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Synonym A synonym is a word or phrase that means exactly or nearly the same as another word or phrase. For example: happy = cheerful = contented = glad = joyful

Antonym An antonym is a word or phrase that means exactly or nearly the opposite as another word or phrase. For example: happy = depressed, disappointed, disturbed, down, grave, sad

Ellipsis   … An ellipsis is used to mark a cliff hanger. It can also be used in speech to show the character stuttering or pause. For example: He knew it was the end; it had to be...

Hyphen - A hyphen joins two words. For example: quick-thinking, over-crowded, up-to-date     *Not to be confused with a dash - which is used to join clauses.*

Colon  : A colon’s main function is to introduce. It can introduce a list, introduce a noun or join two main clauses that are about the same subject. For example: There were toys all over the floor: small
cars, pencils and lego bricks. His heart ached for his one true love: Monty (his puppy).

Semi-colon  ; A semicolon main function is to separate things. It can be used in a list or to join two main clauses that are about the same subject.
A semi-colon, colon and dash are interchangeable when joining two main clauses as long as they are about the same subject. (= The night was dark; this was just what he needed.)

Bullet points Items - in a bullet pointed list - may be short phrases, single sentences, or of paragraph length. Bullet points must be consistent.

Subject Every sentence has a verb (the action) and a subject (the thing doing the action).  For example: I ate an apple. I = the subject (who/what the sentence is about)

Object Most sentences also have an object (the thing receiving the action). For example: I ate an apple. An apple = the object (the thing being actioned)

Active Voice Active Voice is a grammatical construction where the verb is in simple form: the subject is the person or thing performing the action. For example: Jack smashed the window.

Passive  Voice Passive Voice is a grammatical construction where the verb changes: the object in an active sentence becomes the subject. For example: The window was smashed by Jack.

Sentences A statement is the most common type of sentence. (= The butter was in the cupboard yesterday.) A command gives orders. Begin with an ‘imperative (bossy) verb’ (= Show me the money.)
A question is asking something and ends in ? (= Would you like any sweets?). An exclamation only ever begins with What or How and ends with an exclamation mark e.g. How exciting! What a shame!

W
or

d
Cl

as
se

s Conjunctions A coordinating conjunction joins two main clauses in a compound sentence. It is always in the middle. These conjunctions are known as FANBOYS: For And Nor But Or Yet So
A subordinating conjunction begins the subordinate clause joining it to the main clause in a complex sentence. It can go at the beginning or in the middle. For example: When, As, Because, If,

Modal verbs Modal verbs suggests possibility (might, may, should) or certainty (will, won’t must, would, shall, can’t) Modal adverbs do the same (really, surely, likely, potentially)

Verb forms
an action word

subj: aid formality

Simple Past already happened (ends in -ed = walked) Simple Present happening now (ends in s = walks) Simple Future will happen (= will walk)
Past Perfect Add had in front of the verb (= I had walked.) Present Perfect Add has or have in front (=I have walked.) Future Perfect Add will have in front (= I will have walked.)
Past progressive a verb ending in -ing with ‘was’ or ‘were’ in front of it. (=I was walking.) Present progressive a verb ending in -ing with ‘is’ or ‘am’ in front of it. (= I am walking.)
Subjunctive Form or mood is used to express things that could or should happen. It is used to express wishes, hopes, commands, demands or suggestions.
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Full Stops Separate ideas into sentences (not give the reader a chance to breath!). Every sentence has a verb (the action) and a subject (the thing doing the action).

Capital Letters Found at the beginning of a sentence, beginning of speech, proper nouns (names of places, people, events, days of the week, months etc.)

Question M Belongs at the end of every single question.

Exclamation M Used to show emotion: anger, surprise etc. Also found at the end of an exclamation. An exclamation must begin with either HOW or WHAT. * Make sure it isn’t a question. *

Hyphens A hyphen joins two words. For example: quick-thinking, over-crowded, up-to-date

Dashes A dash joins two clauses or a clause / a phrase. For example: It was over - thank goodness!

: ; in lists The colon introduces, while the semi-colon separates the items in the list. For example: There were toys all over the floor: broken colourful pencils; large and small Lego bricks and bright balls.
Apostrophes Omission means a missing letter. This is called a contraction. (= don’t, wouldn’t), Possession means that an object belongs to something or someone. (= Jack’s, foxes’, Mum’s).

