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Different word classes

Words in the Eng[i,sh Langua.ge can he cLa,ssifizd, into d,g‘jceren,t word, classes a,ccm'd.Lng tor

what t/w,y do in the sentence.

The bhasic word classes are known as verhs, a.d:/ecti,ves, adverhs,

determiners and nouns, LrLcLud,Lr\g pronouns.

Verhs
Verts ex

press an action or a stafement of bzi,ng: th,ey are a
doting or being word (formed from the vert to-be. For more

information on to he click on the blue link)

nmmwtschﬁemntwaysthatweusemrbsm&wfng-

lish La.ngunge and thzy take many different forms.

cmy‘ unctions prefw'sitwns,

Past Pas!
Simple

ate

Vert, form Definition Examples
Infinitive This is the vert in its most basic | to- run, to-dance, to- read,
form. It is the verb famdy name | to be
and has had no suffixes or pre-
fixes added to- the word.
The Past Tense
Past simple The past simple is u,su,a,LLH made to- chatter becomes chat-
by adding the suffix -ed/d but tered,
some verts (ergular‘oms) do not
follow this pattern. | write hecomes | wrote
Past progressive This vert form is made up of the MH friends were watch-
past tense form of to-be and a MthzTV
verh Qnd.mg with the -ing suffix It was
Present fwfect Even t/wugh this is called the pre- We have foun,d, the book!
sent perfect, its actually a past He has bought the new-
tense vert form. car.
It is made of the present tense
form of tobe and a past tense
vert.
Past perfect This is like the present progressive | had lovked, thh and
but shows that somztfun.g h.a.p— low-
pened hefore somzth,mg else. | had remembered to-pick
It is made of the past tense form up my lunch.
of tobe and a past tense verh.

Participle Pa rticiplc
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The present fense
Present 5Lm7ale These verhs tell us that the ac- | The children wulk to

tion is happznmg now- schoot.

He_plants a flower.

Present pro- This verb form is made up of MH friends are wu,tch,%'
gressive the present tense form of tobe | the TV.

and a verb ending with the - | It is raining.

ing suffix
Future
Future tense This tells you that somthmg is |Itis going to rain tomor-

going to /w,lapzn,.

row-.

/ W1,LL visit the class later
You shall go to- the ball!

Verh su,ly‘e,ct agreement

When we write sentences we have to- make sure that the verb we wuse matches the

subject of the sentence. The subject is who or what is domg the verh. We have to

wvﬁcouthﬂw*fmaple orthmgs aredm‘.ng the verh and alter it apcordmgly

Examplz:

o The cat eats dinner.
o The cats eat dinner.
e The man runs to the car:

o [he men run to the car

e | wus La,to,forthp,pa.rty
. We mrel,a,bzfortfmlaarty.

Rememhber that ‘'we was is not grammatically correct.
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Other vert forms

Modal verhs

These express dzgms of posSsi-
bLLLty and certainty

| should clean the car
[ will goout tonLght.
Peter must take you tor

the vert is hefore the vert it is
called the active voice.

the ballet tonight.
/m,pzra,ti,ve These are sometimes called Pick that u,p./
verhs 'bo:ssy words . They are the Go and wash your
verhs that tell someone what to- | hands.
do- After you have finished
your homework, clean
your room.
Active voice When the thj,ng/laerson d,omg He turned off the com-

putzr.

Passive voice

When the tthg/,aersm domg
the vert is after the vert it is
called the passive voice.
Sometimes we rn,Lgh,t even know-
who did the action. This is of -
ten used if we are trying to
avoid blame for an action!

The computer  was
turned off b,y him.

The hook was stolen.

This is m,o:stl,y wsed in very
formal writing. It uses the in-
finitive form but without to".
The subjunctive remains the
same even if the sentence is
Io,ast or Io,resen,t tense.

He asks that the Iozopte
stay quiet.

He asked that the o™
plz stay quiet.

Back to contents page
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The Verh ‘to- be'

The verh tohe is the most irreqular verh in the English language. It s normally used as a
LLrL/ang vert that shows that the tlun,g orthz,ozrson in the sentence exists.

The verh to-be’ is made of words such as am, is, were, was, are, being, heen

Present | Past | Present Pa.st Present Pa.st progres- Future
progres- | progres- | progressive | sive
Ssive sive
/ am was | have been | had heen | am + verb was *+ verh will be
Qr\d,Lng with Qnd.mg with
~ing ~ing
he/shefit |is was | has heen | had heen | is + verh was + verh will he
end.u\g with en,d.m,g with
~ling ~lng
Hou/we/ are were | have heen | had heen | are + verh | were + verh | will he
they end.mg with en,d.m,g with
~ling ~lng

Sentences including the verh to- he

. She is angry because she lost her

il case.

e We havebmnva b,u,sylo,rzpa,ri,ng
th,Lspa.rtH.

e [ wus swimming on Frtday m’ght.

o Afterdinner, | will be full.

