How this book is arranged

As the title implies, the main arrangement is alphabetical: there are
just over 300 headwords, each of which provides a definition and/or
explanation of a grammatical term. Headwords are shown by colour
and font:

infinitive

However, in a book of this kind, it is important to show the inter-
relationships between different items. This is done in a number of ways.

Master headwords

As far as possible, headwords have been grouped together into
families of related terms. So, for example, the following headwords
have obvious links

They all relate to adjectives, and the entry for that term provides an
introduction to both adjectives and these related concepts. To

indicate this, such master headwords are presented in a tinted box,
like this:

Cross references

Within all entries, cross references are indicated by the use of bold type.
Master headwords occurring within the text are in blue:

infinitive

A form of the verb. In the verb phrase the infinitive
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There are also explicit cross references:

Further information
See also: phrasal verb.

Diagrams

At the end of many of the master headword entries the information is
summed up in a diagram, which also brings together many or all of
the related terms:

adjectives

types forms sentence position

/\ /\

classifying qualitative attributive predicative

absolute comparative superlative
List of master headwords

abbreviaton ~ dash  possession
adjective determiner  preposition
adverb . exclamation  pronoun
adverbial mark pronunciation
agreement ‘ full stop ‘kpunctuatio .
apostrophe ~ grammer  question mark
apposition hyphen sem:qolon
aspect inverted sentence
brackets . fommas  slash
captial letters mood. spelling
case noan tense

dlause paragraph verb
colon parenthesis  voice
comma pefsdh; . yed
conjunction _phrase word structure

Introduction to grammar

How English sentences work

This reference book is organized so that readers can find the terms
they are looking for as quickly as possible. For this purpose an A-Z
arrangement is the most suitable. The problem with grammar,
however, is that in order to understand one term, you usually need to
know what one or more other terms mean. For example, if you look
up the term abstract noun the explanation assumes that you know
what a noun is. If you look up noun, it takes it for granted that you
know what a phrase is, and so on. Readers who have little or no
background knowledge about grammar may find this very
frustrating. So the purpose of this section is to provide a brief
introduction to the basic terms of English grammar.

Types of sentence
We can use sentences for four main purposes in communication:
B to make a statement:
That car is travelling very fast.
M to ask a question: k
Is that car breaking the speed limit?
M to give an order or make a request:
Don’t drive so fast!
M to make an exclamation:
How fast that car is travelling!

Each has a different structure, butsince statement sentences are by far the
commonest, the explanations in this introduction concentrate on them.

Grammar levels

When we analyse how sentences work, we need to be able to look at a
number of separate but related grammatical levels:
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sentence The children watched a TV programme while their
mother made their tea.

The children watched a their mother made
TV programme their tea

phrase The children watched aTV programme

word The children

morpheme child

Clauses

The simplest sentences in English consist of just one clause. In the
diagram above there are two clauses, each of which could stand alone
as a sentence:

The children watched a TV programme.

Their mother made their tea.
A sentence can consist of one or more clauses. If it contains just one
clause it is referred to as a simple sentence. If it contains more than
one, then it is a multiple sentence. Multiple sentences can be
compound or complex. These will be explained later in this
introduction.
If you look at the two example clauses above, you can see that they
follow a similar pattern. Each begins with words that indicate what
the sentence is about:

The children

Their mother
This is the subject of the clause.
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In each case the subject is followed by a word which refers to an
action:

watched

made
This is the verb of the clause.
After the verb comes a group of words which provides information
about the action of the verb. In each case they answer the question
‘What?’:

- The children watched ...

- What?

-a TV programme.
These words after the verb form the object of the clause:

a TV programme

their tea

So our two sample clauses follow the pattern subject + verb +
object. The subject, the verb, and the object are'components of the
clause, and ‘subject + verb + object’ is the pattern of the clause.

Clause components and patterns

Clauses can contain five different components:
W subject

W verb

B object

W complement

W adverbial

Subject + verb

The simplest pattern for a clause is a subject followed by a verb. The
subject tells us what the sentence is about and the verb tells us what
the subject is doing, or has been doing:
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SUBJECT OBJECT

Birds sing.
A very large and ugly chicken  was squawking.

Subject -+ verb + object
If there is an object, it normally follows the verb. It refers to a different
person or thing from the subject. Frequently that person or thing is
affected by the action described by the verb:

SUBJECT  VERB OBJECT

Mary writes  books.

Subject + verb + complement
A small number of verbs are followed not by an object, but by a
complement. The commonest of these verbs is ‘be’. For example:
SUBJECT  VERB  COMPLEMENT
Mary is  awriter.
In clauses like this the verb acts like an equal sign:

Mary = a writer

Subject + verb + object + complement

It is also possible to have part of a clause that completes the object:

SUBJECT | VERB  OBJECT  COMPLEMENT

The company made  him  CEO. ‘
In these sentences the imaginary equal sign is between the object and
its complement:

The company made him = CEO.

Subject + verb + object + object

A number of verbs can have not just one but two objects. In the
sentence Miriam gave her brother a present both her brother and a
present are objects, but in different ways. The two objects answer
different questions:
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- What did Miriam give?

- A present.

- Whom did she give it to?
- Her brother.

A present is called the direct object and her brother the indirect
object.

SUBJECT  VERB  INDIRECT OBJECT  DIRECT OBJECT

Miriam gave herbrother a present.
This gives us five common clause patterns:
M subject + verb
Birds sing.
W subject + verb + object
Mary writes books.
M subject + verb + complement
Mary is a writer.
M subject + verb + object + complement
The company made him CEO.
M subject + verb + indirect object + direct object
Miriam gave her brother a present.

In each of these patterns each component, subject, verb, etc. is
essential; if you remove any of them, you destroy the grammar of the
clause and make the sentence either meaningless or difficult to
untangle.

Adverbials

There remains one clause component that is much less
straightforward: adverbials. These are words or phrases that answer
questions such as:

W Where?

here down the road
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B When?
later  after a few hours
B How?
slowly  with great difficulty
W Why?
for the sake of the children because of the bad weather

In a small number of clauses an adverbial is an essential component,
just like a verb or an object; it is required by the type of verb used:

W subject + verb + adverbial

They have been living on their savings.
W subject + verb + object + adverbial

| placed the book on the table.

If you remove the adverbial from these clauses you destroy their
grammar and leave questions unanswered:

- They have been living ...
- How?

- on their savings.

Optional adverbials

More often an adverbial is not essential to the grammar of the clause it
is in. In each of the sentences that follow the adverbial is in bold type.

He found a secret passage behind the fireplace.
She is usually a very happy child.
Last week Mr and Mrs Holt came to see us.

In each case if you remove the adverbial the clause is still
grammatical and still makes sense. As the examples show,
adverbials can occur in different positions in the clause. Sometimes
they can be moved to a different position:

He found a secret passage behind the fireplace.

Behind the fireplace he found a secret passage.
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This does not mean that they can be placed anywhere in the clause.
The following arrangement is impossible:

He behind the fireplace found a secret passage.

Simple and multiple sentences
If a sentence consists of one clause it is described as a simple
sentence. Each of the following is a simple sentence:

Mary writes books.

She has not been very successful.

She is looking for another career.

If a sentence contains more than one clause it is described as a multiple
sentence. Each of the following sentences is multiple:

She has not been very successful and she is looking for another
career.

Although Mary writes books, she has not been very successful.

Compound sentences
Multiple sentences are made by combining clauses. The simplest way
of doing this is to use the grammatical equivalent of a plus sign:
Shehasnotbeen +  sheis looking for
very successful ~ another career.

The commonest words to do this job are:
and but or
It is possible to string together as many clauses as you like in this way:

She has not been very successful and she is looking for another
career, but so far she has not had much luck and has decided to
try a different tack or even give up altogether, but ...

until your readers either get lost or give up in disgust!

Complex sentences

There is a limit to the meaning you can express with the conjunction
and. If someone says She has not been very successful and she is looking
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for another career, we can probably work out that looking for another
career is a result of not being very successful, but sometimes joining
two clauses by and can leave the connection between them very
unclear:

The new CEO was appointed and Martin resigned.

This sentence describes two events but it doesn’t show what
connection there was between them—always supposing there was
any connection at all. We could link the two clauses in ways that did
show a connection. For example:

Before the new CEO was appointed Martin resigned.

After the new CEO was appointed Martin resigned.

Although the new CEO was appointed Martin resigned.

The new CEO was appointed so Martin resigned.
In compound sentences the clauses joined together are of equal
status; we can cut the sentence up into clauses and each of them will
become an independent simple sentence. Complex sentences work in
a different way. One of the clauses is the main clause and the others
are subordinate to it. The subordinate clauses form a single
component of the main clause: subject, object, complement, or
adverbial. In the first of each of the pairs of sentences that follow the
subordinate clause is in bold type. In the second sentence it has been
replaced by a word or short phrase.
B subject

What you did yesterday was inexcusable.

It was inexcusable.
H object

| cannot forgive what you did yesterday.

| cannot forgive your action.
B complement

That is what | admire about Billie.

That is it.
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W adverbial
After the new CEO was appointed Martin resigned.

Afterwards Martin resigned.

Phrases

The first clause pattern introduced was this:

susjEct . oelacr -
Birds . . sing.
A very large and ugly chic

As you can see from the example sentences, sometimes the subject
or object may be a single word (e.g. Birds) and at others it is a group of
words (e.g. A very large and ugly chicken). In grammar, groups of words
that form part of a sentence pattern are called phrases.

A phrase is a group of words built upon a single word. In the examples
above, that single word, or headword, is printed in bold type. If the
headword is a noun, then the phrase is called a noun phrase. A very
large and ugly chicken is a noun phrase: was squawking is a verb phrase.
Another very common type of phrase is the prepositional phrase.
Prepositional phrases always begin with a preposition. Prepositions
are words placed before a noun or a noun phrase and they give
information about position, time, and other things. Examples are:

in at  up before
Examples of prepositional phrases are:

in the garden

over my dead body

for several hours

Words and morphemes

So far we have looked at four grammatical levels: sentence, clause,
phrase, word. There is just one more we need to be aware of. Some
words can change their form depending on where they are placed in a
sentence and how they are used. For example, nouns change their
form according to whether they are singular or plural:
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house - houses

child - children
Each of these plurals consists of two parts:

house + s

child + ren
Each part conveys meaning: house refers to a familiar type of building,
while -s indicates that there is more than one. These parts are referred
to as morphemes.
We can analyse verb forms in a similar way. For example, the
verb forms walk/walks|/walking/walked consist of the morphemes
walk(s[ing/ed.
Some personal pronouns have different forms according to whether
they are the subject or the object of the sentence:

He was my boss at Sanders & Webb.

I couldn’t stand him.

These, too, are morphemes. The study of how words change their
forms according to use is referred to as morphology.

abbreviation » absolute

abbreviation

The presentahon of abbraviatmns in wntmg raises two \
questions: . . .

m Should | use full stops?

® Do | use capvtal or small Ietters?

Full stops . \ «
Normally if you use mltlal (ﬁrst) letters to represent wnrds
there i is no need to put a fuﬂ stop after them: .
UK _ BRC . ‘ -
In North Amenca, how&ver, itis more common to usea fu!l stop
(or “period’) after nnsttal letters
If the abbreviation consssts of the fi rst and Iast letters ofthe
word, then you do not use a full stop:
Mr Ltd «
If the abbrewatron consists of the f‘ rst part of a word, then you
put a full stop at the end \ \
Wed.  Dec.

Capital or small letters - ' ‘ ‘
Normally if you use the first letter of a ward in an abbreviation,
then a capital letter is used:

HND ~ BAA  HSBC
One well-known exception to this rule is the abbreviation plc for
public hmsted company, although th s is also sometimes wr{tten
plc ‘ \ ‘

See also: acronym.

absolute
Many adjectives have three forms:

ABSOLUTE  COMPARATIVE _ SUPERLATIVE

big ‘ bigger biggest
certain  morecertain  most certain




abstract noun

We use the comparative when two items are being compared:

The rabbit was bigger than the cat.

The superlative is used when there are more than two:
The Mandela Theatre is the biggest of the three.

The absolute form is used when a plain statement is being made
without any kind of comparison:

Patchwork is big again this year.

abstract noun
Nouns can be divided into two groups: concrete and abstract.
Concrete nouns refer to people, places, and things that can be
experienced using our five senses. Abstract nouns refer to thoughts,
ideas, and imaginings that cannot:

CONCRETE  ABSTRACT
man manliness
table  tabulation
author authorship

Too many obscure abstractions can make a piece of writing difficult to
read. For example the sentence in bold type in the following extract:

Such people may be keen to work, but unable to find jobs because
none are available in their occupation or in their geographical
area, so that re-training or re-housing would be necessary to
increase the chances of employment. It could also be that there
is a general deficiency of demand for labour throughout the
economy, in which case the involuntarily unemployed
workers will face fierce competition for the jobs that do
become available.

A general deficiency of demand for labour throughout the economy is
just a pompous and long-winded way of saying that there aren’t
enough jobs to go round. On the other hand there are also many
everyday abstract nouns that are simple and direct:

happiness  failure  truth beauty

It would be perverse to try to avoid abstract nouns such as these, so
the use of abstract nouns in writing is a question of judgement.

3 accent » active voice

accent

‘Accent’ is often used to describe pronunciation which the speaker
considers different from ‘normal’:
His intonation and emphasis were all wrong, some of the articles
got switched, and he had a noticeable accent when speaking in
English.
Often what people mean is that a speaker is using the pronunciation
that is typical of a particular region of Britain, America, or elsewhere:

| was bullied because | had an unusual surname and a broad
Liverpudlian accent.

In fact, everyone has an accent: it is simply the way in which each
individual pronounces English words. It is most strongly marked in
the way different vowels are sounded. For example, the vowels in
‘bath’ and ‘bun’ are pronounced differently in the north and south
of England.

Accent should not be confused with dialect. While accent concerns
only the pronunciation of the language, dialect is concerned with
vocabulary (lexis) and grammar.

acronym

An abbreviation composed of the first letters of other words so that
the abbreviation itself forms a word. For example:

CRASSH: Centre for Research in the Arts, Social Sciences and
Humanities

Aids: acquired immune deficiency syndrome

Acronyms are treated just like ordinary words in a sentence, and
may be composed of all capital letters, or of an initial capital
followed by small letters. For example:

His policy on Aids has earned him some international praise.

active voice
Transitive verbs (verbs that take an object) can be used in two
ways, or ‘voices’: active and passive.
Active: The dog bit him.
passive: He was bitten by the dog.
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adjective

Transitive verbs usually describe some kind of action. In the
sentence The dog bit him, you have a person, thing, or idea that
performs the action and one that is affected by it. The first is the
subject The dog, and the second the object him. When we put a
sentence into the passive voice, the object him becomes the subject
He. The original subject The dog becomes the agent and has the
preposition by placed in front of it. This changes the emphasis of
the sentence considerably.

In everyday writing the active voice is much more common than the
passive.

See also: passive voice; voice.

addresses
Styles for the presentation of addresses in letters and on envelopes
have changed over the years. Contemporary practice is to set
addresses with the left hand end of lines square (‘left justified’) and
without any punctuation:

Oxford University Press
Great Clarendon Street
OXFORD
0X2 6DP

The British Post Office recommend that the town or city is in block
capitals. The postcode is placed separately, on a line of its own,
except in the case of London addresses, where it is still
conventionally placed on the same line as London:

LONDON WC1 6GE

Forms of address
The commonest titles used in addresses are:

Miss Mr Mrs Ms

Mr and Mrs are straightforward to use. Mr is used for all men who
have no other title, while Mrs is used for married women. Women
who are not married can be addressed in letters as Miss, but some
women prefer Ms. A number of married women also prefer to be
addressed as Ms. If you are in a situation where you do not know the
preferences of the person you are writing to, then it is safest to use
Mrs for married women and Ms for unmarried women.

The commonest professional title is Dr for doctors (both medical
practitioners and those who have a higher university degree).
Members of the clergy are addressed as The Reverend (abbreviated
to Revd).

See also: abbreviation; capital letters; full stop.

adjective

the sentance and ccmp!etes the meanmg of the sentence
subject his use is caiked predmative ‘

v es ca be graded by addmg a mod:ﬁer before
or after them‘ .

a very slow grower
modifier adjectlve

Many adjectwes have a cumparative and a superlative form
ABSOLUTE COMPARATIVE SUPERLATIVE
sad sadder saddest ‘
unusual more unusual most unusual .
But ... .
u Some adjectwes can cniy be used pred:catwely; they cannot
be used attnbu’uveiy Yau can say~ ‘

She was alone
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adjective

adjective phrase a

An adjective phrase is a group of words built up on an adjective.
There are two main ways in which this is done.

but you cannot say
| saw an alnne woman. X

® Some adjectives can only be used attrxbutsveiy, they cann
used predicatively. Yeu can say: ‘ .

It was a mere skrrmrsh
but you cannot say
The sktrmnsh was mere ‘x \

® An adverb is placed in front of the adjective:

Quaﬁtative and classifying \
u Qualitative adjectwes descnbe the quahtjes o
idea. For example: .
a stupendous achaevement
_ an exciting proposal ‘
W Classifying adjectives help to dlvide persans, th gs
groups or classes. Fcrr examp!e*
the French language .
anannual event
o Classifying adjett«ves cannot usuaﬂy be graded and they dc
not normally have comparative or super!atwe forms. S
be odd to say, for example: .
It was a very annual évem.} \x .

The adverb modifies the adjective by changing its meaning.
Very is the commonest adverb used in this way. Others are:

rather  quite  fairly
You can have more than one adverb in front of the adjective.
For example:

I'm really rather busy at the moment.

® Sometimes words are placed after the adjective to modify it in a
similar way:

Further informatmn *
More information and examples will be found as fﬂllnws

. ad}ectwes

adjectives and punctuation
When two or more adjectives are used in a list the question
arises: should they be separated by commas? There are no
clear-cut rules about this but the following guidelines may help.

m No comma is needed to separate adjectives of different types, e.g. a
qualitative and a classifying adjective:

classifymg quahtatwe \

 attributive predi

a large Spanish bank

m Use a comma between two or more qualitative adjectives:

absofute cnmparative superlative

There are also addittonal entries under adjective phrase, .
adjectives and punctuation: grading adjettives and unique

long, slender legs




adjunct

m If the adjectives are all classifying adjectives, use commas if
they all relate to the same class of information:

English, French, and Spanish editions
but not if they don’t:
the French nuclear reactor

adjunct
Adjuncts are adverbials that add more information to a sentence.
They can provide additional information about:

H cause
They just get into crime because of the lack of other options.

H concession

Some producers abandoned their oak barrels in favour of stainless
steel, which, although expensive, is very much easier to use.

m condition
As soon as the dormant plants arrive, open the packages and, if
necessary, moisten the roots.

® manner
Jonathan’s mind was working at top speed ...

m place
. a fifth of our kids live below the poverty line ...

H purpose
This is not for reasons of sympathy to the criminal, but in
the interests of the society to which he will return.

m result
In mid-December the UN mission again pleaded for funds
for teachers, police officers, and other civil servants, to

little effect.

u time
Eisler was obliged to leave Germany, and after various travels
arrived in New York in 1938.

adverb

Adverbs make up a word class o1 ‘part of speech’. They have two
main uses.

As adverbnals
They are often used as adverbials, pmwdlng information about
for example, place, t:me, and manner:

lplace \ ..

hesie away soméwhe(re\ .

u time . ‘
soon already il ‘

n manner

easily fast slowly
When they are used in this way they are also referred to as
adjuncts.
They can also be used as sentence adverblals These are of
two types: » , '
n conjum:ts which link sentences w&thm a text .
First off they have to be ongma\ issiie to be considered

a true classic. Secandly, they should be in good nick,
preferably. stlti unworn, wﬂ:h the box mtact

] dls;uncts‘ which allow the speaker to mmment on
the text

Unfortunately, this great bauk is no Icmger in pﬁnt

As modiﬁers
Adverbs can also be used to modnfy adjectwes and thus form
adjective phrases: .