Commas Commas are used in a list (red, blue, green and yellow) *TOP TIP* Use a noun phrase, after fronted adverbials (Quickly, After that,) and to mark clauses (As______ , ______).
Clauses Simple sentence (one main clause): The cat sat on the mat. Compound sentence (two main clauses): I love ice cream and I love chocolate.

Complex sentence (one main clause and one subordinate clause): As he was exhausted from being outside, the cat sat on the mat.
Relative clause (one main clause with a subordinate clause either in the middle or at the end): The boy, who was 6, always played alone. The girl with the blue eyes is the best.

Parenthesis () ,,
- -

Parenthesis is an extra phrase or clause added to a sentence which is separated by commas, dashes or brackets and it can occur in the middle of a sentence or at the end.
Ben Nevis is the tallest mountain (1,345m) in Scotland.   Jack, who was about the wet himself, waved his hand in the air.

Speech Speech marks around the words being said
The words inside the speech marks must begin with a capital letter (even if the speech is mid-sentence)
The words inside the speech marks must end with a comma, exclamation mark or question mark and only a full stop if it is the end of the whole a sentence.
New speaker new line
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Modal Verb Modal verbs suggests possibility (might, may, should) or certainty (will, won’t must, would, shall, can’t). Modal adverbs do the same (really, surely, likely, potentially)

Relative Pronoun A relative pronoun usually begins a relative clause. It refers to who the information is about. For example: who, whom, which, that.

Relative Clause A relative clause provides detail either in the middle of the sentence or at the end (see below)

Parenthesis Parenthesis is a word, phrase or cause inserted as an explanation or afterthought (see below).

Bracket ( ) Brackets surround extra information within a sentence.

Dash - A dash marks an afterthought. This can be in the middle of a sentence - surrounded by dashes - or the end of a sentence - like now!

Cohesion Cohesion means linking together.

The best way to achieve cohesion in writing is to link paragraphs with adverbials; refer to a feeling over and over in different ways - show not tell; use repetition; use an extended metaphor
(referring to the night as spooky more than once in more than one way - the moon, the shadows, the dim light); vary the pronoun (the  spider, the eight-legged beast, it)
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Relative clauses Relative clause (one main clause with a subordinate clause either in the middle or at the end): The boy, who was 6, always played alone. I wish I was in charge of an ant farm that ruled the world.
*TOP TIP* A relative clause provides detail. It is separated from the main clause with commas only if it is extra, unnecessary detail. The relative clause itself must begin with a relative pronoun
For example: who, whom, which, that.

Parenthesis () -- ,, Parenthesis is a strange word referring to an extra phrase or clause added to a sentence. The extra phrase or cause is defined by commas, dashes or brackets. These punctuation marks are
interchangeable but are suited to some genres more than others (e.g. Brackets for example work well in non-fiction, but can be found when changing formality in fiction).
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Commas for
subordination

The comma separates the subordinate clause and the main clause: e.g. As he walked towards the door, he took one last look at the cat. Her eyes, that were bright blue, became brighter.
It does not make sense on its own. Often there is only a comma when the subordinating clause is at the beginning or in the middle.

Commas in a list Commas are used in a list (red, yellow, green and blue) *TOP TIP* Use a noun phrase, after fronted adverbials (Quickly, After that,) and to mark clauses (As and When sentences).

Commas to clarity
meaning between
clauses.

An additional clause is separated from the main clause with commas only if it is extra, unnecessary detail. For example:
The boy, who was 6, always played alone.
As a reader I didn’t need to know that the boy was 6; this was extra information so has commas around it. It can be deleted and it wouldn’t matter.

The girl over there with the blue eyes is my best friend.
As a reader, I needed to know which girl the author was talking about. Otherwise I might have thought the girl with the brown hair was her best friend! Therefore there are no commas: it is
essential to the sentence so has to be there.

I wish I was in charge of an ant farm that ruled the world.
As a reader, I needed to know that it was a world ruling ant farm the author wants, not a normal ant farm! Therefore this information was essential so there are no commas.

Speech Speech marks around the words being said
The words inside the speech marks must begin with a capital letter (even if the speech is mid-sentence)
The words inside the speech marks must end with either a comma, exclamation mark or question mark and only a full stop if it is the end of the whole a sentence.
New speaker new line

”I’m not coming out!” Marvin screamed through the door, “And you’re not coming in.”
“Oh yes I am,” his mother replied calmly, holding a pair of scissors in her hand.
“Why would you want to ruin my life?”
“I don’t, darling. It’s just your hair... it’s awfully long.” Marvin’s mum kept her cool; she knew she’d win this one!
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Determiner A determiner determines (tells you) which objects the sentence is about. There are lots of different determiners: this, that, these, those, my, your, his, her, its, our, their, a few, fewer,
little, many, much, more, most, some, any, numbers. Articles are also determiners (the, a, an).  ‘An’ is used before a word (normally a noun) beginning with a vowel (a, e, i, o, u).