. /amgetti.ngcoid;canyoutumtfm
radiator on?

e We had heen arguing when we heard
the car alarm.

Back to verhs
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@ Nouns
Nmnsa,reath,ing orwamsucha,sapzrson,pta.ceortdza.

Wmmwtsqfdﬁemnttylmsqfrwunsandsmhavz
spchal rules attached to them.

Noun type Def'uu;t'wn Examp&s
Common Noun | These are orduw.ry oiy‘ects. d,og car, house, potato, ele-
phu.nt

Prupzrrwun Names of spchch th.Lngs and individual | Cameron, J'an.uaxy, /V\ond,a,y,
th,Lngs. The names of IaLa.ces and fmopte Diwali, Kent

are the most common Q,xa.m,ples. They he-

gin with ca,tha.L letters.

Abstract noun | Names of ideas or concepts. sadness, love, boredom
Collective Na,msforgroups of p,eopbz animals, pride of lions, fw,rlw,mmt of
nouns items. owls, class of Iau,o,ils.
Pronouns Word.s that can be used tO‘erLa.ceothzr' She ran for the bus.
nouns. [put it in tfwfn‘d.ge.
Please pass me my Iozmd.
Pronouns

Whilst pronouns are short words that can he used tO‘erLa.ce other nouns, thzy can befur—
tfmrsub,categonsed,. By the end of K52, children need to- know- what relative RrONOUNS, pos-

sessive pronouns and Iozrsona,t pronouns are.

Pronoun type Defmi,ti,on E xa.mpbes

Per'sonallaro'rwun A word, that rep[a.ces a noun. It does- |it, we, th;zy, us, them,
nt always refer to-a person; it can her , him

refertO‘a,terg as well. She rememhbered where it
was.
Possessive pronoun These are used to show- that somthmg mine, yours, ours, its (no
belongs to- someone. m‘strophz)t ,
s this pencil yours!
That's mine!

Relative pronoun These pronouns hz[p to- add more in- who, which, that, whom,
formation to-a sentence about another | whose

noun.
This is my sister. She lives
in Shrewsb,u,ry.

This is my sister who lives
in Shrew:sbury.

6
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SLLb,IQ,Ct and Ob/o,cb
In a smten,ca the su,bject is the person orthmg u Sta”'S
that does the vert. rarel qnddy
Example: Y every
e The @ ca,ugh.t the ball. me')'
. szanstalkwasgmwnb,yt/wgardzmri |
o After dinner, | had to- wash up.
Wwobject is tlw,lozr'son orth.i.ng that has the vert
done to it. correctly *
o The d,og ca,ught the ball. Q)
o The pizza Wasea,bmb,y th,o.p,eoplz % m wm——
e The computer wa.s switched off. <now E
2 e Q)
under'gromd (-_g-o O \<
just @ 3 & =g ”
Adverts eagerly often D wg ®

)
Adverhs describe how, when, where and how-ofen. SOMetimes (Deasily &
a verh is done. Sometimes t/wy can also add more

tiently
i o accidentally S . P
information to other adverhs and adjectives. Often  © cide a“ _|ntent|ona||y

pzopte say that adverts end in the suffix ‘—LH'. This nextnever < since

is not actually true and can cause some confusion
with word.s sﬂch as lovely and ugly which are ac- |ater We“downstalI;Sabroad
tua,LLy a,dj‘o,cttves. SOmeW ere

Advert type Defuuti,on Exa,m,ples
Advert of manner How~ somthtn,g hu.ppens gumkty, storwiy, sud.dznl,y, well
Adverhs of Iala,ce Where smﬂung ha.ppms in, at, under, on

Adverts of time When somzth,Lng ha,ppo.ns Hes&rda,y, tomorrow, later, now
Adverts of freq,uzn,cy How- often smﬂung h.a.p— never, rarQLH, often, sometimes
pens

/V\odeyLrg adverhs Used to*o.mpha.si,se a point Rashid was very Iwﬂay.
or add more Ln,formatwn tor
an a.djecti,ve or another ad- | The car drove extremztg q/u,Lc/dH.
verh.

Back to contents page 7
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Acy ective/ comparatives / su,’pzria,ti,ves
Adjecttves add more information to-a noun. 7712,3 describe
them.

o The wooden tahle.

e The skH was blue.

o There are five bananas.

e The red car drove q,uLc/cLy.

Comp,a.ra,ttve a,djecti,ves describe the difference between two
tth.gs. 77&3 compare.

. /V\y niece is gwertium my cousin.

. MH snail was slcrwzr'thanyours.

Su,perta,téve a,dj'ecti,ves show that someone or sonwthmg has the most or the least of a
pa.rti.cuta,r q,ua,LLtH.

o [hat staris the @ htest in the sky.