ADVERB ADJECTIVE
very easy
rather  attractive




adverb formation

 They can work ina skmdar way thh other adverbs to make adverb
phrases:

ADVERB

ADVERB
quite soon
extremely  slowly

Further information (
The information above is summed up m the diagram below. Each
of the words in bold type has its own entry, where further
mformatnon £e be found.

. adverbs .
asadverbials  asmodifiers
sentence ~ adjuncts  adjective  adverb

. adverbials

phrases = phrases

- conjuncts \disjunctt

place time manner

The followmg entnes alsa ccmtam mformatmn about adverbs: 17‘
adverb formation; after, after{afterwards‘ also; how, .
however. mtenssf‘ ier; just unly quite, relative adverb

adverb formation
Many adverbs are formed from adjectives by adding -ly:

slow + ly — slowly

Rules
m The base rule is that you add -ly to the adjective:

sad — sadly

adverbial

® Most adjectives of one syllable that end in -y are regular, with

m For two-syllable adjectives that end in -y, replace the final y

® For adjectives that end with a consonant followed by -le,

m If the adjective ends in -/, just add -y. a

full — fully

the exception of gay — gaily, dry — drily or dryly, sly — slyly or slily.

with the letters ily:
happy — happily

replace the final e with y:
terrible — terribly

Adjectives that end in -ly cannot be transformed by adding -ly.
Instead, use a short phrase:

friendly — in a friendly way

Function
An adverbla! isa smgle word or a group of wards that forms
part of a clause. There are three types of adverbial:
® adjuncts, These provide additional information.
For example: ~
It is safe to climb up or dawn e:ther path at walking
pace.
Adjuncts can provide information about:

cause concession condition manner
place  purpose result time

® conjuncts. These provide a link between sentences:

It appears that previews for Billy Elliot: The Musical have been
postponed due to fear for the health of the many child actors.
Three child actors rotate the title role. In addition, there are
45 other child actors involved in the production.

m disjuncts. You use these to make your own comments on the
information you are communicating:
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Unfortunately itis unhkeiy that your boss will change h;s
_ ways. . .

\Form ‘ «
An adverbml can be one of the follaw;ng

man adverb

ln Uﬂfarg:ven. Eastwocd p!ays a mercenary wha is reiuctantly

drawn back mto the game of murder and revenge
man adverb phrase \

i is aisa the case that the BBC performs rather poor!y when it

is most concerned about ratmgs
"a preposiﬁona! phrase

So, under the guise of time off for research many umvers&tyﬁ

faculty spend their working day e_lsewhere at other jobs,
neither reading nor writing new material.‘ ~

ma noun phrase

il ask them neh week when we rehearse for tha new a!bum.\ ]

: Further Informatmn

The information gwen above is summed up in tha dlagram bemw.‘;j
Each of the words in bold type has its ewn entry, where further

mfmmatvon can be fnund .
adjun;t .

_ function —|- conjunct

. disjunct
_adverbial \
. adverb

\ _ adverb phrase
form .

nnoun phrase

“ ﬁréboﬁtibﬁéi phrase

13 adverbial clause

The followmg entries also contain mformatmn about adverblals

adverbnal pos;tion focus, sentence adverbial

adverbial clause
A clause in a complex sentence which provides adverbial
information about:

W cause

Because it was cold, there were goose bumps on her arm.

M concession
Clare has seen it, although she probably hasn’t had time to
read it fully.

® condition
If you see a stranger acting suspiciously outside your home or
your neighbour’s call the police.

® manner
Jamison had come by to run a check of the medical monitor as he
always did before a dive.

m place
Where the river straightened, he took his chance to check the
barometer.

® purpose
They joined a major label so that they could sell records
throughout the worid.

W result
This was written so quickly that several errors occurred.

H time

When dawn broke, the rain ceased and the various parties were
able to take stock of their positions.
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adverbial position
Beginning or end
An adverbial can come at the beginning or end of a clause or
sentence. For example:
After several hours of random identity checks, the troops
dispersed.
The troops dispersed after several hours of random identity
checks.
This does not mean that all adverbials can take both positions. For
example, while you can say:

The trees rushed past at great speed.
you cannot say:
At great speed the trees rushed past.

This is because the adverbial at great speed refers particularly to the
action described by the verb rushed, and this link is destroyed if you
separate it from the verb. :

Middle
Adverbials can also be placed in the middle of the sentence.
This is particularly true of single word adverbials (adverbs). The
key to placing the adverbial correctly is the verb. If the verb consists
of a single word, then the adverbial is usually placed immediately
before it:

They finally reached the deck.

If there is an auxiliary verb and a main verb the adverbial is placed
between them:

 auxiliary verb _adverbia

In such sentences, adverbials cannot be placed between the main
verb and its object or complement:

They have reached finally the deck. X

15 adverb phrase » after/afterwards

adverb phrase

A group of words built up round an adverb by adding words before
and/or after it. For example:

This word commonly refers to time, helping us to explain the order
in which events happen:

She went back to work very quickly after her operation.

It can also sometimes refer to space, usually helping place objects in
order:

‘Where are you going?’ said Lee, coming after him.
After can be:

M a preposition
After his election Dr Kumar spoke of the racial attacks he endured
during the campaign.

m a subordinating conjunction
After he was elected in November, he revealed that he had been
the subject of racial attacks during his campaign.

m an adverb

Then he spun around and strode out of the door, his men
following after without a word.

Itis also used to modify a noun in phrases such as the morning after.

after|afterwards

In formal writing, after should not be used as an adverb of time.
Instead use afterwards:

It was not so easy to brush him off afterwards. v
not




agreement » also

It was not so easy to brush him off after. x

The exception to this is when it follows a word or phrase giving a
measure of time. For example:

But what about the year after? v

agreement

The subjer.t and the verb ofa clause have to agree in
number and person ‘ .

PERSON  NUMBER PRONOUN(S) TO WRITE
1st singular | write am
st plural we write are
2nd singular  you write are
(thou) (writest)  (art)
2nd plural you write are
3rd singular  he, she, it  writes is
3rd plural they write are

Wnters scmenmes fall tﬁ make the verb c:f a sentence agrae w:th»
_ the subjéct« Thiﬁ usually h Lpens when the sub;ect ofthe
sentence isa lengthy noun phrase For exampie.“ L .
The advent of dlgttszatwn and electro c medxa make speedy'
« cnoperatmn between us even more necessary w

“ the subject boils down ad\fent which is smguiar . .

This is an adverb, used to link items in a sentence or to make links
between sentences. For example:

and » any

The oxygen they produce benefits the fish, and they also provide
a source of food and shelter.

It is frequently used with and or but, but it is not a conjunction.
In formal writing also should not be used instead of and:

The closet is larger than a pit and therefore lasts longer also it is
easy to empty. X

Here the speaker needs to add and (— and also), or replace also with
and.

and
A coordinating conjunction which is used to join two items. These
can be:
m two words
bread and butter
to and fro

m two phrases
eight European countries and a number of international agencies

m two clauses

Then he rolled off the seat into the footwell and immediately
started snoring again.

antonym
A word meaning the opposite of another word. For example, the
following are pairs of antonyms:

wet  dry
buy  sell
child  adult

any
A word that can be used in these ways:
m determiner

| sat in my cell, expecting to be called out for execution at any
moment.
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W pronoun

| don’t think there’ll be any to spare for a day or two.

m adverb

It can be used before the comparative form of an adjective or
adverb. For example:

Why won’t the car go any faster?
{ apostrophe

The apoatrophe is the punctuatton mark which causes more
peopie more problems than any other. lt is used for two purpos

As the examples show the way in which some of ‘chese
 shortened forms are written down i rather selectw‘\ e
~ well when is and are are shortened,

‘ ‘can cover the change fmm wili nat to won't. .

. ‘2_ To show possass!on ‘

U ; We also use the apostrophéwto show that somethmg beiongs to

- someone. For example:

Lord Rochester’s monkéy

the girl's handbag o
the Browns’ Silver Wedding anmversary .

the churches position on gay priests

| the case of won’t and |
. ushan't the apostrophe does not ‘ how where all the letters have |
« :been omitted otherwise we wou wnte sho nt (x), and no rule .

19 apposition > article

The rules are:
m If the name or noun is in the smgular we add an apostrophe
followed by the letter s.

m If the name or noun is a plural ending in s then we sunply ‘
add an apostrophe

W Plurals that do not end ins follow the rule for smgu!ar nouns:
a children’s playground

W There is one exceptmn to these rules When Jts means of 1t' there
is no apostrophe ‘

apposition

Placing one noun or noun phrase next to another in a
sentence so that it explains or amplifies it. For example:
The writer Michael Viney left Dublin 13 years ago to live a life
of peace and 5elf-sufﬁoency in a remote house.
Here the short phrases the writer and Mlthae! Viney work in
parallei They are said to be in apposition to each other »

In the example above, the sentence would work grammatlcally

with only one of the phrases:
The wnter left Dublin 13 years ago to live a hfe of peace and
self-sufficiency in a remote house. .
Michael Viney leﬁ: Dub[m 13 years ago to hve a hfe of peace
and self-sufficiency in a remote house.

But neither of these atternatwe versions is very satusfactory

The first leads us to ask, “Which writer?’, while the second

prompts: “Who is Michael Viney?'

article

A word class from traditional grammar. It consists of these words:




as > aspect

m g, an indefinite article
mthe definite article

Articles form part of a larger class of words known as determiners.

as
A word that can be used in three main ways:

Subordinating conjunction
It can introduce a number of different types of adverbial clause:
u time
As the train drew into Victoria station, Gloria softened.
B cause

As they are fast-drying ... the application technique is slightly
different.

H manner

The talk that night was about experiments carried out to explain
why people behaved as they did.

The first two of these uses are commoner than the last; in them
as can mean ‘while’ or ‘because’. Occasionally this can cause
confusion if a sentence is carelessly constructed. For example:

I left the farm as it was getting late.
Does this meanwhen it was getting late, or because it was getting late?
Preposition
As can also be used as a preposition:
Should I get a job as a barmaid?

Adverb
It can also be used as an adverb in comparisons:

He’s as happy as a sandboy.

_The form of the verb phrase prowdes mformatmn about the
speaker’s amtude towards the action s/he is descrlbmg There
are three aspects:

attributive

Wsimple

| work.
- | work half an hour up the mad from my house
® continuous ‘ _

| am working. ‘
already have an idea that l am working on .

n perfect
| have worked .
| have worked in lndxa

As these _examples. show. whﬂa the sxmple aspect just uses the
main verb, the continuous aspect requires the auxiliary verb be,
and the perfect requnres the auxihary have.

More information and exam les WIH b& found as foilows
p“\esent tense

jsent continuous tense ‘

| continuous — pastmntinuoustense

1 future cnntinuous tense

‘ present perfect tense
. pas”perfecttense ‘
. f.fu\t\ure perfec\ttenseﬂ\ .

attributive

The attributive use of an adjective is when the adjective modifies a
noun. For example:

. a brilliant metallic-green-coloured oval insect ...




auxiliary verb » both ... and ...

This is contrasted with the predicative use, when the adjective
comes after a verb such as to be and forms the complement of the
sentence:

My closest friend was brilliant.

auxiliary verb
A group of verbs that combine with the main verb to form the verb
phrase:

b
pRiMARY have  h

. d
 shal
. ‘r‘nust
~ ought (to)

See also: modal auxiliary verb; primary auxiliary verb.

base
The word or part of a word to which prefixes and suffixes are
attached to form new words. In the words that follow, the base is
printed in bold type.

counteract underachievement unnecessarily unhappiness

both ... and ...
Coordinating conjunctions that can be used to link words, phrases,
and, sometimes, clauses:

It’s a rare movie that can look both cheap and costly at the same
time.

A number of points should be remembered:

m Both can only be used with two items, so it is wrong to say:

That can be both college, independent, and mainstream. X

brackets

m The two items to be joined must be grammatically equivalent, so it
would be incorrect to write:

It has to be both sincere and there’s got to be some quality to the
aesthetics of the music. X

Instead you should write:
It has both to be sincere and to have some quality to the
aesthetics of the music. v
m It is important to get both in the right place. Here it is not:

Those combines may have a harmful effect both as regards public
interests and those of the State. X

This should be:

Those combines may have a harmful effect as regards both public
interests and those of the State. v/

this tlme iand hnpefully it'il never happen}




but » can/may

In informal writing this is intended to make readers feel that the |
writer is talklng dtrectly to them, and it can be effecttve But if it IS
used too much lt quack!y becomes irritating, .

but
A coordinating conjunction used to link together:
m two words
tired but happy

m two phrases
nice to look at but difficult to describe

m two clauses
It’s a very simple ceremony but it’s really touching.

can
A modal auxiliary verb. It has two meanings:
m that someone or something has the ability to do something:

Those who can swim, swim.

m that something is possible:
| suppose anything can happen now.

can/may
can
Traditionally can is used to show:

m ability
An English person who can speak even one other language
fluently is rare.

m possibility
Relapse can occur at any time.

25 capital letters » cardinal

may
This is normally used to show:
m permission
Candidates may enter for both examinations, if desired.
m possibility
It may cause pain, but often there are no symptoms.
Today can is increasingly used to show permission:
Mum, can | leave it?

Using can in this way is generally accepted, although many people
still use may in more formal situations.

capital letters

Capital letters are used for the following purposes:
m for the first letter of a sentence:
Expenditure rises to meet income.
m for the first letters of the names of people, places, and speaai
days: \
Barack Obama \Hnng Kong  New Year's Day

m for the first letters of the main wards of the titles of books plays,
newspapers, and magazmes

Much Ado About Nothmg New York Hemld Tibuine

w for the first Ietters of the main words of the tltles of peapie and
inst:tutmns

the ane Mmi‘ster _ the Houses qf Parliament
m in abbreviations: .
USA  HSBC

cardinal
See numeral.
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Nouns and pronouns can be used as the subject or object of a
sentence: » «
SUBJECT VERB OBJECT
The dog  bit her.
She sold  her dog.

As can seen from this example, the pronoun she is used as the
subject, but if it is used as the object it becomes her. These
different forms are called cases. There are three cases in English,
\subjective. objective, and possessive:
POSSESSIVE
PRONOUN
me mine my
us ours our
her hers her
him his his
it its its
you you yours your
they them theirs their

POSSESSIVE
DETERMINER

SUBJECTIVE OBJECTIVE

The subjectwe formis used for the subject ofa clause or sentence
and also, in formal language, for the subject compIement (for
_ example: It is I). The objective form is used for the object and also
after prepositions (for examiple: The person to whom | gavea
 present.. .). The possessive farms are used in sentences such as:

Engtand is mine. It owes me a living.

it's my job to be entertammg

Nouns also have a possessive case. We add an apostrophe
followed by the letter s to show this in singular nouns and add a
_ simple apostrophe to plurals endmg ins:

aperson's name
_my parents’ lever Weddmg

27 cause » clause

cause

Adverbials can be used to provide information about why something

happened:
She laughingly recalled a day when Pearl, then in her thirties, had
inexplicably rolled a large rock into the living room of the house
where she and other children were playing.
The manure must not be treated because of the potential harm
to beneficial insects.

Adverbial clauses can also be used to carry information about

cause:
It must has been pretty far back since he could barely hear the
sound of the waterfall.

classifying adjective
An adjective that places the noun which it modifies into a group,
class, or category. Examples of classifying adjectives are:

female
numerical

Australian
nuclear

annual
military

The other main group of adjectives is qualitative adjectives, which
provide information about the qualities of a person, thing, or idea.
Examples of qualitative adjectives are:

complicated green  helpful
hot loud rapid

Classifying adjectives cannot usually be graded and they do not
normally have comparative or superlative forms. So it would be odd
to say, for example:

It was a very annual event. X

Sentences can consist of one or mbre clauses. Their part in
grammatical structure is shown in this diagram:




clause

sentence
. flawse clause
 phrase phrase

word \ word

C!ause structure ‘ ~ \
Clauses are made up of twe or more clause campunents

u subject
mverb
m object
ucomplement
® adverbial.
Al dauses used to make a statement normally cantam a sub;ect
and a verb, in that order. They may also contain one or more ‘
_additional components. All Enghsh clauses are based on cme cf
__ seven basic patterns: . . \
1 subject verb
The sun rose.
subject verb  complement
The light  was low.
subject verb  adverbial
It came from the east.
subject verb  object
He saw the dawn.
subject verb  object object
He gave  the dog a bone.
subject verb  object adverbial
It took it away.
subject verb  object complement
This made  him happy.

Clauses can be finite or nun-ﬁnite AH the examples above are
fi mte clauses

How clauses ara used ,
A sentence contams one or more clauses. whlch can be of one nf
two types. . .

® main clausa . . / \
A simple sentence cenmsts af ;ust one main clause
Life is good. . . \
A compound sentem:e cantains two‘ or rncre mam dausas

Kevnn thought for a moment, and then he sprang forward.
mam clause main clause

A cnm' fex eg ] tem:e mntams one main dause and one or more
subordmate c!au . \

You re ]USt saying that because  you don’t like Ellie.
maln clause subordmate clause .
Here the subordznate c\ause is an adverblal of cause. \

= subordinate clause

- entries .
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coherence

If you write more than one or two sentences on a subject, you have to
ensure that your text holds together and makes sense to your readers.
You do this by making sure that it has two important qualities:

m coherence

B cohesion

Coherence means that the thought behind the text is consistent and
moves logically from one point to the next. A coherent text uses
suitable vocabulary and uses it consistently.

cohesion
The use of grammatical devices to make sure that a text sticks
together. The commonest of these are:

m reference

m ellipsis

m sentence adverbials.

31 collective noun » colon

collective noun

A singular noun that refers to several individuals. For example:

the police  the choir  Parliament

The main question raised by collective nouns is agreement: do you
use a singular or a plural verb? Is it the jury is ... or the jury are ...?
The answer is: it depends on the context. If the speaker is thinking of
the jury as a united body, then the singular is used:

The selection jury is chaired by London’s Roy Miles.

If the jury is being thought of as a group of separate individuals,
then the plural is used:

The jury are about to hear it from the witness.
It is important to be consistent. So the example above should not be
continued as follows:
The selection jury is chaired by London’s Roy Miles. They include
several famous people. X
It should be:

The selection jury is chaired by London’s Roy Miles. It includes
several famous people. v

A punctuation mark with three main uses:
» ta mtmduce alist: ‘ \

' There are two ather varfet es of cedawvood oel T exas .
| jumperus ashe:) and Vu'gmmn Uumperus wrgrmana)

n to mtmduce a ptece of dlrect speech ora quotation

At once he said: 4 do not mean yaur xmmednate briefj joumey

W to separate two parts of a sentence where the first leads on to the
second

_ And that s the end of the pcor man s hopes there isno retum
to ehg‘bd:ty ‘

See also: commas. calons, and semlcolons




comma » commas, colons, and semicolons 32

Thls punctuation mark has the‘faliowing uses .

‘l to p!ace a sectmn uf a sentuence m parenthasis {as brackets da) .

 New Delhi, it:seh‘ created as an enormous !mperial embiem, -
was now a ;umble—sale of little. emb!ams of small authority.