Adverbial phrases Adverbial phrases are more than one word describing how, where, when or why. (An adverb is one word that does the same)
* TOP TIP * Adverb at the front of the sentence it is called a fronted adverbial.

HOW: They walked away in a hurry. OR In a hurry, they walked away.
WHERE: The sun is setting in the distance. OR In the distance, the sun is setting.
WHEN: We’re going to the cinema after lunch. OR After lunch, we’re going to the cinema.
WHY: We’re taking a map so we don’t get lost. OR So we don’t get lost, we’re taking a map.

Pronoun Pronouns replace a noun. For example: he, she, it, they, them, her, we.

Possessive Pronoun A possessive pronoun is used when an object belongs to the subject of the sentence. For example: mine, his, theirs. Instead of This house is my family’s. This house is ours.
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A verb is an action word.
Simple Past often ends in -ed (but of course there are exceptions). For example walked, jumped, danced, ran, cried

Present perfect Present Perfect is a confusing name for something quite simple. You simply add has or have (which is present tense) in front of the past tense verb. For example have walked.
The present perfect tense is used to describe something that happened in the past, but the exact time it happened is not important
Simple Past = We danced all night.  / He cried all week.  Present Perfect = I have danced at the disco before.  / He has cried about that before.  ()

Standard English Watch out for common errors! For example was/were   did/done

Paragraphs A new paragraph is needed when there is a change in time, place, person or event.
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Conjunctions (use
for cohesion)

Confidently use a
wide range of
conjunctions

A conjunction joins two clauses together. There are two types.

A coordinating conjunction joins two main clauses in a compound sentence. It is always in the middle. These conjunctions are known as FANBOYS: For And Nor But Or Yet So

A subordinating conjunction begins the subordinate clause joining it to the main clause in a complex sentence. It can go at the beginning or in the middle. For example: When,
As, Because, If, Although, Even though, Until

Noun phrases Noun phrases include an object (the noun), one of more adjectives, a determiner and sometimes even a relative clause. For example The black and white photos that I took
on my camera are being printed soon.
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Apostrophes
Plural and
possessive –s
Plural possession

Possession means that an object belongs to something or someone. Singular mean one. Plural means more than one.
As a general rule, for singular words, add apostrophe
then s:
The boy’s ball rolled into the street. (One boy)

If the word ends in an s (like most plurals), just add
apostrophe:
The boys’ ball rolled into the street. (More than one boy)
James’ bedroom is always tidy. (One James but ends in s)

Be careful of objects that have different words for
singular and plural:
The child’s trousers were muddy. (One child)
The children’s trousers were muddy. (More than one child)

Fronted adverbials The comma separates the main clause and the fronted adverbials: Quickly, the man jumped into the pool. All of sudden, the dog howled. After an hour, the snail began to move.

Speech: use
inverted commas
and other
punctuation.

Speech marks around the words being said
The words inside the speech marks must begin with a capital letter (even if the speech is mid-sentence)
The words inside the speech marks must end with a comma, exclamation mark or question mark and only a full stop if it is the end of the whole a sentence.
New speaker new line
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Preposition A preposition reveals the position of an object (a noun) in time or place. A preposition is a single word e.g. under, over, through and a prepositional phrase is a group of words, for example:
Under the old oak tree, the old man was having a picnic. After an hour, I knew he wouldn’t be much longer.

Clauses A main clause makes sense on its own. (The cat sat on the mat.)
A subordinate clause needs the main clause to make sense. It begins with a subordinating conjunction. (As he was exhausted from being outside, the cat sat on the mat)

Conjunction
Joins two clauses

A coordinating conjunction joins two main clauses in a compound sentence. It is always in the middle. These conjunctions are known as FANBOYS: For And Nor But Or Yet So
A subordinating conjunction begins the subordinate clause joining it to the main clause. It can go at the beginning or in the middle. For example: When, As, Because, If, Until

Word Family Word Family is a spelling term: it is when a group of words have a common feature or pattern (a sound or combination of letters). For example: at, hat, cat, chat,

Prefix A prefix is a group of letters added to the beginning of a word. This often changes the meaning.   Aware -> unaware   Organised -> disorganised

Direct speech. Direct speech is when the words actually being said are quoted and written in speech marks. “I am really angry!” shouted Maria. = direct speech.