. MH dinner is the % gest.

o This is the worst dinner ever!

o This is the most fantastic grammar gw;dz ever!

Beside

. Between

I soside |

Pre’p,os ition.s

Pre,o,osLtLons show- the rzLa,tLonsth b,etwmnan,oun(orprmwn) to- another word in
the sentence. They can tell us where somtthg is or when somzth.Lng happened.

o The cat is on the tahle. (where)

« It would be best if we met on Wednesday. (when)

. /wdtmmtyou@t/wpafk. (where)

o | will meet you at seven oclock. (when)

Back to contents page
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Conj’ unctions
COTyu,rLctLons are joining words. We wse them to- add more Lnfmma,—
tion in sentences. There are two dLﬁerznt types qf cmy'u,nctwns: co-

ontuw,tmg conjunctions and sub,ord,matmg conjunctions.

Co-ry‘ unction Definition Exa.mpbe
type
co-—oni'matmg Co-—mduw.tmg conjunctions are the | The catjumpzd. on the tree
conjunctions joining words that link two main | and it scared the pigeon
clauses (two clauses that make sense away.
by themselves).
sub,m—dmtmg Sub,ordma,thg iunctions are the |/ went to hed ea,riy be-
conjunctions Joining words that link a main leasmrytmd.
clause and a subordinate clawse (the
subordinate clause doesnt make | Al h it was sunny
sense without the main clawse) outside, | took my cout
with me.

CONJUNC'I'IONi

i JUNCTION

WHATS YOUR
¢ FUNCTION?

Cmy’un)ctwns also do different J'ob,s in sentences and so thzy are used for different reasons.
771.@3 can be used to add more information, show the consequences of an action, compare,
contrast and thzy can do- much more.
Some bouks that you m,th,t have, m,th,t discuss conjunctions that show time. These are

actuaLLu adverhs of time a,n,d not con/u,n,ctwns

COTy' unction type Exa,m,pLes

To-add more information | also, and, as well as, moreover, furthermore

TO'gLve exam,lales for exam,pte, as revealed by such as, in the case of
To*comp,are like, sLmLLa,riy, in the same way, o,qua,uy

To- contrast whereas, altemauvely, however, but, on the other hand
To emphasLse above all, espec:;al[y, rwta,bly, Slgngftcantly

To show COn.sequences hecause, therefore, thus, so, conse,q,uzn,tty

To show  conditions | if, unless, p,rowd,ed. on condition that, assuming that
(conditionals)
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Determiners

Determiners are words that introduce a noun, such as - alan, the, this, those,
every, many

Examples :
e C(Lt,'

e the cat;
° th,Ls cat;
e those cats;

o every cat;
s many cats.

Articles

There are slozci.al determiners that can also be called articles.
The determiner the is known as the definite article.
The deferminer a’ (o an) is known as the indefinite article.

Possessive deferminers

Word.s like my, our, your, his, her, its and their are known as possessive defermin-
ers. 771@3 come before nouns and show- who owns thp,thmg
o /V\#_ LQ,g hurts.
e Aaron swu.pped, his hike.
o Take Mchddmn to- the zoo-
Be careful not to- mix possessive determines with POSSessive pronouns.
Determiner - These are our hooks.
Pronoun - These bhooks are ours.

Back to contents page
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Different parts of sentences

What is a sentence?

A sentence is a group of words that make complzte sense. It must
containamainvzrbandbzgmwithacapx;tal&tteh It ends in a
Sfull stop, a question mark or an exclamation mark. We do not add
a full stop to-a sentence so that we can hreathe; we hreathe bhe-
cause a full stop has bheen added. The full stop is used toend the
idea in the sentence and show-that a new-idea has started.
Sentences can he spLLt into™ lots of different parts and ca.tegoﬁ,sed,
in different woys.

Phrases
A phrase is a small group of word.s that forms a mza.m;ngfut part of a clause. It does not

contain any verbs. There are several different types that do different th,mgs, as follows:

Phra.se type Dofuutwn Exa.mpbe
Noun phrase A noun phrase, is built around a | A vase of roses stood on
sLn,glz noun. the tahle.

She was ma.d.mg a_hook
about the emancipation of
women.

Ad:/ecti,ve Iahru.se An a.dj'ecti,ve Iahrase is built | He has led a very inferest-
around an a.dj'ecti.ve and adds %_Lg‘e.

more cLescrL,atLon to-a noun. These are unbzlizvabtg ex-
pensive shoes.

Advertial Iah.rase An advertial p/'v.rase is huilt 77123 wanted to leave the
round an advert. The phmse country as fast as possi-
gives  more information about | ble.

how, when, where or how- often | In_the afterncon, Laura
an action occurs. watched the T.V.
Pro,p,osi,timwd phrase In a Io,relaostti,onal phra,se the | | wanted to live near the
preposition alwsz comes at the | sea.

bzgmmg The phrase says The d,og was hLd,Lng under
where somzth.Lng ha,pfmns. the kitchen table.