\ : tc mark the dmsmns betwaen the ctauses na comp\ex sentence. \

These weedkul!ers may, it used on new lawns, damage young
» seedlmg grasses before they are well established. |

‘ ‘n m separate sect;ons of. a sentence to make it eamer to read
Tomakea hot compress, pour hot water mto a bowl and then
~ add the essential oil. | . .
l m introduce and]nr end a plece of dn'er:t speech
~ “No, sir,’ said Stephen, ‘and that‘ls what is so cunous." .
See also: commas, cojohs, and semicolons.

commas, colons, and semicolons
These three punctuation marks are all used to mark off different
sections within a sentence. It is sometimes difficult to decide which
to use. The decision is sometimes a matter of personal style, but the
guidelines that follow will help in a large number of cases. The
separate entries for the three punctuation marks contain additional
information.

m When introducing a piece of direct speech a comma is used much

more frequently than a colon. A colon can be used for special effect:

Intrigue is our mother’s milk. We say: ‘He is an excellent fellow,
but ...’

A colon is also used to introduce an extended quotation.

33 common noun » comparative

m Commas are normally used between the items in a list, unless each
item is quite extensive. If so, a semicolon is used:

Weeds may reach the lawn in various ways: as seeds blown by the
wind; carried by birds; brought in on muddy footwear, machinery,
or tools; or concealed in unsterilized soil or badly made compost
used for top-dressing.

m A semicolon marks a much stronger division within a sentence than a
comma. It can be used to separate two sections which might
otherwise form separate sentences.

The essential oil found in jasmine flowers is too delicate to be
produced by distillation; the heat tends to destroy the odour.

In the sentence above, the semicolon could be replaced by a full
stop, but this would separate two ideas that are closely related. As it
stands the sentence has a clear balance, with separate but linked
ideas pivoting on the semicolon. It is wrong to use a comma to link
sections of a sentence in this way.

m If the first part of a sentence introduces an idea which appears in the
second part, then a colon is better than a semicolon:
Many consumers are against it: about three out of ten say it’s
never a good thing, and most others see it as an occasional
necessity rather than as having positive advantages.

common noun

Nouns can be divided into two groups: common nouns and proper
nouns. Proper nouns are those that refer to people, places, and
things that are unique, for example Manchester and William
Shakespeare. All nouns that are not proper nouns are grouped
together as common nouns.

comparative

The form of an adjective that is used when comparing things. For
example:

He is taller than me.
The comparative is formed in different ways according to the length
of the base adjective:

m If it has one syllable, then the letters -er are added: great — greater.
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m If the word has three syllables or more then the word more is added
before the adjective: more attractive.

m Words of two syllables vary: some add -er and some use more. Some
even do both, for example clever — cleverer/more clever.
The use of more and the adding of -er should not be combined, so it
is wrong to say, for example, more better. X

complement
A clause component that completes an earlier part. Clauses can
have a subject complement:

rest animal.

or an object complement:

complex sentence
A sentence with a main clause and at least one subordinate clause
introduced by a subordinating conjunction. Examples of complex
sentences are:

compound sentence » compound word

the children they tﬁat . al
came back feund . nﬁthmg
from school . hd
. .. “changed
subordinating subordinata mam subardinating sub-
conjunction clause ‘

compound sentence

A sentence with two or more main clauses joined by a coordinating
conjunction. Examples of compound sentences are:

Then,fhgz came in, ‘.,‘\an\d‘\u . she 5at down quickly
main clause coardinating main clause
‘ . coniunctmn

youagree or  youdon't
owimhik . sgreewithit
. coordinating ‘maln clause
conjunction  clause conjunction

compound word

A word composed of two other words. Examples include:
crime reporter  air-conditioned scarecrow

As the examples show, the two words that form the compound are
sometimes written separately, sometimes linked by a hyphen, and
sometimes joined together. For many compounds there is a
standard way, but other compounds can be written in more than
one way. For example:

paper knife paper-knife paperknife




concession 36

concession
To concede something is to admit its truth, usually after you have
originally denied it or refused to admit that it may be true. An
adverbial or adverbial clause of concession is one that says in
effect, ‘Yes, even though A was true, B happened.’

Adverbial clauses of concession
There are three main types:

® Beginning with the conjunction although:

the theatre has da:med
a lnt of her energy .

The writer finds the information contained in the main clause (that
she has worked a lot in the theatre) is surprising in the light of the
subordinate clause (that she wanted to be a writer).

® In another type of concession clause the information contained in the
subordinate clause may well be true, but it doesn’t affect the truth of
the information in the main clause:

‘ vwauidn‘t be back tﬂi
 half four at the earhest

head to come back early,
. main dause

suburdinate clause

® In a third type the main clause contains information that is true,
despite the truth of the information in the subordinate clause:

eventhough heis

u Tom'\\sﬂpbleménf*\s théir
_pension by working part-t;me. _nearly70. \
mainclause suhordinate clause

The main conjunctions used to introduce adverbial clauses of
concession are:

although despite  evenif  even though
exceptthat notthat though  whereas
while whilst

37 concord » condition

It is also possible to have non-finite clauses of concession. For
example:

In spite of being so fair, his skin had taken on quite a deep tan in
the few days they had been there.

There are also verbless clauses of concession:

Although a competent fighter, Stretch was not considered to be
one of the game’s bigger punchers.

Adverbials of concession
Sentences may also contain phrases which express similar ideas to
clauses of concession.

It had been a happy marriage, in spite of the difference in their
ages.

This works even with the quickest and most agile spiders.

concord
Another word for agreement.

concrete noun

Anoun which refers to something that can be seen, touched, heard,
tasted, and/or smelled. Concrete nouns are contrasted with
abstract nouns.

condition
When writing or speaking, we often wish to show that one event
depends on another in some way. This is frequently done using an
adverbial clause of condition:
If the weather was fine, Maud liked to walk in Hyde Park.
One statement, Maud liked to walk in Hyde Park, is conditional upon
the other: the weather was fine.

Conditional clauses are usually introduced by either if or unless. They
can express a number of different meanings.

Common events
They can state general truths, such as:

If water penetrates window sills, doors, or their frames, the
result is wet rot.
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In sentences like this the verb is in the present tense. It is also
possible to used the past tense to describe general truths about the
past:

If the tide was coming in, his ships had to stay tied up.

Possible events
Conditional clauses can describe situations which have not yet

happened, but are possible:
If it comes to court you two can testify.
Here both verbs are in the present tense. Similar sentences can be
constructed using unless:
Policemen don’t find bodies unless they are sent to look for
them ...

Here unless has the meaning of if ... not ... :

Policemen don’t find bodies if they aren’t sent to look for
them ...

Future events
Very often conditional clauses speculate about events in the future.
Such clauses can be open or closed. In an open conditional the
speaker expresses no opinion about whether the future event is
likely to happen or not. The verb in the if clause is in the present
tense, and the verb in the main clause usually begins with will:

If they succeed in that, Germany’s economy and its workers will
be better off. :
(The writer has no opinion of whether they will succeed or not.)
In a closed condition the writer makes it clear that the future event
is more or less unlikely. In this case the verb in the if clause is in the
past tense, and the verb in the main clause usually begins with
would:
If 1 had time then | would say yes, but as it is, school work is
taking priority.

Past events
Conditional clauses can also be used to speculate about how things
might have turned out in the past:

i/

39 conjunct

If they had been her own children, she would have used them
differently.

(But they weren’t her own children, so she treated them as she
did.) The condition cannot be fulfilled because it is impossible.

Clauses that are not introduced by a conjunction
Itis possible to construct conditional clauses that do not begin with
if or unless. The commonest way of doing this is to begin the clause
with one of these words:

were should had
For example:

Were | to own a new BMW car, another ten microcomputers
would be at my command, so their advertisements claim.

Should you succeed in becoming a planner, you would be
helping to create these parameters.

Had I ignored my fitness, | could never have played international
cricket for 20 years.

conjunct
A type of adverbial used to show the connection between a
sentence and an earlier sentence. They are used in a variety of ways,
including:

Adding and listing

In narratives, explanations, and arguments we often want to place

items in a particular order. We indicate this fact and show the order

by using words like firstly:
Firstly, the feeling for the tradition is very strong in the village;
secondly, Gawthorpe is an ancient settlement—its history can be
traced back to a Viking chief named Gorky and there is evidence
that it existed in Roman times; thirdly, the original custom was to
bring in a new May tree each year.

Sometimes the sequence is less important, but we still wish to make

it clear that items are linked, by using words such as furthermore:

In addition to normal problems, such as security, food, and rest,
the battalion had to contend with the fact that we would lose
vehicles to mechanical failure, while only having two designated
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recovery assets. Furthermore, once everything was off the boats
and we transformed into our tactical load plans, it became clear
the battalion wanted to move a lot more equipment than
originally planned.

Sentence adverbials used in this way also include:

also as well at the same time  besides
finally first in addition last
meanwhile  moreover  next soon
then too

Giving examples
Sometimes we wish to introduce an example or list of material
which exemplifies part of the argument:

These birds are not evenly distributed along the coast. For
example, scoter are mainly confined to East Sussex and
mergansers to West Sussex ...

Other words used in this way are:

namely  as follows

Saying things another way
We may also wish to restate something using different words:

Oil also became the main source of funds for investment in
industry, agriculture, health and education, and the nation’s
infrastructure. Oil revenue enabled the state to break its financial
dependence on its citizens. In other words the state no longer
needed its citizens to collect taxes to finance its activities.

Cause and result
In texts that contain an argument one sentence is often the logical
development of what has gone before:

The nation’s filmmakers, like its people, can’t express emotion;
they lack drive and passion, they’re tame and repressed. As a
result, the British can write novels and plays, even produce an
occasional world-class painter but, when it comes to cinema, they
might as well forget it.

Other sentence adverbials of this type are:

conjunction

accordingly asaresult consequently hence
o) therefore  thus

Contrasts and alternatives
A sentence can be contrasted with what has gone before:

The speed of sound in water is roughly four times as-great as it is
in air. On the other hand, water is not much different for taste
and smell, and much worse for vision.

Other sentence adverbials of this type are:
all the same  alternatively anyway by contrast
conversely even so however instead
nevertheless  on the other hand  rather yet

Concession
Another type of contrast is similar to that used in adverbial clauses
of concession: despite this fact, the following is true. For example:

On each occasion, the TAYAD supporters, who had done nothing
else but peacefully distribute legal leaflets, narrowly escaped
being lynched after police intervened. Nevertheless, the police
detained the victims for provoking the public.

Other sentence adverbials of this type are:
even so however  yet

See also: paragraph.

A dass c:f wards that are used t::: jom mgether words, phraSEs. or

u coardinating con;unctmns . . .
These imk n:ems that have equal status grammatmaﬂy
uncomfortable but safe
ce craam or frozen yoghurt
Henna arrwed and they called room serwce.




connective

‘ The commnnest caordmatmg conjunctmns ara and or, but
. subordinating conjunttlons . \
If the two items bemg linked do not have equal status. then a
submdmatmg conjunctton is used. Most cammonly this happens
_in compiex sentences when a mam clause tS ]omed to a
. ‘submdmate clause ‘

Bus‘ineséés fail ‘becaus;e‘ they can’t pay their .
.. bills. .

- main clause  subordinating subordinate clausa

. ~ Hmnjunc‘tian ‘ .

Further information . \
Thei ation given above i is summed up in the dxagram below.
_ which also contains. mdiv:dual col junctmns Each of the words in
bold type has nts own entry. where further mformatxon can be
fmund \

—and
. e,
“\cot)rd‘inati‘ng but ‘
. Ll e

 conjunction.

. subordinaﬁng -

connective

This is not, strictly speaking, a grammatical term. It is used when
describing how a text is linked together and can refer to:

consonant » continuous aspect

m an adverbial (an adjunct or conjunct)
® a conjunction (coordinating or subordinating).

consonant
Writing
There are 21 consonant letters:
bcdfghjkimnpgrstvwxyz

Speech

In speech a consonant is a sound that is made by blocking the flow
of air while speaking. For example, the first sound in the word mark
is made by closing the lips briefly, while the last sound is made by
pressing the blade of the tongue up against the hard palate. There
are 22 consonants in spoken English. They are the first sounds in
each of the following words:

bat char cut dip fat gut hot

jar  late  meet neat pat rate ship

sip that thing tip vat  zip

plus the sounds in the following words marked by letters in bold
type:

measure sing
Two other sounds are sometimes called consonants and sometimes
semivowels. They are the first sounds in these words:

win young

content word
Words can be divided into content words like tree and structure
words such as because. Content words ‘contain’ meaning, and if you
look them up in a dictionary you will find a definition of that
meaning. The four classes of content words, adjectives, adverbs,
nouns, and verbs, are also referred to as ‘open’ classes, since new
words continue to be added to them as the language develops.

continuous aspect

The verb aspect which communicates the idea that an action
continues over a period of time. It can be:
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could

A modal auxiliary verb, the past form of can. It can refer to ability in
sentences that are about the past:

W present tense

Couples need to feel they are building something together that

has meaning.
She could not move.

H past tense

It can also refer to possibility in the future:
Someone tried to set fire to the mansion they were building in

River Oaks. Mind you, | s’pose | could always return as a newt ...

With have it can refer to possible past events:

m future tense
She could not have failed to hear them.

When they run out of inventory, they will be building at a much
lower level.

countable and uncountable nouns

There are certain words which can only be used with countable
nouns and not with uncountables. Other words can only be used
with uncountables and not with countables.

conversion
The process by which a word from one word class is used as if it
belonged to another class. For example, glue started life as a noun,
but is now frequently used as a verb. Many conversions are so
common that we no longer notice them, but conversion is also a
feature of creative uses of language:

\ ”Uﬁé\:ﬁ{:x@ﬁgmﬁ:‘\ \EMMN;E“\ o
v little sustenance
 few children.
muchfood
‘ ;*ir:ﬁahv"si,frpns\esi .

‘| really have some severe doubts regarding this partnership,” said
he, upping and awaying.

It can also, however, lead to cliché and jargon:

The current erratic supply of diesel has impacted negatively on
the business community ...

countable noun
A noun that has both a singular and a plural form. Most nouns are
countable, because they refer to things that can be counted. A small
number of nouns do not regularly have a plural form and are called
uncountable.

coordinating conjunction
A conjunction that joins two items of the same grammatical status.
The commonest coordinating conjunctions are:

and but or

dare
Averb that can be used as a normal verb and also as a modal
auxiliary verb. For this reason it is sometimes described as a ‘semi-
modal verb’.

They can be used to link:

m words

biscuits or chocolate

m phrases As a normal verb it is followed by the infinitive form of the verb:

sports shops and large department stores He dared to criticize the leader outright.

u clauses As a modal auxiliary verb it is followed by the verb stem:

| am working part-time, but my maternity leave begins next
month.




dash a7 declarative » demonstrative pronoun

But | dare say you like apples.
It can also stand alone in expressions such as:

Don’t you dare!

declarative
A form of clause or sentence used to make statements. In a
declarative the normal word order is for the subject to precede the
verb:

A punctuation mark that looks hke an extended hyphen 1t comes
in two sizes: an em dash (—) and an en dash o
Em dash . .
An em dash is used to mark a break m sentences‘ .
n lt can be used in pairs to show wm'ds in parenthesus, o
In brute material terms he was an accomplice———in fa;t a
conspirator—-to the murder of malhons of chﬁdren
Wit can mtmduce somethmg that develops, 0 o
what has gone before .
_ You must have seen it, I'm sure-—the b|ue ﬂag w!th a
square in the middle. \
In more formal wntmg a colon wouid be used mstead of a das|
1 It can introduce an astde by the wnter .
| occupied Piers’ old studio and Toby the thme guert romns——f
this purely for company. \ ‘ «
m In direct speech it can show that someone breaks fo in n'nd
sentence, or s interrupted: \ . .
| smiled and she said, ‘*You mean you wantmeto—'

Traditionally there is no space before or after an em dash. In
modern typography, the em dash is increasingly being replaced .
by an en dash with a space before and after it: :

In brute material terms he was an accamplice ~in fact.*a\ -
conspirator - to the murder of millions of chlldren.

SUBIECT VERB RESTOFSENTENCE
Happiness s o laughing matter.
Someone  might have warned  the poor girl.

defining relative clause
Relative clauses add information to the noun or pronoun they
modify. Sometimes that information is essential; without it the
sentence doesn’t make much sense:

WITH RELATIVE CLAUSE . WiTHour REU\TWE t:muse ’
A person who is mentally f . A persan is just as mucha
handicapped is just asmuch . member of society as .
a member of soclety as anyane anyone else, .
else. \ : . .

Removing the relative clause who is mentally handicapped makes a
nonsense of the sentence, because we do not know which person is
being described. Essential relative clauses of this type are called
defining relative clauses.

See also: non-defining relative clauses, relative clauses and
punctuation.

En dash
An en dash is used to 5how sequences demonstrative pronoun
1993-2000 The demonstrative pronouns are:
an A-Z guide

this that these those
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They are pronouns when they stand alone. When they are used ‘ .. . ‘H“h" - s
before a noun, they are referred to as demonstrative determiners. | . . e ’Sh th its  their
In the beginning, this was all pretty intimidating. (pronoun) ‘ - ‘ , \, \
. The waste steppes of southern Poland and Russia are covered |
m with this plant. (determiner) |
When referring to physical items, this and these can be used to 1
indicate things that are nearer to the speaker by contrast with that |
and those which indicate things that are further away. Often,
however, demonstrative pronouns are used more metaphorically.
That or those is frequently used to distinguish the thing referred to
from something that has gone before:

. in fact, glass soft-drink bottles cost about 5.5p, while those i
made from plastic are around half a penny more ...

This and these on the other hand are used to tie a statement in to

something that has gone before: ] dialect
. there were just six new diagnoses of MRSA bloodstream | A version of a language spoken in a particular geographical area
infection over the last year in Harrogate. At least half of these 1 or by a particular group of people. The English spoken in
were cases in which patients brought MRSA into the hospital with ! Newcastle is different from that spoken by natives of north

them ... ‘ Cornwall. Not only do speakers in these two areas have a
I different accent, they also use a number of different words.
] Different dialects may also use slightly different grammar. For

derivational morphology ! example, in Devon some people say ‘They do have ..."in
The study of how words are derived from other words. For example, i preference to ‘They have ...". Such regional expressions are not
the word fortune can form the basis of a number of words derived i ‘wrong’, they simply differ from standard English. They are
from it: misfortune, fortunate, fortunately, unfortunate, and so on. The . sometimes described as ‘non-standard’.
new words are formed by adding a prefix or a suffix, or both, to the E
original word. |

digraph
| Two letters written together to represent a single sound. For
1 example, these are consonant digraphs:

ch & gh ph sh th

determlner

There are also many vowel digraphs in English. For example:

A class sf words that farm an 1mpmtam; art of many noun
phrases The determiner comes beﬁ:re the nuun and helps to
\ ne xt\ \‘Comrnqn determmars ar ~ ‘

ai au ea ei oa oi ou

For historical reasons, the letters ‘a’ and ‘e’ are frequently joined in
the older spelling of words such as medieval:

 this | that
_some  any

medizeval

The use of this digraph is, however, dying out.




diminutive » direct speech

diminutive

m A version of a noun that refers to a small version of something. Such
diminutives are formed by adding a prefix:
minibus
or a suffix:
notelet  kitchenette duckling

m A version of a noun that indicates familiarity or fondness, formed by
adding a suffix:

Aussie  sweetie  footer  champers

m A short form of a personal name:
Timothy — Tim Katherine — Kath/Kate/Katy

diphthong
An element of pronunciation. A diphthong is a vowel sound that is
composed of a sequence of two vowels. The vowel in the word so,
for example, begins with the ‘o’ sound of hot and then glides into
the ‘u’ sound of put. Other diphthongs are the vowel sounds in the
following words:

high  late  toil
Diphthongs should not be confused with digraphs.

direct speech
In stories, reports, and certain other types of writing, the words
spoken by people can be reported (in reported speech) or
quoted directly (direct speech). Direct speech uses a set of
punctuation conventions to separate the words actually spoken
from the rest of the text, so that the reader is not confused. The
need for these ‘rules’ can be seen when we remove the punctuation
from a piece of direct speech:

He’s very clever, you know. Very said Mr Datchery without
enthusiasm. | mean, he’s got a terrific lot of degrees and he’s lived
in all sorts of countries. So | guessed. There was a pause; then: but
you didn’t think he was clever, did you?

direct speech

It is very difficult to follow what is going on. Here is the same text
with the direct speech correctly punctuated:

‘He’s very clever, you know.’
‘Very,” said Mr Datchery without enthusiasm.

