ 153mm x 215mm

– Upgrade to square-back binding (+4p + VAT)
– inside front and back covers printed in black ink (+5p + VAT)
– inside front and back covers printed in full colour (+10p + VAT)

prices
per book