11
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Clauses
What is a clawse?
A clause is a group of word.s containing a verh, which makes up

pa.r‘tqfasm&m.

E xamp&s :

e [hey arived early hecauwse everyone wus mattg excited.

. Wurrw.n, WanbadutO‘ sneeze and. he got his h,cz,nd./co,rch,ua#iC out.

Notmtfmteachqyctfmctausesabovehavegotamrbmtfwm-

arrived, was, wanted, 'got out.
Tylaes of | Definition Exa,mplzs
clauses
Main clause | These make sense on their own and have a |/ cat a lot of bread.
subj'ect and a verh in them. He took my umbrella because
it was raining.
Al h it was Easter, Pete
didn't cat any chocolate.
Subordinate | These clauses do not make sense by them- || took my umbrella because it
clause selves. Thxay need a main clause to be un- | was raining.
derstood.. Although it was Easter, | did-
nt eat any chocolate.
Relative A relative clause is a slochaJ, type of subor- | We have met the p,eopte who
clause dinate clause. It starts with a relative pro- have moved in across the
noun and tells us more information about a | road.
person. or th'mg. Th,QH can be placed at the The dog that had heen miss-
end of the sentence or emhedded within the Lngfora,wm/c,wu,sfoundm
mmcta,useand,separa&d wv;tha,lo,aLr'of the woods.
commas.
Adverbial An advertial clause is a spzci.al type of | The L«;ghts went out hecause a
clause subordinate clause. [t gives the reader more | tree had fallen on the power
how- often the verb takes .Wycan
come at the end of the sentence or at the | Because a tree had fallen on
front. [ftfmymattfwfmn,to]ct/wsm- the power line, the Lights
tence, it is se,pa,rated with a comma. went out.
Conditional | A conditional clause is a spp,cLaJ. type of | Unless you reduce the num-
clause subordinate clause. We use them when | ber of sweets you eat, you

sometthg
tth,g else. WH start with conditional con-

J’ unctions.

in a sentence dzp.end,s on some-

will nzed,fdtmgs
Our pLa.n would he 5wcce55fut

achngas wea,re,qw;et. 1

Back to contents page
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@pes of sentences
We cLass'gCH sentences a,cconﬂng to the numhber and types of
clauses that are used and the type qf cmy’un,cti,ons that are wsed

SUTL,D,LQ sentences

These are made of one main clawse; thzy only express one idea. 77123 are the first type of
sentence that we learn how- to- write.
Exa.mfltes:

. Thesiwps are on the other street.

o We often gdmenm.

Sometimes thzy are described as szng quite short but sLm,plQ sentences can he extended as
Long as a conjunction is not wsed.
Examp[es:

o The teacher set up the resources.

o The fresh face, excited teacher set up all of

the rw,wiy phcrtacopmd reSources.

Com’pmmd senfences

These are made of two or more main clauses. Each
one of the clauses will make sense bjj itself. The
clauses are Jmnzd togetfuzr' by a CO'-OTdLrLa,tLrLg conjunction. No- comma is needed to separate
the two clawses.
Exam,plzs:

. ﬂwminhasbmnhmvy andwehavedectdzdnottago*mt.

. Wchdd,mtfwgmnsiwrtwvntfmraceb,uthzrhmewasbiggerthmtfwmst.

Be careful of sentences that include ‘and’, ‘or if they have been used in a list; they could be
a sLm,plz sentence.
Exa.mflto..

o | got the apples and oranges.
In the above senfence, there is only one main clause. The and’ is used to- separate twor nouns
in a list. The sentence ahove is a smelz sentence.

o [ don't know if | need the sugar or the honey.
In the ahove sentence, there is only one main clause. The or is used to separate two nouns
in a list. sten&n&abovetsasmxphsen&m.

13
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Com'plex sentences
These sentences are made of two o more clauses. Thzy are a mixture of main and subordi-
nate clauses.
ExamflLQS'
o leachers oftenspzndwhoieevmmqs marlcmq evenwv‘w,ntfwg are very tired..
. If goud, like to learn, w% gu,l,to.rthcs term you will need to” sign up for lessons.
o The e, which was normall ul, had a huge festival in Augqust.

Punctua.tl;n,g comptex sentences:

Examp[e I: The sentence starts with the main clause. No- comma is needed to separate the
two- different clauses.

Examp[e 2: The sentence starts with the subordinate clause. A comma is needed to separate
the two different clauses.

Examp[e 3: In this sentence, the subordinate clause is emhbedded in the middle. It is sepa-
rated from the main clause Witha,lu,a.i,r'qfcommas.