‘I mean, he’s got a terrific lot of degrees and he’s lived in all sorts
of countries.’

‘So | guessed.’

There was a pause; then: ‘But you didn’t think he was clever, did
you?’

Standard rules
m The words spoken are enclosed between inverted commas:

‘He’s very clever, you know.’
or
“He’s very clever, you know.”
u If you normally use single inverted commas, then use double
inverted commas for ‘quotes within quotes’:
Then she said, ‘I did it because Henry said, “ don’t care what you
do™.’
and vice versa:
Then she said, “I did it because Henry said, ‘I don’t care what you
do’.”
m Every time there is a new speaker, start a new paragraph:
‘He’s very clever, you know.’
‘Very,” said Mr Datchery without enthusiasm.
m Each new piece of speech begins with a capital letter, even if it is not
at the beginning of the sentence:
There was a pause; then: ‘But you didn’t think he was clever, did
you?’
® Each piece of speech should be preceded by a comma or colon:

There was a pause; then: ‘But you didn’t think he was clever, did
you?’
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m There should normally be a comma, full stop, question mark, or
exclamation mark at the end of a piece of speech. This is placed
before the closing inverted comma(s):

‘He’s very clever, you know.’

‘Very,” said Mr Datchery without enthusiasm.

m If the piece of speech is interrupted or the speaker trails off, then it
can be ended with a dash or three dots:

‘I shall, thank you. Is there anything—’
‘Anything new? No, nothing.’ '

disjunct
A sentence adverbial that provides some comment by the speaker
or writer on the content of the sentence in which it appears.
Disjuncts often come at or near the beginning of the sentence. In
the sentences that follow, the disjuncts are printed in bold:

Admittedly, the enemy on this occasion was not Napoleon.

Fortunately, this year’s monsoon was short but sharp, and
improved water management has produced good floods.

They have, wisely, no intention of getting married for years to
come.

Common disjuncts include:
actually admittedly  basically
briefly clearly frankly
in general obviously perhaps
personally  possibly presumably
remarkably  roughly (un)fortunately

ditransitive verb

A transitive verb is a verb that is followed by an object, for
example:

It destroyed t(héﬂH‘igiﬁlayndeéy of life.

_verb _ object ‘

do

Some transitive verbs can be followed by two objects: a direct
object and an indirect object.

Verbs like this are described as ditransitive. They include verbs that
refer to transferring something from one agent to another, such as:

give hand inform pass  tell

do

A primary auxiliary verb. Like be and have, do can be used both as
an auxiliary and as a main verb. It is a common and useful main verb
in sentences such as:

They are doing a play.
Overcoats will do more than keep you warm this winter.
Another assassin is waiting to do him in.

As an auxiliary verb it is used:

® to make negative statements:

Water lilies do not grow well if water is falling onto their leaves.

| to form questions:
‘Do you understand me?’ he asked a second time.

u to form tag questions:
Well, it doesn’t matter about anyone else, does it?
They didn’t act like police, did they?

m for emphasis:

And he does like to travel.

| to avoid repetition:
| think you all know him better than | do.
This is instead of:

I think you all know him better than | know him.
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dummy subject
In most sentences the subject indicates what the sentence will be
about:
Many people in the industry see illegal file sharing as theft.

Some sentences, however, begin with a subject that contains no
such information:

D It was bright and sunny.
There is absolutely nothing there.

It and there are called dummy subjects: they do not provide
information; they simply serve to start the sentence off. (To see how
useful they are, try expressing the same information in a different
way.)

each
A word that can be used in two ways:

B pronoun
There were eight courses and it seemed that each lasted an hour.

...each of the 46 member countries of the Council of Europe ...

m determiner

But prizes are also given to runners-up in each category.

Singular or plural?
Most of the time, each is singular and should be followed by a
singular verb:

For although their personal relationship came to an end in the
1980s, and each has since remarried ...

... each song is intricately linked to the next ...

It is true that, in theory, each of these acts is a crime for which
the police could prosecute.

The exception to this is when each comes immediately after a plural
pronoun or noun to which it refers. Then the verb should be in the
plural:

Taking their test results, they each begin looking at them.

The girls each prepare for the adventure.

55 either ... or ... » ellipsis

either ... or ...

A pair of coordinating conjunctions that are used to link items that
have the same grammatical status:

... the couple’s three children either have degrees or are
working on them.

It is easy to place one of the two in the wrong place. For example:

... either because a person looked stupid, or was made to look
stupid by another person ... X

Here the two ideas being linked are:
a person looked stupid
a person was made to look stupid
Since a person appears in both, it is better to place either after it:

... because a person either looked stupid, or was made to look
stupid by another person ... v

See also: neither ... nor ...; or.

either|or question
A question in which the speaker offers a choice of two possible
answers:
Is email a letter or a conversation?
Here the possible answers are ‘a letter’ or ‘a conversation’. However,
the respondent can always dodge the issue with a reply such as:
I don’t know; a bit of both, really.

Either/or questions, along with yes[no questions, are sometimes
referred to as ‘closed’ questions, because they restrict the possible
answers that can be given. This is by contrast with wh- questions,
which allow a wide range of answers, and are ‘open’ questions.

ellipsis
The omission of one or more words in order to avoid repetition. It is
often done by replacing a complete verb phrase by an auxiliary verb.
Other clause components can also be omitted. Ellipsis is frequently used:

m with contrasting subjects, objects, or adverbials:
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You've got more use for it than I have.
instead of
You've got more use for it than | have use for it.

m with the verbs be and have: -
I was sure it would be worth the effort of breaking them in—and it
was.
instead of

| was sure it would be worth the effort of breaking them in—and it
was worth the effort of breaking them in.

m with modal auxiliary verbs like should or could:
Two of them disappeared without trace as fast as they could.
instead of
Two of them disappeared without trace as fast as they could
disappear without trace.

Ellipsis helps to give a text cohesion, by indicating to the reader
or listener that sentences and parts of sentences are linked.

embedded clause
Aclause which forms part of another clause, or of a phrase.

Within a clause
A noun clause can form the subject, object, or complement of a
complex sentence. When this happens, it is embedded within the
clause structure of that sentence. For example:

Within a phrase
Normally grammar follows the pattern that words form phrases,
which combine to form clauses. Clauses can then stand on their own
as simple sentences, or combine to form compound and complex
sentences. So the hierarchy is: word—phrase—clause—sentence.

The exception to this pattern is when a relative clause forms part of
a noun phrase:

57 etymology » exclamation mark

a ql"f‘ky story about a gi

etymology
The study of the history of words, or the history of a particular word.
Dictionaries often provide information about the etymology of
words. For example, from the Oxford Dictionary of English:
ramekin

> noun a small dish for baking and serving an individual portion of
food

- origin mid 17th cent.: from French ramequin, of Low German or
Dutch origin; compare with obsolete Flemish rameken ‘toasted
bread’.

exclamation mark

The mam use cxf Vthe axclamatm mark is t‘ 'en sentences that
expresst . .

man exclamatmn

Idtrect &peech spnken laudty or sho ted .
The fi rst une . the ﬂrst!’ evetybody ye!ted , jk f, .

Her mn was the blggest paacher«he S e d

yaur hOusa in the m;ddle of the day and iet ynu see him |
It can alsc be used in brackets after a statement that the wnter
finds amusing or mmr. ‘ ,\ . .
Haok ruddy. musdy well covered (l) and 1u5t s
sn! d ‘
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exclamative
An exclamation is a remark expressing surprise, delight, pain, anger,
or other strong emotion, often spoken with extra force or emphasis:

How wonderful!

In writing, exclamations are often shown by the use of an
exclamation mark.

Sentences of this kind can have a special grammatical construction:
the exclamative. This involves changing the normal sentence order
and starting the sentence in one of two ways:
® the sentence begins with how + adjective
How strange it looked from below!
(instead of It looked strange from below.)

m the sentence begins with what + noun phrase

What an incredible confidence trick the election polls have turned
out to be.

(instead of The election polls have turned out to be an incredible
confidence trick.)

In speech particularly, exclamations frequently contain no verb:

How stupid of mel

fewer]|less
In formal writing and speech, fewer should be used with countable
nouns and less with uncountable nouns. Examples:

Fewer shades of green
Parliament would have less power.

It is not standard English to use less with a plural or a number higher
than one, as in the following example:

Less people vote in Euro elections than vote in local elections. X

finite verb
Aform of the verb that is complete in itself and can be used alone as
the verb phrase in a sentence. In the sentences that follow there is
one finite verb which is printed in bold type:

finite verb

Then | examined the three main rooms.

Science tells us about the structural and relational properties of
objects.

The finite form of the verb shows tense (in the strict sense of
present or past), number, and person.

The sentences that follow do not contain finite verbs; the verbs in
bold type are non-finite:

Habit of appearing to stand on tiptoe, stretching the neck.
So kitsch, frozen in time.
If the verb phrase in a sentence consists of more than one verb word,
then the first verb should be finite. In the sentences that follow, the
verb phrase is printed in italics and the finite verb is in bold:
Magazine editors in 1955 were hit by the same problem.
The jazz scene must have sounded to Parker like a musical hall of
mirrors.

A convenient way of checking whether a verb phrase is finite is to
use the following flow chart:

How many words in
the verb phrase?

More than one

\d \

The first verb in the phrase
must be finite:

That verb must be
finite:

1. Showing tense
(walks|walked) am/is/are{was|were

2. Showing number/ have/has/had

person (/ walk, she dofdoes/did

walks) will{would/shall{should
canfcould

may/might

must

ought (to)
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first person
The personal pronouns | and we are referred to as first person
singular and first person plural respectively. When a story or report
is written using the pronoun / it is said to be written in the first
person, or to be a first person narrative:

| then went off for lunch, which was soup and crayfish.

focus
Some adverbials are used to focus attention on one part of a
sentence:

Paul regularly runs out of the nursery to play ball in a busy street;

he has also run home by himself and was nearly hit by a lorry.
The writer is adding to the dangerous things that Paul has done, and
the adverb also helps focus our attention. If we remove the word,
the sentence is much weaker:

Paul regularly runs out of the nursery to play ball in a busy street;

he has run home by himself and was nearly hit by a lorry.
Other examples of sentences with focusing adverbials are:
Utah, in particular, needs all the new employers it can find.

Only the flowers in the vase on the table in front of me seemed
real.

fraction
See numeral.

()ver and cwar eAgain and agam.f Reientle sly.

future continuous » future perfect

= after abbremations that cons:st of the fi rst part of a word

u in emad and websate addresse
WWWw.oup.com

future continuous
A tense formed by will be or shall be followed by the present
participle:
I shall be working.

Uses
B To describe a future action, but emphasizing that it will go on over a
period of time:

| shall be working quite late tonight.

® To refer to planned or arranged events in the future:

Mr Wilkins will be working at the library during the next year.

® To make promises or threats:

| will be making an announcement to the audience before the
curtain rises.

future perfect
A tense formed by will have or shall have followed by the past
participle:
She will have worked.

Uses
m To predict that a future action will be finished by a particular time:

When I retire later this year at 56 | will have completed 38 years
with the company.

® To make deductions:
Jennifer will have had enough by now.

We’re sure club members will have worked very hard to make
this event a great success.




future perfect continuous

future perfect continuous > grading adjectives 52

The tense used to describe an action that will have been completed
at a particular point in the future. It emphasizes that the action will
have been going on over a period of time. It is formed by shall/w:ll have
been followed by the present participle:

Some readers will have been growing roses for years.

future tense
This is also called the simple futuretense. It is formed by using the
modal auxiliary verbs will or shall followed by the verb stem:

you will tell
For example:

You will tell me, eventually.

63 grammar

Only qualitative adjectives can be graded. Classifying adjectives
cannot normally be graded.

Grammar Is a wurd wrth a variety of meanmgs In this bookiti is
used to refer to the rules by which words are changed and ardered
to form sentences. The study of howwords changeiscalled
morphology; the description of how words are argamzed mto
phrases, clauses, and sent;ences xs ca"ed syntax.

Grammar can be descnptwe or prescrlptme. Desr:rlptwe grammar

scriptwe grammarsets out ru|es whrch should be foltnwed
to speak orwr;te correct or gaod’ Enghsh Sametrmes ‘

Uses
m Prediction:
You will arrive in your resort mid-morning on 12 May.

m Indicating determination or commitment:
The Labour Government will immediately make available £1bn
to invest in the NHS.

m To show ability (in general terms, not just in the future):
A pair of kitchen scales will do that easily.

m To describe habits:

Feminists will keep on about language.

gerund
See verbal noun.

grading adjectives
Modifying an adjective by placing one or more adverbs in front of
it. For example:

a beautiful view
a rather beautiful tropical garden
extremely beautiful drawings

educated speake ctuaﬂy use  the language At otﬁér trmes they are
based o rejudice. or en what th peaker was taught at schom
often many yearsago,

Further information . « .
A selectmn of words relating to the study of grammar is shown in |
the dragram below. Each of the words in bold type has its own
entry, where further mforma’c:on can be found. .

. . embedded claus\e

T syntax inversion .

modify

_ elements of
T \”‘grapheme

_grammar.

mnrpheme .

- morphology — 4 jvational

- morphology
| inflectional |
. ‘morphology

grammar

- accent

varieties of ‘
English dialect

standard English
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grapheme
A term from linguistics meaning the smallest unit in writing that can
change meaning. This is a letter or group of letters representing a
single phoneme, for example:

I b ng ea.
II head]headword

The head or headword of a phrase is the word on which the phrase
D is built up:

he, she, or it?
In English there isn’t a pronoun that can refer to a person without
defining whether that person is male or female. This raises the
problem of how to avoid choosing between he and she in sentences
like this:
If your employee is over pension age, —?— pays no employee’s
NI contributions.
There are a number of possible solutions:
m Use he throughout and apologize to the reader, explaining that you
mean he or she. Alternatively use she throughout with a similar gloss.
If your employee is over pension age, he pays no employee’s NI
contributions.
If your employee is over pension age, she pays no employee’s Ni
contributions.
Many people find this approach unacceptable.

W Use he or she (and him or her) throughout:

65 homograph » homonym

If your employee is over pension age, he or she pays no
employee’s NI contributions.

This is generally acceptable but can be rather longwinded and
clumsy, especially if used a lot.
m Turn the sentence into the plural:

If your employees are over pension age, they pay no employee’s
NI contributions.

This is both acceptable and neat, but sometimes it is not possible.
m Use the pronouns they/them, even though the noun they refer to is
singular:

If your employee is over pension age, they pay no employee’s NI
contributions.

This is increasingly used, but traditionalists disapprove because they
consider it ungrammatical. For this reason it should be avoided in
more formal writing.

® Turn the sentence into the passive:

No employee’s NI contributions need be paid by employees over
pension age.

This is often a neat solution, provided that the sentence isn’t too
long and doesn’t become difficult to understand.

homograph
Two words which are written in the same way but which have
different meanings and are pronounced differently are described as
homographs. An example is sow, which can mean to put seeds in
the ground, but when pronounced differently refers to a female pig.

See also: homonym.

homonym
Two (or more) words which look or sound the same, but have
distinct and unrelated meanings. These fall into three groups:
m Words which are written and pronounced in the same way:
seal butt  last  mew
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m Words which are written in the same way but pronounced differently:
sow lead
These are also referred to as homographs.

® Words which sound the same but are written differently:
meet/meat right/write/rite
These are also referred to as homophones.

homophone
See homonym.

how
An adverb with four main uses:
m to introduce a question
How are you feeling?
m to introduce a noun clause
This is how they did it.

m with an adjective or another adverb
You have no idea how heavy flowers can be.
He had noticed before how slowly the British matured.

m to introduce an exclamative
How remarkable!
In informal usage it can also be used as a noun:
To the buyer, the how has become as important as the what.

however
An adverb with two main uses:
m to modify an adjective or another adverb:

We cannot afford to postpone necessary actions, however
difficult, in the future.

m as a sentence adverbial, a conjunct:
There was, however, one important difference.

This is the traditional way to use the word, enclosed between
commas. It can also be placed at the beginning of the sentence,
followed by a comma:

However, they may not need a bus much longer.

A puncmatuon mark \mth three uses

Spelling .
Some compound words are linked by a hyphen. There isno
simple. rule to help know which compounds need hyphens and
which do not. Hyphens are, however, being used less and less,
especially in compound nouns, People tend to write website rather
than web-s»*te and air raid rather than dir-raid.

Hyphens are stﬂl often used in the followmg sntuatmns
m to form a verb from a campound nmm* .
a booby trap —to booby—trap ‘
The area was heavily mined and booby—trapped
® to form a noun from a phrasal verb ora prepositional verh
to build up — a butld-up ‘ \
The buﬂd-up to a ma}or event is reaﬂy exmting
¥ (sometimes) to form a word with a preﬁx
co-opt = multi-storey
mto farm certain compound adjectives;
easy—care nght»handed
Sentence construction (syntax) ~ ‘ |
Sometimes it is important to show that certain words ina
sentence are meant to be read together If the hyphen(s) were not

used, the meaning might not be clear. Compare these two
sentences:




if » 1/me

| wonder if he’s thought ofa ready*m-wear collection.

| felt newly Sﬁphlst cated and was raady to wear b!ack w:th
. aptambi . \ . .\ ‘

Typesetting

ords that will not
it onto the endofa Iine There are rules about how words should |
_be spht which can be found in some dictionaries. Many computer
word-processmg and desktop pubhshing programs nﬁ'er 4 choice

. J bemeen automatlc an hyph

A subordinating conjunction used to introduce conditional clauses
(see condition).

It can also be used:
m with what to form questions about things that might happen in the
future or might have happened in the past:
What if | find certain issues or situations difficult?

What if he had become much more ruthless in that time?

m before an adjective or adverb to form a verbless clause:
It was a delicious, if small, compensation.

Trade unions began, if slowly and unadventurously, to assert
that they didn’t give a hoot.

Ifme
I'is the subjective form and me is the objective form of the first
person pronoun.
m The subjective form should be used for the subject of a sentence:
My husband and I own six dogs.

In formal language it should also be used for the subject
complement:

It is I who am wrong, not you.

imperative

Increasingly in less formal language me is used in such sentences:
Come on, this is me, remember?

m The objective form should be used for the object of a sentence:

For all I know you’ve manipulated both William Ash and me into
this whole situation!

It is also used after a preposition:

Which is how it was with my husband and me.

m In some dialects me is used as the subject of the verb:
’Cos me and him are good friends, like.

This is not standard English and some speakers work so hard to
avoid it that they use I when they should use me. For example:

This is just another publishing trick to make you and I talk about
it—which we are. x

In this sentence the pronoun is the object of the verb make and so it
should be me:

This is just another publishing trick to make you and me talk
about it—which we are. v

The commonest example of this misuse of / is expressions using
between:

The most important thing between you and I is our mutual love, is
it not? X

As between is a preposition, this should be:

The most important thing between you and me is our mutual
love, is it not? v/

imperative
The imperative mood is used to make commands:
‘Go away!’ cried Mary.

