
Change the active tense to the passive  

 
 

 
 SAMPLE:  The principal had made an error.  
 

                An error had been made by the principal. 

 

 

 
We used a good resource to help the students learn their tables. 

 

 
 

 

 

 
 

I followed the college procedure when assessing the student.  
 

 
 
 

 

 
 

I reported the incident to the safety officer.  
 

 
 
 

 

 

 
 

We have expressed concerns about the behaviour of some of the 
students.  

 

 
 

 

 