Statement, guestions, command.s and exclamations
We can also cafegorise senfences in different ways a,ccord.m,g tO'tthr'p,wpose and, /wwthey

are wsed..

Statement
AstatemnthsmeLyasm&ncethat&Ust/wmadzra
piece of information. 771,0.51 end with full stops. Thzy can
sometimes end with an exclamation mark if the statement
shows somo,thi.ng with surprise or is forceful.
Exa.mplzs:

e The dog is d,Lrl:H.

e The d,og is a.b,soiu,tety fi,tthg./

Back to contents page 14
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Questions
A question is a sentence that asks for information. 7712,3 can he
formzd in many d,g?cerent ways but thzy alwsz end with a

Exa,mp,bes: question mark.

o Where are the hiscuits?
e Howare you fezlmg now?

R0,
You can also create a question by switchi,ng the sub:/'ect and the verh in a a"‘;ik'\")of)q.-{'“’ J}p
statement L3045 238 )77.
M 3) g ") 99 ?'7
Exa,mpte: ' 5} qq gp.
o Heis runrung This dw.nges toIs he run,nmg? 1.‘:;/'7 >
. Wtea,ch,erca,ngahomz now- This cha,nges tU'Cantfwbzachzrga Seid
home now?’ 29700
S0

You can also form questions using question tags. This is where the sentence e
seems to- start with a statement and then a short question is ta.gged, on the
end sep,a,raind, with a comma.
Exa,m,ple:
o Grammar isnt too hard, is it?
o He cant do that, can he?

We do not say that questions start with question words. For example, ‘when' can often start a
sentence hut it can also start a statement.
Exa,mplzs:

o When can | come over?

o When /get home, | have to feed the cat.

Command.s
A command is a sentence that tells someone what to- do- /tatwu,ysha,sanl',rnlpzra,ttvevzrb,m
it. Thzg end with a full stop. WH can end with an exclamation mark if the command is
p,arthuLariy forceful. Commands can also start with a subordinate clause.
Exa,mptes:

o Get the milk, ptease.

o Pick that up now!

. Aszr‘you have taken out the rubhish, gg'tO‘th,Q CO'-op and % some hacon.

Exclamations

An exclamation is a type of sentence that expresses surprise or outcry. Thzg end
; with an exclamation mark and start with ‘how" and ‘what. Be careful not to- mix
the ‘how and ‘what up with questions.
Exa.m.pbes:

e How ridiculous!
Q « What a jokel 15

Back to contents page
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i ACTIVE YOICE

&

PASSIVE YOICE

Active and Passive sentences

In order tor identify these two different sentences, you have to find the subj'ect, the vert
andtlwobj‘ect. thmth,ey mplacedmtfwsentencewiUde&mmgcthesm&n&Ls ac-
tive or passive.

Active voice
In the active voice, the su.bj'o,ct goes before the vert. and the oﬁject qoes after the vert.
Examp[es:

e The d,og ca,ug/’bt the hall.

. Afte,r'dmner', | washed, up the dishes.

o The thief stole the car

Passive voice
In the passive voice, the ohject qoes before the vert and the sub:/'ect qoes after the vert.
Exampl,es:

o The ball was ca,u,ght b,y the dog

o After dinner; the dishes were washed up by me.

e The car was stolen by the thief.

Sometimes thmtgh, a sentence written in the passive voice mi.gh,t not have a sub:/'ect in it.
Consider the second QIOJH,P,LQ above. It doesn't rza,LLH sound right. It could be written
After dinner, the dishes were washed U,Io.'.
We usetthfomqf,o,a,svae voice if we want to- avoid blame or if we dont know- who
did the action.
Exa.mplzs:

e The car wus stolen.

o [he 9r&n/wu5e wuas hroken.
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Vocabulary
mecabutarytfwtweusemmu-wrttulg is very important. It
cancomplztely changetfwfeleqftfwmmtmg

Ex :
. Ww,b,oywulkeddavmtfw,mud

. Hu,m,m,Lng thzsm&ngboys/appzdmznd dcrmtfwroudwa atpzoplz
. Growim,g thzscowiugboytrudgedweanlydownthzmudmtfwm

Homop/wms
These are words that sound the same hut are spzlt daﬁ:e,rently Their meanings are also differ-
ent.
Examp[es:

o He hammered the stake into the gro'u,nd.

o | had steak for dinner.
We use iwmop}w'rws freq,uzntty in the Eng[i,sh, La,ngu,age.
Common ones include:

o There/their/theyre

. )’our/you’re

o Here/hear

Homonym,s
These are words that are spztt the same and sound the same hut tfuaU*mzcmMg is d.gffarv.nj:
because thzy are different word classes.