The verb form used is the stem. Imperative clauses have a special
form. They resemble a normal clause, but there is no subject. In
effect the subject is you, but is not stated:

‘(You) go away!’ cried Mary.
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indefinite pronoun

The indefinite pronouns are:
some someone somebody  something
any anyone anybody anything
none no one nobody nothing
everyone everybody everything all
either neither both each

As the name ‘indefinite’ suggests, these allow the speaker to be
rather vague about who or what is referred to:

| do believe that somebody must find a way to wrestle control of
the Internet from the hands of the US and the corporate interests
and give it back to the people of the world.

indirect object
Certain transitive verbs can have two objects:

m a direct object
B an indirect object.

For example:

. an éé\rj‘y Chnstmas
“ _  present.
she  told me ~ thestory.
subject  verb indirect object  direct object

We  gave them |

As the examples show, the two types of object convey a different
meaning. The indirect object tells us about the person or thing that
benefits from the action described by the verb: they received the
early Christmas present; I heard the story.

Verbs which commonly have an indirect object as well as a direct
one include:

bring  buy give promise

send show teach tell

71 infinitive » inflection

infinitive
A form of the verb. In the verb phrase the infinitive has two forms:

m the verb stem. This form of the infinitive is used after modal
auxiliary verbs such as must and should:

Life must g on
modal auxiliary . infinitive

m to plus the verb stem:

I wa“ﬁ‘t\.‘ tosave  her,
verb infinitive

infinitive clause
A clause in which the verb is not finite, but an infinitive. The
following examples show the similarities and differences between
the two types of clause:

CLAUSETYPE  FINITECIAUSE INFINITIVE CLAUSE
noun  Iwantwhatisbest  Alllreally wantisto
~ formylittlegirl. ~ have a home of my
... .

relative  Andthat was another  There was only one
~ thingthatwas thing todo in these
troublingher. ~  circumstances.

adverbial  Physiotherapyis ~  Robert made sure his
 importantsothat  head wasbackfar

_ hands, arms, legs,  enough,soasto

etc. are kept avoid the swinging

~_mobile. . chan.

inflection
Most nouns and verbs, many adjectives, and some pronouns
change their form according to how they are used in a sentence.
This process is called inflection.
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® Nouns inflect to show the plural:
one car — several cars

one child — several children

m Verbs inflect to show number and person in the present tense:
I work — she works

They also inflect to show the difference between past and present
tenses:

I work — | worked
| write — | wrote
There are also inflections to form the present participle:
write — writing
and the past participle:
write — written
m Some adjectives inflect to make the comparative and superlative
forms:

tall — taller — tallest

m Some pronouns inflect to form the objective case:
she — her
and the possessive case:

her — hers

inflectional morphology
The study of the way in which the form of words is changed
according to the way in which they are used in sentences.
See inflection.

intensifier
An adverb that is used to modify an adjective. Intensifiers show
how much of a quality something has. For example:

a beautiful view
a rather beautiful tropical garden
extremely beautiful drawings

interrogative » intonation

Intensifiers can also modify other adverbs. For example:
easily
fairly easily
incredibly easily

interrogative
The type of sentence or clause used to ask questions. There are
four main types of question:

m either/or questions

B tag questions

u wh- questions

m yes/no questions.

interrogative pronoun
The interrogative pronouns are:
who  whom  whose  what  which
They are used in the formation of questions:
So what do we, the taxpayers, get for $880 million?
‘So,’ said Jenco, ‘whose are they?’

intonation
An element of pronunciation. Intonation refers to the musical
‘tune’ of a sentence. It is possible to speak the following words in
two ways:

So she went home after that

W as a statement:
So she went home after that.
In this case the voice rises slightly towards the end of the sentence,
but falls at the very end.
| as a question:
So she went home after that?

Here the voice rises at the end of the sentence, making it clear that
it is a question and not a statement.
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inverted commas

Intonation is used in many different ways to put a ‘spin’ on a spoken
sentence. For example, the following sentence can be spoken in two
different ways:

So she went home after that, didn’t she?
m with the voice falling at the end. This indicates that the speaker is
expecting listeners to agree.

m with the voice rising at the end. In this case the speaker expresses
uncertainty and is looking for either confirmation or correction:

A: So she went home after that, didn’t she?
B: No, she stayed on for another couple of hours.

intransitive verb

Averb that does not have to be followed by an object. For example:

groan: The man on the terrace was groaning.

laugh: We both laughed.
Verbs that are followed by an object are referred to as transitive.
Some verbs can be either transitive or intransitive. For example,
write:

Why hadn’t Ken told him he was writing?

She was writing an essay.

inversion

Changing the normal order of elements in a sentence. For example,

some questions are formed by reversing the normal order of
subject before verb:

She is breathing. — Is she breathing?
This reversal of subject and verb is sometimes used in direct
speech, too:

‘It looks like you sure got a lot,” said she.

inverted commas

\ Punctuatmn marks used to separate a group of words from the
 rest m‘ the text They can be single: ‘

and’
or doub!e

and" -
They are used as foilows

Direct speech ‘
He's very v:lever, you know.’
‘Very, said Mr Datchery without enthusoasm
See also direct speech, . ‘
Titles ‘ - ‘
In handwr tten documents and in some prmted texts, mverted
commaﬁ are used for the titles fbooks, pmtures piays, ﬁlms. and
TV programmes‘ . »

d:ﬁerent!y on the page, usuaﬁy by i d : .
The African musrcologist Nicholas Ballanta~Taylcr descnbes it |

Music in Africa is not cultivated for its own sake. It is
| always used in connection with dances or to
. accompany workmen. The rhythmic interest of the
_ songs impels them to work and takes away the .
feeling of drudgery . o

When thas \s done, inverted commas are not necessary
‘Not my idea’ ‘ ‘ ‘

A scmdar use is when wnters want to make it
expreSsmn is not their cwn. or one that they W

Many larger houses ware bemg spht up intn n-caﬂed
flats”. :
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Ifthe stem endsinaconsonantoravowel otherthane, then you add the
letters ed. If the stem ends in e then the letter d is added.

Irregular verbs do not follow this pattern. Linguists divide them into
seven different groups within which there are patterns. For everyday
{ purposes it is simpler to divide them into three:

ot exampie the use o f:sa-ca!!ed s“\ nals
the mverted c ‘mmas w:H da the io

| m verbs in which the stem, the past tense, and the past participle each
{ have a different form

m verbs in which the past tense and the past participle have the same
form which is different from the stem

[ verbs where all three are the same.

. .PAST Mm‘mms

cnour’ TEN:

o . taken
.
3 \ i

There are two verbs which are even more irregular: be and go.

STEM  PRESENT TENSE  PAST TENSE  PAST PARTICIPLE
‘ be isfamfare  w

9 gojgoes  went
] .
is|are

irregu|a|- verb Verbs have different forms in the simple present tense depending

A verb that does not form its past tense and past participle in a ‘ on the number and person of the subject. For the verb to be these

are:
reqular way. Regular verbs work like this:
noutan

~1‘s‘t‘§jef§dn"~\~‘\I~:am‘ . e are
2nd person  you are (thou art)  you are
3rdperson  hefshefitis  theyare

It also has different forms in the simple past tense:




it + passive 78

SINGULAR PlURAL
Istperson lwas  wewere
2nd person  you were (thou wert)  you were
3rd person  hejshefitwas  theywere

It is important to make sure that subject and verb agree, and if the
subject is a single noun or a short noun phrase there isn’t usually a
problem. In longer sentences, especially where the subject is an
extended noun phrase, difficulties can sometimes arise. For example:

One very key official has told the Prime Minister that the
machinery, funding, and general ability to mobilize a strong but
swift campaign is in place. X
The subject of the clause is the machinery, funding, and general ability
to mobilize a strong but swift campaign. This is formed of three noun
phrases joined by and:

the machinery funding and  general ability to
. mobilizeasiiong
. butswift campaign

So it must be plural not singular and the verb should be are.
In the sentence that follows the error has a different cause:

Israel’s five hours of talks with Syria, which started on Sunday
after much diplomatic wrangling, was described as frustrating. X

Here the writer has made the verb agree with the noun phrase that is
nearest to it: much diplomatic wrangling. In fact the subject is:

Israel’s five hours of talks with Syria, which started on Sunday
after much diplomatic wrangling ...

To be sure of the correct form of the verb it is necessary to identify
the headword of the noun phrase—the word that lies at its heart.
What was the writer talking about when he said that it was
‘frustrating'? The answer has to be ‘five hours’. And as hours is
plural, the verb must be plural too.

it + passive
In formal writing it is quite common to begin a sentence with it
followed by the passive form of the verb. For example:

79 its/it’s » just

Itis felt that a person propelling a motorcycle with his legs astride the
cycle and his feet on the ground by ‘paddling’ it would be driving.

The sentence is taken from a legal text, so it needs to be precise. ‘It
is felt” is imprecise because it is unclear who it refers to. (And felt is
rather a vague term.) Better to say:

If someone sits astride a motorcycle and uses their feet to
‘paddle’ it along the ground, then, in law, they are driving.

See also: passive voice.

itsfit’s
This is an occasion where the use of the apostrophe can cause
problems. The rule is as follows:
its
This is the possessive form (see case; possession):
His face had lost its boyish roundness.
it’s
This is the short form of it is or it has:

It’s a sign of growing up.

just
This adverb has two meanings:
W a short time ago:

He and his wife have just arrived here.

monly:
| just had time to see my mother and sister off.
Sometimes it is not clear which of the two meanings is intended:
I've just bought this little flask.

Does this mean that the speaker only bought the flask and nothing
else? Or that the speaker has bought it very recently? If you wish to
be absolutely precise you may have to replace just, andjor add
other words:

I've only bought this little flask—nothing else.

| bought this little flask just now.
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lexical morphology
The study of how new words are formed by adding prefixes or
suffixes to existing words. For example:

un + attractive + ness — unattractiveness

lexical pattern
Another term for word family.

lexical verb
Another term for main verb.

lexis
The words that are used in a language, or a dialect of a language.
More specifically, ‘lexis’ refers to the words which carry meaning, in
contrast with those that are used to ‘glue’ a sentence together, and
form part of grammar. So, for example, people, purple, and perplex
are lexical items; in, might, and someone are grammatical items.
Although ‘vocabulary’ is a more commonly used noun with much
the same meaning, it does not have a related adjective as lexis does:
lexical.

See also: lexical morphology:; lexical pattern; lexical verb.

like]as|as if
Like is used as a preposition to show similarity between things:
Was it that he looked so much like his father?
In informal speech and writing it is also used as a conjunction in
sentences such as:
He looks like he’s never seen an iron.

Purists frown on this use of like and consider it ‘uneducated’ even
though this usage dates back at least as far as Shakespeare.
(Darwin, for example, wrote, ‘Unfortunately few have observed like
you have done.’) If you wish to avoid this kind of criticism, in formal
writing and speech, use as or as if:

He looks as if he’s never seen an iron.

Unfortunately few have observed as you have done.

81 linking verb » lists

linking verb
Main verbs can be divided into:
m transitive
u intransitive
m linking.

Linking verbs are used to link the subject of a clause with its
complement. They are used in sentences like these:

_ complement

By far the commonest linking verb is be. Others are:

seem appear  become look

lists

It is quite common to have to include lists of items in a piece of
continuous prose. Punctuation has two purposes in presenting such
lists:

-

. To introduce the list
If the list itself is not particularly long, there is no need to use any
punctuation to introduce it:

He had come equipped with a bottle of white wine, paté, French
bread, and fruit.

Longer lists, especially in formal writing, can be introduced by a
colon:

Weeds may reach the lawn in various ways: as seeds blown by the
wind ...

This can also be done less formally by a dash:

It contained quite a bit of information—the position of the police
telephones, the infirmaries, the hospitals, fire brigade, fire boxes,
and so on.

2. To separate the items in the list

This is normally done by placing a comma after each item:
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He had come equipped with a bottle of white wine, paté, French
bread, and fruit.
If each item in the list is quite long, semicolons are sometimes used
instead of commas:
Weeds may reach the lawn in various ways: as seeds blown by the
wind: carried by birds; broughtin on muddy footwear, machinery,
or tools; or concealed in unsterilized soil or badly made compost
used for top-dressing.

Comma before ‘and’?
The last item in a list is usually preceded by and. Some writers and

publishers always place a comma before this and:
In fact, English criminal law has a wide range of such offences,
of which those involving firearms, offensive weapons, motor
vehicles, and other endangerment will be outlined here.
Other writers do not. This is partly a question of individual style. But
the comma before and is sometimes necessary. Two items joined by
and can appear to belong together. If you read the sentence that
follows without much care it may seem rather strange:
Other sources of calcium, if milk does not agree with you, are
yoghurt, cheese, shrimps and ice cream.
“Shrimps and ice cream’? A comma would avoid any such
momentary confusion:
Other sources of calcium, if milk does not agree with you, are
yoghurt, cheese, shrimps, and ice cream.

main clause
Every full sentence contains at least one main clause. Sometimes
two (or more) main clauses are linked together using coordinating
conjunctions to form a compound sentence:

No man can face this nd
situation without
\ungasiness

. dircumstances
were exceptional.

main verb » manner

The .two clauses in the last example can be joined in other ways, by
making one of them dependent on the other: by turning it into a
subordinate clause.

main clause subordinating subordinate
‘ ~ conjunction . e .

No man can face ‘

this situation

w;thnE:; ‘ . wereexceptional.

uneasiness .

subordinating  subordinate clause  main clause

conjunction .

Although ? \ndxman cén:fac:e\thié\» ~ thésé .
~ situation without _ circumstances

_ uneasiness  were exceptional.

main verb

The verb phrase in a clause can contain two types of verb: main
verbs and auxiliary verbs. Main verbs carry a meaning that can be
looked up in a dictionary. (They are also referred to as ‘lexical
verbs’.) If the verb phrase only contains a single verb, then that must
be a main verb. If it contains more than one, then one will be a main
verb and the other(s) auxiliary. In the examples that follow, the main
verb is in bold type and the auxiliary verb(s) in italics. ,

Strange men moved about the streets in pairs.
Everything now was always reminding me of something else.
In the end my legs seem to have got better on their own.

manner

f\dverbials and adverbial clauses can be used to provide
information about how things occur.

m Adverbials
She drifted slowly over to the telephone.
The trees rushed past at great speed.
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If the grandmother hadn’t spoiled the boy so badly, Jin might

m Adverbial clauses
have had a better future. v

She had arrived early, as she always does.
Ted was a child of the sixties, but he sounded as if he’d been
born in the Blitz.

It would be wrong to write:

If the grandmother hadn’t spoiled the boy so badly, Jin may have
had a better future. X

l It is also possible to have non-finite clauses of manner:
He made as if to get ready to leave. mina report the event being described is completed and the
I possibilities referred to have also been closed down. Here only might
I may can be used:
| A modal auxiliary verb with two types of meaning: He had no doubt that they were dealing with a suicide bomber
and that he migh i
| B permission The followi e ’“'Slld T T
e follo .
Thank you, Mrs Prynn, you may leave us now. wing-wogld be vromg:
_ He had no doubt that they were dealing with a suicide bomber
m possibility and that he may have to shoot him dead. X |

The use of may continues the possibility into the present, when it is
clear that the situation is in fact over and done with.

They may come in handy.
See also: canfmay; may/might.
may/might

These two modal auxiliary verbs can be used to talk about
possibility in the present, future, or past.

might
A modal auxiliary verb used to indicate possibility.
See may/might.

Present and future

Either may or might can be used: .
modal auxiliary verb

An auxiliary verb that forms part of a verb phrase which refers to
events that are potential rather than actual:

They may come in handy.
You might want to add to a set of chairs that you already possess.

Past
Almost all of th i
R orehres bpescl peststedon ki eyenmighb e em have achieved personal bests. (actual)
= If he had not played football, who knows what he might have

achieved as a scientist, philosopher, or politician? (potential
m The speaker does not know whether something happened or not and The modal auxiliary verbs are: e )

is just speculating about it. Here we can use may or might:

shall will
Suspicions remain that MacKenzie was linked to organized crime can could should  would
in some way, but officers believe he may have made a serious may might
mistake over a single loan around 1999. must
He might have thought about his wife, his daughter, or even ought (to)

about his mother.

| Each of these has a separate entry in this book.
m The speaker knows that an event did not happen and is speculating
about how things might have turned out if circumstances had been
different. In this case, you should only use might:
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modal meanings

Dare and need can also be used as modal auxiliaries:
The Cathedral authorities did not dare call the police again.
Not that they need know that yet, of course.

These, too, have separate entries.

Modal auxiliaries can convey a wide range of different meanings: see

modal meanings for more about this.

modal meanings
Modal auxiliary verbs can be used to convey a wide range of
meanings. The table below illustrates some of the commonest, but

I it is by no means exhaustive.

modify/modifier
In grammar, to modify is to change or add to the meaning of a
word or phrase. A modifier is a word or group of words that changes
or adds to the meaning of another word. For example:

MEANING

m Adjectives modify nouns.

m Nouns can also be modified by other nouns and by prepositional
phrases.

In the examples that follow, the modifiers are printed in bold.

Edgar Degas favoured his studio to the open (adjective) air,
preferring to paint at the racecourse and in ballet (noun) studios.

There was a smear of mud (prepositional phrase) on his nose.

m Adverbs modify adjectives.
Isabella can very (adverb) easily come across as a prig.

Modifiers that come before the word they modify are referred to as
premodifiers:

open air
Those that follow the word they modify are postmodifiers:
smear of mud

See also: adjective phrase; adverb phrase; noun phrase.
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 In traditional gramn
i ree moods:

© Hedemanded that she give him the money. |

morpheme
The lowest unit of language that can convey meaning. You
cannot break a morpheme down into anything smaller
that has a meaning. Many simple words are morphemes.
For example:
child shed  walk
Some words consist of two or more morphemes:
child+ren  child+ish
walk+s walk +ing
ren, ish, s, ing all convey some meaning, even though none of them
is a word in its own right. If we try to break them down any further
we just end up with graphemes or phonemes:
r+e4+n  i+sh
None of these conveys meaning on its own.

morphology

The study of how words are built up and how they change according
to their use in sentences. With syntax it forms the grammar of the
language. This can be shown in the following sentence:

Bharati's words gave him an idea.

89 multiple sentence » need

Morphology tells us, for example, that the plural of the noun word is
formed by adding the letter s, and that the verb give is irregular and
its past tense is gave. Syntax tells us that the sentence is simple and
is made up of a subject, verb, indirect object, and direct object.

multiple sentence

A sentence that contains more than one finite clause. (As opposed
to a simple sentence that only contains one finite clause.) Multiple
sentences are divided into compound sentences and complex
sentences.

must
A modal auxiliary verb used to express a number of meanings,
including the following:
m likelihood/logic
You must be starving.
m compulsion/obligation
In such cases there must be a right of appeal.
m morality
However, we must not hate them.
m determination
‘| must go,” breathed Stefania, and was gone.
W advice

You really must get out of that bad habit.
See also: modal meanings.

need

A verb that can be used as a normal main verb or as a modal
auxiliary verb. For this reason it is sometimes described as a ‘semi-
modal’ verb.

m As a main verb, it is a transitive verb (one that requires an object):

They needed clothes that would not get torn in a fight.

=13
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m As a modal auxiliary verb, it is followed by to and the stem of a main
verb:
They needed to rest, they said, but showed no signs of doing so.

In questions and negative statements the to is omitted:

Need | say more?
He need not have worried.

negative
English clauses can be positive or negative. The commonest way of
making a negative clause is by adding not:

| have made my mind up. — | have not made my mind up.

If the verb is in the simple present or the simple past, then it is
necessary to add the auxiliary do:
| do not blame her.
The attainment of independence for India did not mark the end
of its struggle.
Other entries on negatives are: neither; neither...nor ...; none
are[none is; none/no one.

neither
Neither can be used in three main ways:

m as a determiner
It's baffling that neither team has scored in this match yet.
Used in this way, the noun phrase containing neither is followed by
a singular verb.

m as a pronoun
While both men have a long list of achievements to their credit,
neither is in the first flush of youth.