Inverted commas
/speech marks

The terms inverted commas and speech marks are interchangeable. Speech = “” normally and Quotes = ‘’ normally, but double (“ “) or single (‘ ‘) marks are used in the same way.

Consonant All other letters of the alphabet apart from a,e,i,o,u.
Vowel A E I O U  Every word should have a vowel in it (although sometimes Y acts as a vowel e.g. cry, try)

W
or

d
Cl

as
se

s

Pronouns Pronouns replace a noun. For example: he, she, it, they, them, her, we.

Adverbs An adverb is one word describing how, where, when, why or how much. * TOP TIP * These are often your -ly words (but not always!)
HOW: They walked away quickly.   WHERE: The stars shone brightly above. WHEN: I’m going fishing later. HOW MUCH/OFTEN: I cried too. I was very lucky to escape.

Adverbial phrases Adverbial phrases are more than one word describing how, where, when or why * TOP TIP * If it’s at front of the sentence it is a fronted adverbial
HOW: They walked away in a hurry. OR In a hurry, they walked away.   WHERE: The sun is setting in the distance. OR In the distance, the sun is setting.   WHEN: We’re going to the cinema after lunch. OR After

lunch, we’re going to the cinema.   WHY: We’re taking a map so we don’t get lost. OR So we don’t get lost, we’re taking a map.

Articles Articles include ‘the’, ‘a’ and ‘an’.  ‘An’ is used before a word (normally a noun) beginning with a vowel (a, e, i, o, u).

Verbs an action word
Present Perfect

Simple Past often ends in -ed (but of course there are exceptions). For example walked, jumped, danced, ran, cried
Present Perfect is a confusing name for something quite simple. You simply add has or have (which is present tense) in front of the past tense verb. For example have walked.

Paragraphs A new paragraph is needed when there is a change in time, place, person or event.
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Full Stops Separate ideas into sentences (not give the reader a chance to breath!). Every sentence has a verb (the action) and a subject (the thing doing the action).

Capital Letters Found at the beginning of a sentence, beginning of speech, proper nouns (names of places, people, events, days of the week, months etc.)

Question Marks Belongs at the end of every single question. Exclamation Marks Used to show emotion: anger, surprise etc.
Exclamation At the end of an exclamation. An exclamation must begin with either HOW or WHAT. Be careful to ensure the sentence isn’t a question. What a beautiful day! How devastating!

Commas Commas are used in a list (cats, tigers, lions and fish.) *TOP TIP* Use a noun phrase, after fronted adverbials (Quickly, After that,) and to mark clauses (As_____ , ____).

Apostrophes Omission means a missing letter. This is called a contraction. (= don’t, wouldn’t), Possession means that an object belongs to something or someone. (= Jack’s, foxes’, Mum’s).

Apostrophes
Plural and possessive
–s

Possession means that an object belongs to something or someone. Singular mean one. Plural means more than one.

As a general rule, for singular words, add apostrophe
then s:
The boy’s ball rolled into the street. (One boy)

If the word ends in an s (like most plurals), just add apostrophe:
The boys’ ball rolled into the street. (More than one boy)
James’ bedroom is always tidy. (One James but ends in s)

Be careful of objects that have different words for singular and plural:
The child’s trousers were muddy. (One child)
The children’s trousers were muddy. (More than one child)

Commas The comma separates the main clause and the fronted adverbials: Quickly, the man jumped into the pool. All of sudden, the dog howled. After an hour or two, the snail finally began to move.
The comma separates the subordinate clause and the main clause: As he walked towards the door, he took one last look at the cat.

Clauses
(often separated by
commas)

Simple sentence (one main clause): The cat sat on the mat. Compound sentence (two main clauses): I love ice cream and I love chocolate.
Complex sentence (one main clause and one subordinate clause): As he was exhausted from being outside, the cat sat on the mat.
Relative clause (one main clause with a subordinate clause either in the middle or at the end): The boy, who was 6, always played alone. The girl with the blue eyes is the best.

Inverted commas for
speech

1) Speech marks around the words being said 2) The words inside the speech marks must begin with a capital letter (even if the speech is mid-sentence) 3) New speaker new line
4)The words inside the speech marks must end with either a comma, exclamation mark or question mark and only a full stop if it is the end of the whole a sentence.