Exa.mfztes:
./havetcrlokaortfwmap. look = verb
. Shzgavemzapuzzlzd[ovk. look = noun
e The bulb in the tLght shone bright[y. Ligh,t = noun
o The feather wus very ti.‘ght. Li.gh,t = a.dj'ecti,ve
. /haveto*[l;ghttfmcand,lz. L«ght=varb,
Sgrwngms

These are words th,a,tm,@,antlusafrwthulg. Th,ey ca,nrelata,ceea,chothzrmsm&ncesand,
must be the same word class.
Exam,plzs:

o Thats a % spider Thats @ massive spider!

e Im cross. Im furious!

An,tongm,s

These are words that are the opposite to-each other. % b'ﬂ B small

o Its through that wide tube. It's through that narrow
tube.

» This knife is really sharp. This knife is really dull Bo el to- contents page
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unctuation

Punctuation marks are small sym,b,ois that alter the way that we read the sentence. Thzg can
comptztzly alter the meaning of the sentence.

Ca,'p,Ltal Letters
There are a number of ways that we use capital letters.
I. Evzry sentence should start with a ca,p,i,tal letter. There are no-exceptions to- this rule.
2. We use ca,p,Lta.l. letters for any proper NOUns. This means the actual name of somzthing 0T SOmeone.
Wegva, ca.p,Lta,l.s to all the main words tha,ta,mpartof the name.
Exo.mpbes:
e Chatham
o Kent
o Horsted Per,a.ry School
3. We give ca,,oital letters to- all the main words in titles, LrLcLu,d,Lng in bhooks, films, and pieces of work.
Small words (such as of, the, a, an) are not given capitals unless they are the first word of the title.
Examplzs:
e Charlie and the Chotolate Faatcny
o The Return of the Jedi
o The /-/Lstmy of Kent
L. When a word is abbreviated, a capital letter should he used.
Examplzs:
o GCSE
[ ) BBC
5. Whenever you use the pronoun T to” represent Hourseéf, you must use a cathal. There are no excep-

tions o this rule.

Commeon confusions
1. Common nouns used as names. Peoplearaqftm tempto,d,tO‘wntz MH Mum, or/V\H Dog tlun/cmg that
it is a proper noun. However mum’ and d.og are not their names and 50" you shouldn't use a ca.pbta,t
letter
Thzexozpti,on to-this is if or when the common noun is used as their name
Exa.m,ples

o [ loved the way that Mum was aquHs Laughtng.

e We named him Dog because we couldn't think i if another name for him.

mf),oﬁanm Some pzopbe are te,mp,be,d, to use ca,p,l,ta,t Le,tte,r‘sjust to suggest that somath,mg Ls impor-
EI@"‘P’Z

e You must a,quys cLO‘your Homework.
o At the schoot, Foothall is a Iaop,ul,a,r sport.
This is wrong. Foothall and Homework are not proper nouns and should not have ca.futa,t letters. 1 8

Back to contents page
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Full stops

We use full stops to-end our sentences. We do not add a full stop to- a senfence so-
that we can hreathe; wzbreathzbzcauseafudstoph,asbmnaddzd,.
Examptes:
o This sentence ends with a full stop.
e Please get the milk.
We also use full stops at the end of some abbreviations.
Examptes:
e« Dr. SLngh Io,rescri,bzd. rest and relaxation so Mrs. Smith went on fw‘LLd.a.H

THE SENTENCE ENDING TEAM!

Question marks
A question mark is wsed to- show- when someone has asked for information.
Exa.mflto.s:

e Are we going onhdad,a.y next week?
o Its getting dark, isn't it?

Exclamation marks
An exclamation mark is used to- show- when somzthtng is surprising or- forceful

Exa,mpto.s:
o You shouldnt he here!
e Clean your room now!

Back to contents page
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Commas
The comma is a much misused piece of punctuation. This is pa.rt[y hecause there are several dif-
ferent situations in which the comma is the correct piece of punctuation to- use. The trick is to
Ldznt'gcy those situations so-as not to- use the comma Ln,pta.cas where it rQ,G.L[.H should not he.
Timfoil.omng are when commas should he wsed.
I. To*se,parate wordss in a list of three or more items or three or more adj'ecttves.
Exo.mpbes:

e [ need tO’b,LLH milk, bread,, eqqs and cheese.

o [ll need a hammer, a chisel and a saw-

e The old, ramshackle, dLLapLd,a,bed, house had a charm of its own.

e That rather duLL-Lov'chng, b.a.d.[y-drzssed,, clumsy man is actually a university professor.
2. 7719,3 can also be used to separate o subordinate clause from the main clause when the subor-
dinate clause comes first in a sentence.
Exa.mptes:

. Aszrbzmg ca,ught in the rain, Michael was tu,c/cy not to catch a terrible cold.

o As the evening drew to-a close, the children wandered home.
3. Commas are also used to separate subordinate clauses that are embedded in the main clawse.
Examplzs:

e Sam, the youngest Iu,up,LL in the class, was always on time for schoot.

o The Thames, one of the greatest rivers in Great Britain, passes n’ght through London.
L. Commas are used to separate date cmdyears, and towns and countries
Examplzs:

e His home was in Chatham, Kent.