Neither of these skills is necessary any more.

Normally neither as a pronoun is followed by a singular verb, but
sometimes writers use a plural verb after neither of to achieve an

emphatic effect:

91 neither ... nor... » non-defining relative clause

Neither of these candidates have accepted tainted money.

m with nor: see below.

neither ... nor...
Coordinating conjunctions that can be used to link words, phrases,
and, sometimes, clauses:

The victor was neither Apple nor IBM.
A number of points should be remembered:
m Neither is normally only used with two items, so it is non-standard to
say:
Neither sound, nor earth, nor sky could be seen here.
(Even after allowing for the fact that sounds cannot be ‘seen’.)
B The two items to be joined must be grammatically equivalent, and it
is important to get neither in the right place. Here it is not:
I neither cared about the characters nor their predicaments. X
This should be:
| cared about neither the characters nor their predicaments. v

nominal clause
Another name for a noun clause.

non-defining relative clause
Relative clauses add information to the noun or pronoun they
modify. Sometimes that information is essential: without it the
sentence doesn’t make much sense. Other relative clauses are not
essential to the sentence as a whole: they may add interesting
information, but if they are removed the sentence still stands.




none are/none is » none/no one

The information contained in the relative clause who had red hair
and fire in his eye is interesting, but even when it is removed we still
know to whom the sentence refers. Clauses of this kind are called
non-defining relative clauses.

See also: defining relative clause; relative clauses and
punctuation.

none are[none is
People sometimes say that you should always follow the pronoun
none with a singular verb. They argue that none is derived from not
one so it must always be singular. This is mistaken. Both are
acceptable in educated speech and writing. In speech, and with
phrases containing none of, a plural verb is more frequently used
than a singular one. In writing, the situation is reversed. Where none
is used on its own, then a singular verb is more commonly used. The
best advice is to follow none with the form of the verb that makes
best sense in the context: )

Of the five bridges crossing the Tyne at Newcastle, none is more
famous than the High Level Bridge.
There do not appear to have been any children (none are
mentioned in his will).
In the first sentence the writer implies that even if you examine
the bridges one by one, you will not find one that is more famous.
In the second sentence the writer is concerned with children and so
it makes sense to use the plural form of the verb.

none[no one
The pronoun none can refer to one individual person or more than
one (as explained in the previous entry). In contemporary English no
one is more frequently used if you wish to refer to a single person.
For example:
University lecturers frequently complain about the standard of
Leaving Cert students arriving in college these days, but | bet
none are as dumb as the professor who was conned out of
€15 500 by an internet scam.
New music is the hardest to play because no one is really familiar
withit ...

93 non-finite clause » noun

non-finite clause
A clause which is used in the same way as a finite clause, but does
not have a finite verb. Instead it has an infinitive, a present
participle, or a past participle. In the examples that follow, the
non-finite clause is in bold type and is followed in brackets by a finite
version of the same structure.

minfinitive

You just don’t know when to stop. (... when you should stop.)

m present participle
Every person has a responsibility for maintaining safety when
travelling. (... when they are travelling.)

m past participle

They are cooled by water taken from the River Yenisey. (...
that is taken from the River Yenisey.)

non-restrictive relative clause
Another name for a non-defining relative clause.

nor
A coordinating conjunction. It is often used as part of a pair:
neither ... nor ....

. Nuuns are words used to refer to people, ptai:'és,,tﬁiﬁgg,\\aﬁd:i‘&as ‘
~ As a grammatical class, nouns satisfy most or all of the fo
tests: . . .
= number: they have a singular and a plural for
; \c‘one\car‘.ntwo cars x«'onenmil,d.‘,\éig?e\‘ﬂ%éfc en
= determiners: they can be preceded by g, an, or th
~ achid  anapple thecars
= modifiers: they can be modified by an ad

 ayoungchild  aripeapple the newca
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noun phrase

A group of words built up on a single noun, which is called the
headword of the phrase. The noun phrases that follow all have the
same headword, books:

books

some books

some books about photography

some excellent books about photography
some really excellent books about photography

Noun phrases can consist of the following parts:

| abstract mmn' collettive noun' cuncrete rmu fewerj!ess'
» verba! noun. .

In clauses noun phrases can be:

noun clause

A clause in a complex sentence forming one of the following u subject ,
elements: ] The only thing driving research into GM foods is greed!
m subject | mobject
What they want to do next is to use deuterium and tritium in ‘ Harry lifted his bushy eyebrows at Elizabeth.
the machine. m subject complement
= object It was a stirring tune.

We don’t just let them do what they want to do. m object complement

m subject complement | But now the party faithful have appointed him crisis manager

This is what they want to do. ) of a party still threatened by disintegration.
1 m object complement m part of a larger phrase, for example a prepositional phrase:
He made it what it is today. ‘
A noun clause can also be the object of a preposition:
Women make their own minds up about what they want to do.




number

crisis a party still threatened
manager by disintegration

noun phrase

prepositional phrase

noun phrase

_ SINGULAR  PLURAL
house houses
_ foot feet

pronouns
_ Many pronouns havg\\:aimgma d .
 SINGULAR  PLURAL

we

they

these

Vertbse
In the third person o
_different form for sin
. \SINGULAR V PLURAL \
she walks  they walk

See also: agreement.

97 numeral » object

numeral
There are three kinds of numeral: cardinal, ordinal, and fraction.
Numerals can be used as pronouns or determiners.

Cardinal numerals
These provide information about quantity; they answer the
question, ‘How many?’
The other five were federal judges ...
You know we are given only five days to train with the foreign-
based players ...

Ordinal numerals
These provide information about ranking position.

It’s on the fifth level, room 529.
I'll be the fifth.

Fractions
These provide information about quantities less than one whole.
According to Dr Piot, two thirds of young women in sub-Saharan
Africa still do not know how HIV is transmitted.
He is also entitled to a company car and two thirds salary as
pension.

object
In a statement (declarative) clause the object normally comes after
the verb and refers to a person, place, thing, or idea that is different
from the subject. It can be a noun, a pronoun, a noun phrase, ora
noun clause:

See also: indirect object.




object complement » omission marks

object complement
Part of a clause that completes the meaning of the object. In
statements it follows the object and refers to the same person,
place, or thing:

subject verb  object ‘oﬁj\e‘;t'compleﬁ!‘ent -
She appointed  him deputy party chairman.

The object complement can be:

= noun
I appointed him skipper.

m adjective or adjective phrase
Cameron made him uneasy.

= noun phrase
Both the ancient universities made him an honorary doctor.

m noun clause
He made it what it is today.

objective case
See case.

omission marks
A number of dots, usually three, which are used to show that
something has been missed out from a sentence. They have two
main uses:

m to reduce the length of a quotation, and/or to cut it down to its
essentials:
Endearing anecdotes about the great man follow, the sort that
‘cling ... to all really great journalists’.

m in direct speech to show that the speaker did not complete what he
or she was saying:

‘| really have to sit down.’

‘Just see if you can go a little ...~
Zero collapsed.
Some writers prefer to use a dash for this purpose:
‘I really have to sit down.’
‘Just see if you can go a little—’

Zero collapsed.

only

A word that can be used as an adjective, an adverb, or a
conjunction.

Adjectivé
As an adjective, only is normally preceded by the and followed by a
noun or the pronoun one:
That will be the only way to keep the commercial sector healthy.

Bill was certainly not the only one nervous before the start of the
big race. ‘

Adverb
As an adverb, only is used to limit the meaning of the verb or
another element of the sentence, or the whole sentence. It tells us
that its application is restricted to that one item or event. The
placing of only varies according to how it is used.

m Applying to a verb

If the verb consists of just one word (the main verb), it comes
immediately before it:

He only realized too late after things turned sour for him.

If the verb consists of more than one verb (auxiliary verb(s)
followed by a main verb), only is placed after the first auxiliary
verb:

The business could only survive through finding niches and
performing well.

If the verb is be, then only follows it:

War is only a means of imposing a country’s will over another by
force for a while.
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m Applying to another sentence element
When only applies to other sentence elements it normally comes
immediately before them:
It's shipping in 4 weeks, but initially only through the A&E
website.

Conjunction
in less formal English, only is used as a conjunction with a similar

meaning to but:
His features still had a handsome appearance, only he was now
bearded and his hair was greyer.

Potential problems
Using only in the ways described above can sometimes lead to

possible confusion, as in the following sentence:
He only touched the wrap with his fingers ...
This could mean that he touched the wrap but not the contents,
or that he didn’t touch the wrap with any other part of his body.
In situations like this, if you wish to be absolutely clear you may have
to move only so that is closer to the word(s) you wish to emphasize:
He touched only the wrap with his fingers ...
He touched the wrap only with his fingers ...
These versions may sound less natural, but they are more precise.

or
A coordinating conjunction used to link items of a similar
grammatical status:

m words
rain or shine, winter or spring ...

m phrases
an operating system or a suite of office programs

m clauses
They must still be at the market or they went to the bar for a
drink.

101 ordinal » paragraph

Further information
See also: either ... or ...

ordinal
See numeral.

ought
A modal auxiliary verb used to refer to possible, rather than actual,
events. It expresses a view about how desirable an action might be
and is normally followed by to and the stem of the main verb:

You ought to go and see a doctor.
It can also stand alone:
No, | ought not.

Not used with ‘did’
Ought is not used with did in standard English. So the following are
both non-standard:

Did she ought to be there? X

The base didn’t ought to be that close to local communities. X
These should be:

Ought she to be there? v

The base ought not to be that close to local communities. v/

paragraph
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Example
. Editing involves looking at the report and thmkmg about how
_itcan be rmproved Drafting, too, involves reading what you
have written and thsnkmg about how it can be |mproved So |
what's the difference? It is a question of focus. When you draft
you are thinking about yourself as writer: about what youwant |
1o commumcate to your audience. When you edit, you think
. about your reader\s you try to see thrngs fmm therr pamt of
view. ‘

Iti Is rmportant to understand this drstmctmn because unless ‘
you do, you will find it hard to edit what you have written. In
many ways the person who wrote a text is the worst person to.
 be given the job of edrtmg it. They have been working at it for
hours, days-—manths, even—and find it difficult to stand back
 from it and look atit cbjectrveiy and drSpassronately Thatis |
~ exactly what an \edrtor has to do, but it is spmethrng that the
author finds very difficult to achieve. (That‘s why, when | have
J ﬁnished writing this book, | shall hand it over—»wrth spme
. reliefw to a pmfessianal edito ” whb wrl! hmk at rt wi h fresh
‘“(eyeg) | , ; r

iParagraph structure « .
A typical paragraph has three sectmns .

l Lead sentence \ - \

(Sometrmes catled the topic sentem:e ) Thrs is normally the ﬁrst pr
~second sentence in the paragraph and tells the reader what the
. paragraph is abou \

 This has two purposes 0 mund off an \
before, and to prov ide a lead-in to the next paragraph

103 parenthesis

In the case of the first paragraph in the example, the concluding
sentence raunds off the ' argument‘ that editmg is drfferent from
draftmg. . \ . . ‘
. When you edrt you think about ypur readers you try to see
\ thmgs fmm the r pmnt m‘ vrew ‘

Links - \ .

Ifa textis tcr ﬂow‘ the paragraphs need to be lm «ed together Here

the second. paragraph begms with the words, .

It rmportant to understand this drstmcmn‘ because un!ess you
do.) you willfind it hard to edit what you have wntten

~ The words this drstmctmn refer back to the content of the prevrous

paragraph The whple sentence explams how thrs paragraph wm

develop the ideas of the't p evious one,

See also‘ eilrpsis, reference, sentence adverbial

parenthesis

When spmething is put ‘in parenthesis itis separated off from the
_main part of the sentence, by a pair of brackets, commas, or
_dashes. This is usually because it contains information or ideas
 that are not essential to an understanding of the sentence. This
_may be because the words contam additional but non-essentral
‘ mformatron. . .
Negotrat!on over rssues deemed too cpntroversral such as the
 status of jerusa!em and the nght of Palestinian refugees to
_return home (from exile in Lebanon, for example) Were
deferred toa future tlme. . »
or b&cause they form a r:amment by the author on the rest of the

: movre (by whrch | mean Lord pf the ngs in total) will stand
( for g&neratrons as exemplar pf ﬁ!m exce!lence o

Brackets are the mnst formal (and most obvrous) way of
_ showing parentheses* “
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participle

A form of the verb that is used in forming verb phrases and for
other purposes. There are two participles:

m present participle

m past participle.
The table below shows examples of these in regular and irregular
verbs.

As the table shows, in regular verbs like talk, the past participle is
formed by adding -ed to the verb stem and has the same form as the
past tense. In irregular verbs it is formed in a variety of ways, and
may be different from the past tense (for example swim/swam/
swum).

105 part of speech » passive voice

Participle problems
A present participle can be used to form a non-finite clause. If this
is placed at the beginning of the sentence it should always refer to
the subject of that sentence:

Travelling through time and space, the Doctor and Rose come
face to face with a number of new and exciting monsters.

Here the present participle travelling is attached to the subject of the
sentence, the Doctor and Rose.

Sometimes writers forget this and begin a sentence with a participle

that is not attached to anything stated in the sentence. The

participle is said to be ‘hanging’ or ‘dangling’. For example:
Travelling to Finland, the weather got colder and colder. He
wished he had brought more warm clothes with him. x

Grammatically this means that the weather was travelling to
Finland, whereas what the writer means is:

As he was travelling to Finland, the weather got colder and
colder ... v

Good writing practice means avoiding *hanging’ or ‘dangling’
participles by making sure that the participle is attached to the
subject of the sentence.

part of speech

See word class.

passive voice

Transitive verbs can be used in two different ways, called voices:
active and passive.

Active: A warrior in a long cloak attacked them.
passive: They were attacked by a warrior in a long cloak.

In the passive voice it is as if the object of the sentence gets a voice
of its own and can describe an event from its own point of view. This
applies even if the original subject is inanimate:

active: A big wave hit the side of the paddle wheel ...
passive: The side of the paddle wheel was hit by a big wave ...
The transformation from active to passive works like this:




passive voice

subject active verb

subject passive verb + by

For example:

7%
Awarrior in a long cloak attacked

They were attacked by awarrior in a long cloak.

All the tenses that exist in the active voice can also occur in the
passive, although some are rarely used:

SIMPLE CONTINUOUS ~ PERFECT  PERFECT

commucus .

past  Iwashit i‘was\being‘hit | had begn‘ !had been
o e beinghit

present |am hit \Iam bemg hit 1 have I have been \
- been hit  beinghit
FUTURE \\\‘Iﬁﬁéll \\\‘Ee}\ ! shaﬂ be shall have 1 shall have
. ,_»ybemg‘m _ beenhit  been being
.. .

Passive or active?
Using the passive voice has a number of disadvantages:
1. It tends to sound rather formal and remote:
Volunteers were sought to set up the tables.
2. It can lead to rather complicated expressions:

passive voice

The opinions of staff and governors were sought and although
there were some reservations it was decided that a questionnaire
should be distributed to parents.

Sentence 1 would be better as:
They asked for volunteers to set up the tables.
Sentence 2 would be simpler if it were rewritten in the active voice:

We asked staff and governors for their views. Although not
everyone agreed completely, we decided to send a questionnaire
to parents.

On the other hand, the passive can make sentences shorter.
For example, this:

She was run over by a car travelling at excessive speed and
overtaking on the wrong side.

is better than:

A car travelling at excessive speed and overtaking on the wrong
side ran her over.

The first sentence has a short subject She and is easy to follow. The
subject of the second sentence is too long and we lose the sense
before we get to the verb.

It + passive
Some writers like to begin a sentence with It, followed by the
passive. For example, the following sentence concerns the options
available to a woman who has been attacked:

Itis considered that in the last resort it is to civil remedies that she
should have recourse.

This is ‘lawyer talk’. It is better to be direct and use the active voice:
We believe that in the last resort she will have to sue her attacker.
In some situations, however, the construction can be useful:
It is believed that similar reserves exist along the coast.

The writer may well not have a clear idea of exactly whose opinion is
being quoted, although it is evident that the belief is widespread or
well established.

See also: active voice; voice.
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past continuous
This tense is formed by was or were followed by the present
participle of the main verb:

he was writing
For example:
He was writing his speech at home.
Uses
® To show how one event occurred during another event:
While they were talking, they heard a terrific roar.
m To refer to a completed event that went on over a period of time:
| was working there in 1933.
past participle
One of the forms of the verb:

present tense
present participle
‘past tense
past parti

In regular verbs it is the same as the past tense form and is made by
adding -ed to the verb stem (or just -d if the verb ends with the letter
e). In irregular verbs it is formed in different ways.

The past participle is used to form a number of tenses:

m present perfect: | have smiled
m past perfect: | had smiled.
u future perfect: | shall have smiled.

It is also used to form past tenses with modal auxiliaries
(I might have smiled, | should have smiled, etc.).

past perfect
This tense is formed by had followed by the past participle:

she had written

109 past perfect continuous » past tense

Uses
® To refer to an action in the past that continues up to, or relates to, a
single point in the past:
By 1428 they had established a city state.

® To contrast two events, one of which happened before the other:
I went round after | had finished.

® To show a causal link between two events in the past:
We swerved because someone had run a red light in front of us.

® In narrative to give background information:
It had been a bad year for Cliff.

past perfect continuous
This tense is formed by had been followed by the present
participle:
She had been writing

Uses
® To refer to an action that continued over a period in the past:

He had been studying hard for some hours.

® In a report, to refer to a continuing action in the past contrasted with
a single completed action in the past:
In the two weeks that | had been working at the Addison Family
Restaurant, | had managed to spill two bowls of steaming hot
soup, nine ice cold drinks, and one salad on the customers, and
was working up to the newest waitress nightmare award.

past tense
This is also called the simple past tense. It is used to refer to actions
in the past. In regular verbs it is formed by adding -ed to the verb
stem (or just -d if the verb stem ends in e):
you walked
In irregular verbs there is a variety of past tense forms.

Uses
® To refer to a single action in the past:
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On 25 May 1812, the Felling pit in Durham exploded, killing 92
men and boys.

m To refer to a regular or repeated action in the past:
They met several times last week.
The mobile shop called once a week.

perfect aspect
The verb aspect which communicates the idea that an action has
been completed, but is relevant to another point either in the
present or the past. It can be:

m present
The target market for this well-known grocery store is an
organic food shopper. However, not every item in the store is
organic. Nor is every shopper seeking organic food. Yet they
have built a countrywide chain by targeting a specific market.
The writer is concentrating on the present situation, and although
the building of the chain of stores occurred in the past, it is still
relevant now.

m past
I got up, and headed for the fireplace they had built last night.
There was still a spark of golden fire glowing in the wood ...
The fire was built the night before, but this is still of interest to the
narrator at the moment s/he is describing.

m future
| wonder what kind of lives they will have built for themselves
when they turn 45 and can’t really have any connection with
people ...
The writer is looking into the future of these people—when they
turn 45. By that time the ‘life-building’ will be complete, but it will
be very relevant to them, aged 45.

 Personal pronouns can be firt, second, or third person, and
\ ‘;mgula;«ur:plﬁra!: - .

m personal pronoun » phoneme
SINGULAR PLURAL
1st person | we

2nd person  you (thou)  you
. 3rd person  she, he, it

tense (and in the past te
SINGULAR “ PLURAL“\
1st person I work we work

1 2nd person  you work (thou workest) ~ youwork
_ 3rd person  she, he, it works theywork .

 example:

_ This applies even if the actual persqﬁgl;pmha‘ig‘ﬁis\nétjtf{sed; For

~ Mrand Mrs Hughes live ...
 See also: number; agreement.

personal pronoun
A group of pronouns that refer to people, things, or ideas. They
have three cases: subjective, objective, and possessive:

_ SUBJECTIVE | OBIECTIVE  POSSESSIVE

;‘s{mﬁqm\y PLURAL SINGULAR  PLURAL SINGULAR ~ PLURAL
0 W me | ous mine ours
peson - . .
an “‘,\\yqu\;\(t‘hou) you you  you ybur‘s ‘ ‘ ' your§
person . (thou) (thine)
3rd  she,  they her him, them hers, his, theirs
person he it it s

phoneme

A distinctive speech sound. We express ourselves using words. In
writing each word is made up of letters, and in speech a word is
made up of a series of phonemes. There are 44 phonemes in




phrasal verb

standard modern English, fairly evenly divided between
vowels and consonants. The phonemes in a word do not
correspond to the letters with which we write it. For example,
the word singing contains seven letters: s-i-n-g-i-n-g,

but only five sounds: s-i-ng-i-ng.

phrasal verb
A verb that consists of a main verb plus an adverb. Phrasal verbs
can be transitive or intransitive. For example:

\ setﬂe down ‘\ sﬁeﬁlj30ut; «

Transitive phrasal verbs
The adverb can come before or after the object:

They've dug up a lot of human bones at my old uncle’s house.

They've dug a lot of human bones up at my old uncle’s house.
But if the object is a personal pronoun the object normally comes
before the adverb:

The wind carried it out over the reef and out to sea. v/

not
The wind carried out it over the reef and out to sea. X
If the object consists of a fairly long noun phrase, it is usually more

convenient to place it after the adverb—otherwise the reader is left
waiting for the completion of the verb. Compare these two versions

of the same sentence:
Mr Lamont spelled out the tactics behind the battle for the
pound.
Mr Lamont spelled the tactics behind the battle for the pound
out. (?)

See also: prepositional verb.

phrase » place

~ noun phrase

~ verb phrase

: prepositional
~ phrase

adjective
‘ phrase

~ adverb phrase

place

HEADWORD

noun

verb

preposition

adjective

adverb

EXAM
a large jug of
water

have been
seeing
by the roadside

very big indeed

rather too
slowly

USES IN A CLAUSE

subject, object,
complement,
oras part of a
larger noun
phrase

verb

adverbial, oras |
part of a noun
phrase
complement,

or as part of a
noun phrase
adverbial

Adverbials and adverbial clauses can provide information about
where something happened.

Adverbials

Adverbials of place can be individual words (adverbs) or
prepositional phrases:

We should not have expected to see them there.

A quarter of them live in New York City.
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Adverbial clauses
These are usually introduced by the conjunctions:

where  wherever  everywhere

For example:
Place them where your customers can’t avoid them.
Wherever he went things seemed different.

Everywhere one looked there were unaccustomed trophies on
display.

plural

See number.

possession

SUBJECTIVE  POSSESSIVE ~ POSSESSIVE
PRONOUN PRONOUN DETERMINER

| mine my
she hers her

you yours your

possessive apostrophe

The apostrophe can be used to show that something belongs to
someone. For example:

the girl’s handbag
the Browns’ Silver Wedding anniversary
See apostrophe for the rules governing this.

15 possessive case » predicate

possessive case
See case.

possessive determiners and pronouns
Personal pronouns have two possessive forms:

m Possessive pronouns are used on their own in a sentence:

The manager has his problems but we have ours as well.

m Possessive determiners always come before a noun:

Fossils provide one of our most direct links with the prehistoric
past.

postmodifier

A modifier that comes after the headword in a noun phrase, an
adjective phrase, or an adverb phrase:

PREMODIFIER  HEADWORD  P(

. popey sale in France
rather  exceptional for a film of its age
too ‘seﬁou“si‘y «by'fa‘l‘-l .

predicate

That part of a clause which follows and completes the meaning of
the subject. It always contains the verb and may also contain other
elements (object, complement, adverbial).
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predicative use of adjectives
Adjectives can be used after a linking verb to form the
complement of a clause:

This use is called predicative.

prefix
part of a word that comes before the base. Prefixes add to or alter
the meaning of the base word in some way, as can be seen by the

following examples.

Prefix meanings

PREFIX




preposition

premodifier

prep05|t|on

A ciass‘of words usad w:th nouns | and other words to form ‘
«. “prepos ticxnal phras&s Prepositmns farm a small group of

premodifier
A modifier that comes before the headword in a noun phrase, an
adjective phrase, or an adverb phrase:




prepositional phrase

prepositional phrase
A phrase with a preposition as its headword. The preposition
comes at the beginning of the phrase and is followed by:

W a noun

B a pronoun

m a noun phrase

Uses
Prepositional phrases have two main uses:

= to modify a noun
When they form part of a noun phrase, they normally come after the
noun. (So they are, technically, postmodifiers.) For example:

Court actions in foreign countries

m as an adverbial

When they are used as adverbials, they give information about:
place
time
manner
reason
purpose

preposition at the end of a sentence

prepositional verb
A verb that is followed by a preposition. Examples are:
We decided on the ballet.
Money worries and overwork led to illness.

Prepositional verbs may seem similar to phrasal verbs like dig up,
but there is a difference in the way they are constructed and used:

\_PREPOS!TIGNMVERBS HRASAL
I\verb ‘+ preposition

See also: phrasal verb.

preposition at the end of a sentence
Some people argue that you should never place a preposition at the
end of a sentence. They say that the word ‘preposition’ refers to
something that is placed before (‘pre-") something else, so itis absurd
to place it last in the sentence where it cannot come before anything
except a full stop. This opinion is ingenious but completely wrong.
Wiriters have been placing prepositions at the end of sentences for
centuries, for the very good reason that this is often the best place for
them! It is sometimes possible to reword a sentence so that the
preposition does not fall at the end:

These are the shipping lists you asked for.
{
These are the shipping lists for which you asked.

But this revised version is more formal and, many would think, a bit
pompous. Often such revisions are impossible. For example, it is
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impossible to rearrange the following so that the preposition does
not fall at the end of the sentence:

Another defeat this weekend doesn’t bear thinking about.

So this is one ‘rule’ that can safely be ignored.

preposition stranding
Sometimes a preposition is separated from the words that normally
come after it (its complement). For example:

Who did you study with?
In such cases the preposition is described as ‘stranded’.

present continuous

A tense that is made by using the present tense of the verb to be
with the present participle of the main verb:

Uses
The commonest uses of this tense are:

B actions going on now
Councillor Lexa Robinson said: ‘| am speaking as a parish
councillor and as a resident of Craigmore Drive for 25 years.’

m actions continuing over a period including the present
Many women are staying single and breaking away from the
traditional rules that kept women in a lower position.

m actions planned for the future

After school tomorrow we are leaving Royal Oak and driving up
north.

present participle
A form of the verb made by adding -ing to the verb stem.
(If a verb stem ends in e, that letter is removed.)

present perfect

VERB STEM  PRESENT PARTICIH
sing  singing
write ‘

Uses
u To form continuous tenses

m In non-finite clauses

These are similar in structure and usage to finite clauses but they
contain no finite auxiliary verb. Often, too, the subject of the
clause is missed out. For example:

The men  working with him then walked out.
non-finite clause

The words working with him are a short form for who were working
with him.

present perfect

A verb tense formed by combining the present tense
of the verb to have with the past participle of the main verb:

Uses
m To describe an incomplete action or series of actions continuing into
the present:

Engel is German by birth but has lived in Britain for the last
twenty years.




present perfect continuous » present tense

m To describe a past action with results continuing to the present:
Fire has damaged a disused hotel at Abingdon.

m In an adverbial clause of time referring to the future:

Massive stars will collapse in on themselves when they have
exhausted their nuclear fuel.

present perfect continuous
Atense formed by combining the present perfect of the verb to be
with the present participle of the main verb: :

Uses
= To refer to a repeated or continuous action with effects in the

present:

She has been working out in Sierra Leone for a number of years.

m To refer to a fairly recent activity that was repeated or continuous
and is relevant now:

Recently Julia has been encountering difficulties.

m To explain something in the present by referring to a past action or
event:

I'm happy with my decision to rest him because he has been

competing since January.

present tense
This is also called the simple present tense. In regular verbs, it is

formed by using the verb stem, which is followed by s in the third

person singular:

st person
2nd person  yol
3rd person  helshe

125 primary auxiliary verb

| Uses
® Present feelings and thoughts:

‘| feel rather sick,’” she said.

m Actions or states that are true now but have no particular reference
to time:

He lives in London.

m Timeless truths and scientific laws:

Fairly pure water freezes at about 0 degrees C.

m Habitual actions:
Nearly a quarter of men clean out their cars once a month.

m Open conditionals:
If | see anything wrong, I'll ring you later from my surgery.

m Scheduled future actions:

The following day, we travel to Berlin.

= Newspaper headlines:
Ministers flout arms sales code

m Narrative (occasionally):

And he says to her, ‘What did you do before you joined the p
police?’

m Retelling a story in, for example, a review:
Enter the Hero, who then fights it out with the baddies.

m In commentaries:

In it goes, but it’s too strong for Hasselbank.

primary auxiliary verb
The primary auxiliary verbs are be, do, and have. Auxiliary verbs are




pronoun

pronoun

Primary auxiliaries are different from other auxiliary verbs because
they can also be used as main verbs. For example:

In England our weather is always abnormal.
He has a plan.
| did a lot of work with business plans.

\ attached to 4 no
~ come befora a




pronoun reference pronunciation

”-indeﬁnité ... oRD  TYPEOF . peesio
Thgsgsaiarge group of pr ich refer less precisely than | - aoweew
theothershstedabnve The ge 11 . pesond | dhewiter

L ! 2 relathve :\\a‘mihderfrohithé\
- pewsdepanment
. . \IanWhetehead‘
\ \personal (ijectwe)ﬁgthe writer
_ personal an Whttehead
‘\persanal {nbjectwe)y the writer
relaive ~ His Lordshlp
interrogative  these reasonable -
. hme'Bouge
personal  the minister
personal  the writer
f reflexive  Whitehead
demonstrative  the joumahst’
... behaviour
demonstrative ~ thelineof
. . "jquestwning bemg
pursued

‘ we  personal \ofﬂmalsatthe

pronoun reference . w\:»sfForengmff‘ce j
In good writing pronouns are used accurately and clearly. In the ‘ 14 he . pesonsl Whitehead
extract that follows, the pronouns have been highlighted and 1 15 he  pemond Whitehead
numbered: : ‘

1 (1) was met by a minder from the news department, lan
Whitehead, who (2) took me (3) aside, as he (4) was no doubt
used to doing with journalists, and told me (5) to ‘go easy’ on His
Lordship, whose (6) knowledge of Indo-China was limited. With a
film camera turning, | began by asking the minister who 7)
exactly these reasonable Khmer Rouge were. ‘Um ... he(8)
replied. When 1 (9) asked for their names, Whitehead threw
himself (10) in front of the camera, yelling, ‘Stop this (11) now!
This (12) is not the way we (13) were led to believe the line of
questioning would go!’ No ‘line’ had been agreed. Nevertheless,
he (14) refused to allow the interview to proceed until he (15) had
approved the questions.

| smiting.

As the example shows, pronouns do not always refer to specific
words or phrases in the text. Sometimes they refer to broader ideas
contained in it. For example, the writer quotes Whitehead using
‘this’ twice to refer to the way in which the minister was being
questioned and ‘we’ to refer to him and his (unnamed) colleagues.

pronunaatlon \

T he generai term pronunmatk;n covers all aspects af the way m
which a speaker produces the sounds that ‘make up aw T \
lcmger utterance Spoken standard English consts\“.s uf L




proper noun > punctuation

phonemes, or speech sounds How these are actually produced
varies from individual to individual, group to group, and region to
region. These variations are referred to as accents.

individual words consist of syllables, and in every word of more than
one syllable there is a difference of emphasisin the ways in which
syllables are sounded. This is known as stress. There are stress
patterns within whole sentences, too. The meaning of a sentence
can also be varied by changing its ‘tune’, or lntonag:ion

proper noun
A group of words that refer to people, places, and things that are
unique within the context of the text. In written English they are
spelled with an initial capital letter:

Maryland Shakespeare
Proper nouns can also consist of more than one word:
the New Oxford Dictionary of English ~ the US Senate

punctuation

Punctuation is part of the way in which we set out written text so
that it can be read quickly, easily, and accurately. When we read,
our eyes do not move steadily along the fine of text reading every
letter and every word. Instead, they ‘dart’ along, taking in small
¢chunks of text as they go. Good punctuation makes this process
miich easier. It is a set of conventions: we expect it to be used in
certain ways to which we have become accustomed. However,
these conventions are not completely fixed. Some aspects of
punctuation don’t change much: the use of full stops (periods) at
the end of sentences, for example. Others are more open to
variation and can vary from writer to writer, and can change over
time. Commas are a case in point.

.

Punctuatlon in this gunde \
There are separate entries for each punctuatmn pomt and
additional entries dealing with particular apphcat;ons of
punctuation:

purpose > qualitative adjective

apostrophe

capital letters
 colon
comma
individual points exclamation mark

fullstop «
inverted commas .
question mark ‘

punctuation semicolon

acronyms

addresses

commas, colons, semicolons
special apphcatmns direct speech

lists ‘

< relative clauses and punctuation

reported speech

purpose
Adverbials and adverbial clauses can be used to provide
information about why things occur—for what purpose they are
done.

Adverbials
The commonest type of adverbial used to show purpose is a
prepositional phrase beginning with for:

I've always grown vegetables for pleasure or necessity.

Adverbial clauses
Adverbial clauses of purpose often begin with so that:

I showed him the car so that he knew | wasn’t lying to him.

Infinitive clauses are also frequently used for this purpose,
introduced by in order to, so as to, or just to:

Someone may grab your collar with both hands in order to
headbutt you in the face.

qualitative adjective

Adjectives that describe the qualities of a person, thing, or idea. For
example:




question

a stupendous achievement
an exciting proposal

They are contrasted with classifying adjectives, which place items
into categories (for example, annual, nuclear).

question
There are three main types of question in English:

m yes[no question
These expect the answer yes or no (or possibly / don’t know):

Are they good jobs?
Did he know just how deeply his father was opposed to things?

m eitherfor question

A variant on the yes/no question is one which offers a choice of
response:

Do you want a strong cup or a weak one?
Here the respondent can’t answer yes or no; the only possible
responses are a strong cup, or @ weak one (or a refusal to answer).
mwh- question

These are sometimes described as ‘open’ questions, because they
allow the respondent a freer choice of answer. They begin with one of
these words:

who(m) which what when where why how
For example:

Why are you doing this?

Who has the papers?

Not all questions fall into one of these three groups. Sometimes a
question is asked using a regular statement pattern:

You have the papers?

We indicate to a reader that it is a question by placing a question mark
at the end of the sentence. In speech the voice is raised at the end of
sentence, rather than falling as it does at the end of a statement.

See also: interrogative; tag question.

question mark » quotation marks

question mark

This adverb has a number of uses, and one of the commonest is as a
modifier before an adjective or another adverb. For example:

It is quite impossible.
This could happen quite rapidly.
As these two examples show, quite has two distinct
meanings:
m‘completely’: quite impossible
m ‘fairly’: quite rapidly.
In the following example, the word is used twice, illustrating both
meanings:

The defendant stared at her and then quite deliberately drove
over her, quite slowly.

It is important to avoid confusion between the two
meanings:

At sixteen Sarah was quite beautiful, but she didn’t make the
most of herself.

Does the writer mean that she was ‘very beautiful’ or ‘fairly
beautiful’? It isn’t clear.

quotation marks
See inverted commas.




reason > referring words

reason
Adverbials and adverbial clauses can be used to answer the
question Why? to provide information about the reason for
something happening.
Adverbials
These are often introduced by expressions such as because of:
Did the person leave because of a management failure?
Adverbial clauses
These are commonly introduced by the conjunctions because, since,
and as: '
Hindley and Catherine were angry because they had not
received any presents.
It was not difficult for Anne since she had been encouraged by

her father to practise her clog dancing on the kitchen hearth.

Non-finite clauses are constructed using the present participle:
| knew about them because of being at art college.

reference
We normally read texts in sequence from beginning to end. (Certain
texts, like newspapers and magazines, are more likely to be dipped
into and not read in the order in which they are printed. But even
with these we usually read individual stories or articles from
beginning to end.) Good writers make things easier for their readers
by referring back to things that have already been mentioned and
forward to things that will be mentioned later. This gives a text
cohesion.
There are three main types of reference: ellipsis, referring words,
and sentence adverbials.
See also: paragraph; pronoun reference.

referring words
Words like pronouns which help us to refer clearly and briefly to
what has gone before, or what is coming after, without unnecessary
repetition. The main types of referring word are:

reflexive pronoun » regular verb

W pronouns
personal (1, she, etc.)
demonstrative (this, those, etc.)
relative (who(m), which, etc.).
m determiners
For example, all three in the following text:
Irememberasking Sir Alfred Beit to lend his famous Vermeerand two
great paintings by Metsu. He refused but while our exhibition was on
atthe Academy, all three paintings were stolen from his home ...
m other words and phrases
For example:
former latter  above below

See also: pronoun reference.

reflexive pronoun
The reflexive pronouns are:

myself, ourselves, yourself, yourselves, himself, herself, itself,
oneself, themselves

They are used in sentences such as:
‘Make yourselves comfortable here,” he snapped.

As we tried to calm ourselves with sweet coffee, a Swiss traveller
appeared.

regular verb
A verb that follows this pattern:

PRESENT TENSE ~ PASTTENSE . PAST PARTICIPLE ~ «
walk | walk [ she walks  walked walked
stem  stem(+-s)  stem + -ed  stem + -ed

. . ot diE fora oAb
 stemends  stemends
with e) . wie

See also: irregular verb.




relative adverb » relative clause

relative adverb

An adverb that is used to introduce a relative clause. The relative
adverbs are:

when  where  why

In the following examples the relative adverb is in bold and the
relative clause in italics:

You were six that year when Henry died.

It’s been very strange filming in the place where | spent my
formative years.

There are all sorts of reasons why people haven’t contnbuted toa
pension scheme.

relative clause
A clause that does a similar job to an adjective:

It’s a clever crowd-pleaser. (adjective)

It's a crowd-pleaser that knows how to press all the right
buttons. (relative clause)

Relative clauses are used as postmodifiers in noun phrases and are
introduced by one of the relative pronouns:

who whom  whose  which  that
Sometimes the relative pronoun is missed out:

Could you be the person they’re looking for?
This could also be written:

Could you be the person whom they're looking for?

In their full form relative clauses are like mini-sentences. You
can remove them from the sentence they are in and, with very
few changes, turn them into sentences in their own right:

ORIGINAL \ . \‘Two-szmewcz vmsmu \
Itsa cmwd-plea&er that  It's acrowd-pleaser, lt knows .
knows how to press all the how to press ali the nght
right buttons. . buttons

137 reported speech

Non-finite relative clauses are also common:

\fERB FORM SAMPLE sammcs \ EQUWALENT usmc “
. . . “Fmrr& VERB
H\\‘\Ibat’s*the w&y‘tb‘\ - That’s th  way

relative clauses and punctuation

In written English the difference between defining and non-
defining relative clauses is highlighted by punctuation. Non-
defining relative clauses are enclosed by commas:

The minister, who had red hair and fire in his eye, started on an
upbeat note.