. MH father was born on March 13, 1949.

Where we pLa.ce commas is extmmzly important. Commas that are misused can complztety alter
the meaning of the sentence.

Exa,mf),lz:

“Let's eat Grandma,” said the kids. This sentence means that children waunt toeat their Grandma.
“Lets eat, Grandma,” said the kids. This sentence means that the children are hungry and they
are lztth,g th,e,i,rgru,nd,ma, know- that thzy would like toeat some food.

20
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Apostrophes

Af;,o:strophés are another piece of punctuation that are
commonly misused. The a.po*stmphz is used for twor
pUrpOSes.
. Thzy are used to show that there is a letter missing
when two word.s have heen comhined to- make one.
Exa,mp,tes:

o Heis=Hes

e lam=1Im

o They have = WH'VQ

'm an idealist.

| don't know
where I'm going,
but I'm on my

way.
Carl Sandburg @

o Itis=Its

Its important to- remember that we never say should of, could of, would of etc. What we a,ctuall.y
say is a combination of two words that have heen combined to make one - should have =

should've, could have = could've, would have = would've

2. ﬂw,y are also used to show~ ROSSesSion. There are lots of thi.ngs to rememher when using

apo*strophzs of POSSesSion.

a.{ftfwreLsoanmpzrsonormm:gdomgthzownm{;,thznyouhavew‘addanafws-

tmphz and an s after the name.
e fred's cat was hungry.
o The boy's p,oc/ozt was full of sweets.

b. Mttsunlzssthznamqftfwlmrsonorthmgends with an s. an,youonly need to

add the a.fwstmphz after the s.
o James chocolate had raisins in it.

c./fﬁmesnwmthanmpzmmorthMgdaingtfwownU\g,ﬂwnHwtumtfwmn

LrLtO’a,p,LLLraL by a,ddmg an s and thzna,d,d,mg an a.[:w'strup.hz
e The cats whiskers twitched when thzy saw-each other.

e That d.ogs' tails wagged.

d. Sometimes though, when you make the noun pl,uru,l,, you d,on'tju.st add an s; the
spzlung c/w.nges e.g. woman becomes women. When you show possession using an
a,po'strophzmthi,s case,ymchangethznmmtvapturalandthznaddanapmtmpfw
and then an s.
. meoma,n'sbaghad.ad,wry in it would hecome The women's bags had diartes
mtfmmftfwmwemmmnthanmwuman
o The child's school education was autsta,n,d,i,ng’ would hecome The children's school
education was (rutsta,nd,i,ng’ if there were more than one child.

Common errors

We do not need to use a.fw‘stmph;zs in years L.e. The 1980’s had some q,uzstwna.b,te fashion. It

should he 1980s.

We also do not need to use apostrophes in abbreviations such as CD's or DVD's. It should simply

be CDs or DVD:s.

Back to contents page
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Inverted comma.s @ %

/nvertedcommsmusedto'showwhznsmmws Thz ccma.tso*bzca[lzds ch marks
but at schoot, we will refer to inverted commas. Othzr pu,nctuai:wn ha,s to he used to*msure that the
slo,ezc/m is p,un,ctua,ted, prop,eriy. Another tth,g to- rememhber when writing slomch, is that whenever there
is a new- spza_/cer, we a,Lwa,Hs start writing th,QLrspmch on a new line.
Possible ways of writing spzzch,:
I. Pu,tti.ng the spza./oer after the slozech:

e Im going to- the pa.rlc said Rashid.

Notice the comma. after the Wmdpark'andtfmfudstopatt/mend.

2. Pu,tti.ng the spza./cer hefore the sp,e,ech,:

e Jane said, This is grzo.t!
This time, the comma goes after said because it introduces the sentence that Jane said. Because
Jane has said a sentence, her speech has to start with o capital letter. Her sentence is then closed
with an exclamation mark within the inverted commas.

3. Puttmg the sp,ea./ce,rm the middle of the slo,eech (1):
e Im going to- the slwps," Fred informed. "Does anybody want anything?
Here, what Fred is saying is two- separate sentences so-each time he starts spp,alcm,g it has to start
with a ca,p,i.tal letter. There is also a full stop after informed to- show- that the first sentence has
ended.

L. Pu,ttmg the speaker in the middle of continuous speech (2)
e That caris going to- crash,” shrieked the mother, stlw,ght into that wall!”
In this exa,m,plz, what the mother is saying is one sentence and so-a comma. is needed after mother
to- reintroduce the spmch. and a ca,p,i,tal letter is needed onty at the bzgmmg

5. ffa person is reteLLLng the words that a,rwthzrpzr‘son has said:
o Homer SLm,p,son said, "/V\a,ybz, just once, someone will call me Sir without a,d_d.mg you’re
making a scene.”
Here, Homer SLm,pson is spza/cmg all of the words in the double inverted commas but hecause he
is saying the words that someone else has said, we need to indicate where thzg are. This has
been done with the sLn,\gLo. inverted commas around their words. Notice at the end of the sentence
that the full stop goes inside the double inverted commas.

The difference between direct and reported (indirect) speech.,

When we write exa,ctly what a person says, this is direct speech and it is when we would use the

rules listed above. Inverted commas and other spzo,ch, punctuation is needed in order to- make it gram-

m,a,thaLLy correct.

However, we mlght be reporting what has been said. In this instance we can pﬂ.raphm.se, what has

been said and give the general idea. The sentence has to- be written in the third person (he, she, thzy)

and the word that introduces what has heen said.

Exa,mplz: 22
Direct: ‘Tm tothe s to- buy some milk,” said Lola.

Reported.: Lg;mfm,d, that i"/(wfwu,s éyomq tothe shop to- buy some m,LUcBa'C/C to- contents p'a'qQ'
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Brockets and dashes

These pleces of punctuation are similar to the way that a pair of com-
mas can be wsed. Thzg are used to- add extra information into a sen-
tence. When the extra information that is included within the punctuation

is taken out of the sentence, it would still make sense.

Ex

Ww,bao,m, u[lquﬁanamazug victory.

The team, a man down after twenty minutes, p,ullz,d, off an amazing victory.
The team - a,m,a,nd,av\maftertwenty minutes - u[lquﬁ’a,namu,zmg victory .
The team (a man down a:fto,r'twenty minutes) p,ulted, off an amazing victory.

Hyphens

A h{:/pfw,n is wsed hetween words. 7712,3 can he used to make
words and are used when we write numhbers. Addi-

t'wnalty, thzy can he used with p,refi,xe,s if the IaerLx ends with

the same letter that the word starts with, any word that starts

with tfw,p,reﬁx re- if it means again, any word, that starts wvih

the pmfi,x ex- if it means rw'Longer

Exa.mples:

Film-maker, thirty -four, two-fifths, co-ordinate, ex-wife,

re-enter

thmwepta&hyphznsmwmdsmalterwfmtﬁwynmn. g
Recover means to get better

Re-cover means to cover somzthmg again

There are thirty -seven year olds in Class Two. This means that Class Two has thirty -seven children
in it whoare a year old.

There are th,uty seven—ywr—oids in Class Two. This means that Class Two has thuty children in it
who are seven.

There are thirty -seven-year-olds in Class Two. This means that Class Two has an unspecified num-
b,erofpzoplz in it who are thuty-seven.

ELL_,@' sis
An ettép,si,s is three dots that can be used to- show an omission of a word or words (Ln,ctud,mg whole
sentences) from a text, to create a pause for effect, to- show an unfinished t/wugh,t, to- show- a trail
off into silence.
Exa.m,ple:
1. Omitted text
The brochure states: “The a,tm,o*sphzre is tru,nq,ud ... and you cannot hear the trains.”
2. Pause for effect
A credit card stolen in London wuas used tO‘p,ayforo, Chinese meal five hours later ... in
Bang/wk.
3. Unfinished t/wugh,t
Yeah? Well, you can just
. Trail off into silence
Sta.nd,mg tall and with the Lord's Pragermumblmg a,Lo-ng ou,rups we entered the chamber . 23
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Semi-colons

The semi-colon can be used in two different ways.

. Thzy can bhe used to separate two or more statements which are
related to each othzrma,/cm:g them one sentence. The information
before and after the semi-colon must make sense without each
other

Exa,mplz.

e The hand wulked onto the stage; the crowd cheered.

. /tovkmy cout with me; it was raining.

2. 7719,3 can also he wsed to separate information in a list if com-

mas have to he used to separate smaller lists of ad:/'ectLves.

Exa,mplz:

. On.Sp,orts Da.H, tpr,updsca.rrizd,talge, cuimrfuthovps; a box of old, Wome,ggand
spoons; piles of otd, hoiey sacks; baskets of bean bags; and well-used, frayed schp,an,g
ropes.

Remember that after the semi-colon, we wse a lower case letter

Colons

The colon can be used in three different ways:

They introduce a List.

Example:

Please bring: a cout, an umbrella, @ packed-lunch, wellington hoots and a water bottle.

77123 introduce a result or can be used instead of for ex-
a,m,p,Le’.

Ex ;

He had decided: he would b,uy the house he h,a,d,just
looked round.

Thzy balance one statement against another

Exa.mfl&:

We were in favour of kmpmg our schoot uniform: they were
agam.st it.

Remember that after the colon, we use a lower case letter

24
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