Defining relative clauses are not enclosed by commas:

A person who is mentally handicapped is just as much a member
of society as anyone else.

relative pronoun

Relative pronouns are used to introduce relative clauses. The
relative pronouns are:

who whom whose which that

It is also possible to introduce certain relative clauses without the
use of a relative pronoun—the zero relative.

reported speech
In reports and stories it is often necessary to tell the reader what
someone has said. If the words are quoted exactly as spoken, it is
direct speech. In writing, this is shown by the use of punctuation. In
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reported speech the actual words are not quoted, but are usually
summed up. For example:

1. Both students and lecturers said that they felt that lectures
gave an opportunity for personal contact.

2. PC Clifford would have welcomed the tea, but said that he must
get back to the scene of the tragedy.

These two examples show two different forms of reported speech.

Generalizing and summarizing
In (1) the writer has summed up what was said. Presumably a
number of different people said different things, but all in all they
agreed that lectures gave an opportunity for personal contact.
Sometimes a writer summarizes even more briefly:

He expressed his concern for the workforce and their families.

Reporting the words
In example (2) the writer is clearly much closer to the actual words
used. The police officer probably said something like, ‘| must get
back to the scene of the tragedy’, although he may not have used
those exact words. The extensive quotation of actual words is
comparatively rare in reported speech; generalizing and
summarizing are much more common.

Verb tense
Stories and reports are normally written using past tenses. This
means that the words of reported speech should also be put in the
past tense. If someone says, ‘| am going to work’, it is reported as He
said that he was going to work. What happens is that each verb is
shifted back in time:

go  becomes went

is  become  was

will  becomes = would

and so on.

Similarly, time adverbials have to be changed:
now  becomes then

today ~ become thatday
yesterday = becomes the day befqre

and so on.

139 restrictive relative clause » root

Personal pronouns, too, have to shift from first person to third:

1 . he/she
us becomes them
you they

and so on.
So, for example:

‘At the moment I'm staying with a friend in Peckham,’ he said,
‘but next week | shall be moving into my own flat.’

becomes:

He said that at the time he was staying with a friend in Peckham,
but that the following week he would be moving into his own flat.

restrictive relative clause
Another name for a defining relative clause.

result

Adverbial clauses can be used to show the result of an action or
situation described in the main clause:

My father threatened to punish them, so they were forced to
accept my company. (action)
The two metal coffee jugs were so hot that Cormack dropped
them with a yelp. (situation)

Result clauses can be introduced by:

so and so so that
so ... that such (a) ... that in such a way that

root
What is left when you remove all prefixes and suffixes from a word:

WQRD PREFIXES AND SUFFIXES ROOT
misunderstanding  mis-, under-, <ing stand
inspirational ~ in-, -ation-, -al spir
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often, like spir, it is not. (But the root spir, which is Latin in origin, ‘ The speech sounds which begin the words we and you are referred
occurs in other words such as aspired, transpiration, and expire. 1 to as semivowels

second person
You (and, in some dialects, thou/thee). It is a term used when talking
about the present tense of verbs and personal pronouns.

. Sem:calens are used tp m ‘rka break between twu parts uf a

could stand as sentences in thelr ewn nght You use a semicolon

a

Sometimes the root may be a word in its own right, like stand, but : semivowel
‘ becausa ybu want to show that there |s a c(ose hnk between them ‘
|

I




sentence adverbial » shall

sentence adverbial
An adverbial used in a piece of continuous writing to show the links
between different sections, or to provide a comment by the author:
m conjuncts make links
m disjuncts provide comments.

Each has its own entry where it is covered in more detail.
See also: paragraph.

shall

A modal auxiliary verb used in the formation of future tenses:

should » simple aspect

simple future  llweshallsee
future an\nuous  ljwe shall be seeing
futureperfect ~ Iwe shall have seen
‘future perfect contmuo s  Ijwe shall have been se

As these examples demonstrate, shall is normally used for the first
person (! and we). But will is frequently used instead of shall: see
will/shall.

should

A modal auxiliary verb used to refer to possible events in the
future:

I should be there before then.
It is also used to express that something is desirable:
He said that they should see a speech therapist.

simple aspect
The verb aspect which contrasts with the continuous aspect. It can
be:

m present

The kiosks are the most agreeable buildings that the Turks have:
they build some on the seashore and by riversides, but foremost
in the gardens near the fountains ....

For more information on this, see present tense.

H past

Few would claim that US industrialists were thinking in military
terms when they built this country’s railway system, but their
work still affected the course of the Civil War.

For more information on this, see past tense.

m future

Once 44% of the money is in, a Swiss construction firm will build
‘luxury Mediterranean-style homes’ on the sites.

For more information on this, see future tense.




simple future tense »

simple future tense
See future tense.

simple past tense
See past tense.

simple present tense
See present tense.

simple sentence
See sentence.

since

Conjunction
A subordinating conjunction used to introduce two types of
adverbial clause:

u time
Since we moved here the asthma has got worse.

W reason

The Germans thought Danzig might be bombed but not Gdynia,

since the latter is a Polish city.

Preposition
It is also used as a preposition:

| haven’t seen her since Monday.

singular
See number.

slang
A form of the language that is not standard English. Different social
groups often use a special vocabulary. Sometimes this is fairly
widespread and well understood. In the sentences that follow, the
slang expressions are in bold type.

slash » spelling

But Doreen was a dab hand at computers.
If Martin is prepared to take the risk, he could be quids in.

| just wanted to be sure you weren’t trying to pull a fast one on
me.

Some slang is confined to small tightly-knit groups who can use it to
exclude outsiders. Slang is by definition informal and non-standard.
It is also often sexual or scatological.

A punctuatmn ‘mark wrth these uses .
. to md:cate alternatwes . . -
A trainee can amass as many credits as hefshe hkes .
mtoshowa range - -
Accounts for the year 1999}2{)00
L in some abbrewatmns .
f%lC\]D»og\\ \
min fractions
3 -

Engllsh speihng causes problems for two main reasons

' m There are more sounds in the language than letters with which to |

letter has to work overtime to accommodate this

_variety. The letter g, for example, has to express the two dufferent
sounds in these words: -
. hat,
hate

express them. Although there are only five vowel letters (six, if
_you include y) there are over twenty vowel sounds. Su each vawel




split infinitive

m Spelling has evolved at a different speed and in different ways
from pronunciation. This accounts for the bizarre variety of ways

__in which the letters ‘ough’ are used: cough, dough, through,
thorough, etc.

See also: consonant; digraph; grapheme.

split infinitive

The infinitive is the form of the verb made by adding to to its stem:
to go

Some traditionalists say that you should never place anything

between the word to and the stem. They argue that since the

infinitive is a part of the verb it should never be split. So it is wrong

to say to boldly go. You should instead say to go boldly or boldly to go.

There is no grammatical justification for this so-called ‘rule’ and
people have been splitting infinitives for centuries. Splitting an
infinitive with an adverb frequently sounds more natural than avoiding
doing so. Compare these pairs of split and unsplit infinitives:

It also gave me the chance to finally give Andy Serkis a decent

screen death.
It also gave me the chance finally to give Andy Serkis a decent

screen death.

Do you feel under any pressure to actually move to LA full-time?
Do you feel under any pressure actually to move to LA full-time?
| don’t think she did it to consciously make me a better ski racer.
I don’t think she did it consciously to make me a better ski racer.

In each case the split version reads more easily than the unsplit.

Sometimes it is actually impossible to convey your meaning unless
you do split an infinitive. This is particularly true of adverbs such as
really. For example:
Everyone else thought they were too young to really cope with
adult responsibilities.
If you move really to another position you change the meaning and/
or emphasis of the sentence:

standard English » stress

Everyone else thought they were too young really to cope with
adult responsibilities.

Everyone else thought they were too young to cope really with
adult responsibilities. '

standard English
The form of English that is most widely understood across the
country. In different regions and social classes different dialects may
be used. This means that it is sometimes difficult for a person from
one region to understand what is being said by a person from
another; a Cornish person, for example, may struggle to understand
what is said by a Glaswegian or a Tynesider. This is not just a matter
of accent; each dialect has its own distinctive vocabulary and
variations of grammar. The problem can be overcome if both speakers
can also use standard English. This is the version of English which is
described by grammars and other books about language (although
some also describe national or regional variations). Expressions and
constructions that differ from it are described as ‘non-standard’.

stem
The base form of the verb. In regular verbs all the other forms of the
verb are constructed using the stem:

stem walk
infinitive to walk
present tense walk/walks
present participle  walking
past tense walked
past participle ~ walked

stress
An element of pronunciation. There are two types of stress:

m word stress

| sentence stress.

Word stress
This occurs in any word of more than one syllable. In polysyllabic
words one syllable is spoken with more emphasis than the others. In
the following list the stressed syllable is printed in bold type:




structure word » subject

happy  denied celery  successful

Words with three or more syllables will often also have a syllable
that carries secondary stress: it is also stressed, but not as much as
the main stressed syllable. In the following words it is printed in
italic type:

examnination representative

Sentence stress
There is also a pattern of primary and secondary stress within
phrases, clauses, and sentences:

They wanted to sell us their house.

This fairly regular conversational stress can be altered to make a
particular emphasis. For example:

They wanted to sell us their house.

structure word
The vocabulary of English can be divided into content words and
structure words. Structure words are:

m conjunctions

m prepositions

= pronouns

m determiners.

Whereas content words generally have a meaning that you can look
up in a dictionary, structure words are the ‘glue’ that hold content
words together in a sentence. If you look them up in a dictionary
you will not be offered a meaning, but an explanation of how they
are used.

subject
In a statement clause, the subject:

m comes at or near the beginning of the clause
m comes before the verb

m agrees with the verb in number and person
m often also gives an indication of what the clause is about.

149 subject complement

The subject can be:
= a noun
Yoga is religious.
m a verbal noun

Dancing is a wonderful way of keeping in training.

m an infinitive

To err is human.

H a pronoun

They argued ferociously about Ireland.

m a noun phrase
The core of the problems is simple.

H a noun clause
What he said was true.

subject complement
Part of a clause that completes the subject. In a statement clause it
comes after the verb and refers to the same person, thing, or idea
as the subject. For example:

\\. nusuai
thenewpolice
_ chief for Winchester..

The verb in sentences like this works in a similar way to an equal
sign:

My job = very unusual.
A subject complement can be:

Hanoun |

Cash is king.




subjective case » subjunctive

m a pronoun

It was you!

m a numeral
| was third.

® a noun phrase
Alton man Giles Stogdon will become the new police chief for
Winchester.

m an adjective or adjective phrase
My job is very unusual.

subjective case
See case.

subjunctive

The subjunctive is one of three moods, the others being the
indicative and the imperative. The subjunctive can be present or
past.

Present subjunctive
This is the same as the verb stem. It is most commonly used in
clauses beginning with that to express wishes or commands:

In any event Mr Poon would prefer that the jury see the video.

Past subjunctive
This is limited to the verb were, used in place of was. This is most
commonly used in conditional clauses where the condition is
viewed as unlikely:

If he were only a little nicer, then nobody would fear him.
or impossible:
If | were you I'd hide all the sharp objects in your house.

151 subordinate clause

subordinate clause
A clause that grammatically forms part of a main clause. In a
complex sentence there is one main clause and one (or more)
clauses that depend on it. If you break the sentence into its separate
clauses you usually find that the main clause will still stand up if you
replace the other clause(s) with a single word:

MAIN CLAUSE  SUBORDINATE CLAUSE

minpiex _ Theproblemis that grasses are
senténce ~ difficult to contain.
simple The‘pmblém is weeds.
_sentence .
The main clause can follow one of the seven standard patterns.
Within the structure of the main clause, subordinate clauses can act
as:
m subject

What | want to do now is to look at two elements.

m object
Describe how the accident happened.

] éubject complement
The problem is that despite holding all those top jobs down
the years, Cicutto’s media profile was virtually non-existent.
m object complement
They had made him what he was.

m adverbial
We'll talk about it when we meet this evening.

In each case the subordinate clause can be replaced by a single word
or a short phrase, without changing the grammar of the main
clause:

My aim is to look at two elements.
Describe the accident.
The problem is Cicutto’s feeble media profile.




subordinating conjunction » suffix

They had made him a hero.
Wwe’ll talk about it later.

subordinating conjunction
A conjunction used to introduce a subordinate clause. Examples
are:
when how where  why
if although  unless  since
because  until so as

suffix
Part of a word that comes after the base. In the list of words that
follows, the suffixes are printed in bold type:

childish kingdom picturesque

Suffixes make a new word out of the base. They often also change it

from one word class to another. So, for example, the noun child
becomes the adjective childish.

Verb suffixes

Adverb suffixes

Noun suffixes
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superlative
Many adjectives can have three forms:

ABSOLUTE = COMPARATIVE ~  SUPERLATIVE

small  smaller smallest
attractive  more attractive  most attractive

The comparative form is used when comparing two items; the
superlative is used when there are more than two:

She is smaller than her brother. (comparative)

The smallest of the three specialist colleges, it has just over 150 <

full-time students, of whom about half come from Wales.
(superlative)

The superlative is formed in different ways according to the length
of the base adjective. If it has one syllable, then the letters -est are
added. If the word has three syllables or more then the word most is
added before the adjective: most attractive. Words of two syllables
vary: some add -est and some use most. Some even do both, for
example clever — cleverest/most clever.

Some adjectives are used to place nouns into groups or categories,
for example, nuclear and annual. These classifying adjectives do
not have a comparative or superlative form. For example, you
cannot talk about

the most annual concert X

syllable
English words consist of one or more syllables. Each syllable always
contains one speech vowel. This may have one or more speech
consonants before andjor after it. In the examples that follow, the
words are broken into syllables:

1 syllable  yacht house a
2 syllables  hap-py lang-uage  prac-tice
3 syllables  bi-cy-cle  sen-si-ble  ac-cid-ent

155 synonym » tag question

synonym
A word that has the same or similar meaning to another. The
following pairs of words are synonyms:

still motionless

melody tune

birth control  contraception

sluggish lethargic

loud noisy
syntax

The study of how words are selected and arranged to form
sentences. A major part of grammar, the other being morphology.

tag question
A question ‘tagged on’ to the end of a statement. For example:
1. Those daffodils have gone pale, haven't they?
2. She shouldn’t have left, should she?
3. You thought it was still six, didn’t you?

When a speaker uses a tag question, he or she normally expects
agreement or confirmation from the listener.

Structure

m If the statement contains an auxiliary verb the tag question repeats
this, as in the first two examples above.

m If the statement verb is in the simple present or the simple
past then the tag question uses do or did, as in the last example.

m If the speaker expects the answer ‘Yes’, then the tag question is in
the negative (as in the first and last examples).

m If the answer ‘No’ is expected, then the tag question is in the
positive, as in the second example.

Pronunciation
Tag questions can be made confidently. In this case they are spoken
with falling intonation. If the speaker is more tentative then they are
spoken with a rising tone.

|




In the terminology of modern grarnmar, Enghsh only has two
tenses, past and present: \ ~

VERB  PRESENT TENSE  PAST TENSE
walk  walk/walks walked
write  write/writes  wrote

Many people are surprised to be told that Ehglish has no future
tense—and for everyday purposes it isn’t a particularly helpful
way of descnbmg how English verbs work. »

In many ways it is more useful to talk about the whale verb phrase
and to look at the way it gives information about time and aspect.
If we do this, we can say that English has the following tenses:

SIMPLE CONTINUOUS  PERFECT PERFECT
CONTINUOUS
past  lwalked Iwaswalking | had | had been
walked walking
present | walk 1am walking | have I have been
walked walking
ruTure | shallfwill 1 shallfwill be 1 shallfwill 1 shallfwill
walk walking have have been
walked walking

As this table shows, the verb phrase in a sentence provides two
different types of information: \

Time
It tells us whether an event happened in the past or present
or is yet to happen in the future

Aspect

It also provides information about how the speaker regards any

action communicated by the verb, Each of the following verb
phrases refers to the present:

| walk (simple present)

- am walki ng (present cuntlnuous)
1 have walked (present perfact) \
I have been waikmg (present perfect continuous}
But lt ls obwous that they refer to the present n different ways.
e simple present has a range Of uses which include eternal

re water freezes at about 0 degrees C
; or habltual act:ens, .
\ Ne ) y a quarter af men clean out their cars once a month.

o present mntmuaus. onthe 0ther hand, places more emphasis

_on an action that x:ontmues Qver a pennd of time:

\ ‘f am speaklng from the hnme of Mrs Bmwnmg, I said.

mifwe use the present perfect we place yet another

emphasts-—on the fact that a campleted action still has some
xmportance to the present moment: «
. Butthe Government has said public money will not be

- 1availab|e for atleast 15 years.

- The chemment saiditi n inthe past but this is still tmpurtant at the
_time of speaking; in a sense the ¢ saying’ is still going on because
the Government has apparenﬂy not changed its mmd

l We can even combme th& perfect emd continuous aspects

] ‘\above is summed up in the diagtam below
Each of the words in bald type has :ts own entry, where further
infonnatlon can befound.
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that/whichjwho(m)

158

that/which|jwho(m)
These are the three commonest relative pronouns used to
introduce relative clauses. Who(m) is used to refer to people. That
can be used to refer to people or things, while which is only used to
refer to things. The main differences between that and which can be

set out like this:

use
Toreferto .

159 theirs » time

theirs

A possessive pronoun (see case; possession). It is sometimes
written with an apostrophe (their’s). This is not standard English.

third person

He, she, it, and they. It is a term used when talking about the present
tense of verbs and personal pronouns.

time

There are two main ways of indicating time in English sentences:
verb tense, and the use of adverbials and adverbial clauses.

Verb tense
The form of the verb phrase gives information about when an action
occurred (time) and how the speaker regards it (aspect). This is
covered in detail in the entry for tense.

Adverbials
Adverbials are a common way of indicating when something
happened. They may be:

m adverbs
‘How are you feeling?’ asked Michael afterwards.
Common time adverbs are:

afterwards  already daily earlier
ever finally © first frequently
hourly immediately  last later
monthly never next now
often presently seldom shortly
sometimes  soon still suddenly

" then today tomorrow  usually
weekly yearly yesterday  yet

m adverb phrases

These are phrases built up on an adverb headword,
such as:

shortly afterwards  almost daily much earlier
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For example: | Sometimes, however, tense and time adverbials can seem to work
Much later | asked, ‘Do you still miss Simon a lot?’ 1 against each other. The present continuous tense can be combined

"with adverbials of time to refer to the future as well as the present:

m prepositional phiases The firm is working on that standard now.

D Lnmgrvalll repiot: Bacle after the: Tokgrmaeting, Later on in the year she is travelling to South Africa to visit her

Prepositional phrases used as time adverbials often daughter Michelle.

BRI/ The simple present tense can be used for an even wider range of

after at before by  during 1 times:
for from in on since
throughout  to until

| place a teabag and some powdered milk into the enamel cup
and then pour on the water and stir with a twig. (present)

Adverbial clauses Tomorrow night we travel to Potosi. (future)
Adverbial clauses of time are introduced by subordinating ‘ ‘| want to talk to him,” he says to the guard at the door. (past)

conjunctions including: My mum and dad go there every year. (past, present, and future)

after as before  since
until  when  while , transitive verb

A verb that takes an object:

They can be used to describe events that happen:

m before the event in the main clause:

When they heard the news, they issued statements.

m at the same time as the event in the main clause: ‘ Some verbs are usually transitive. For example:

While this was being done, Byrne and Phillips went off on a ] admire avoid buy complete cover Create

recce down to the road. 1 cut damage demand destroy  discover enjoy
m after the event in the main clause: ' PjXPECt find get glve hik keep

like love make mean need own
It came out of the blue, before he knew he was famous. ’ prefer  produce raise receive remove © fisk
i | seek take use want wear

Tense and adverbials working together i d

While tense and adverbials can work on their own to indicate time,

Other verbs can be transitive but also intransitive (i.e. they do not
more often they work together:

take an object). An example is the verb run: .
He ran a successful wine business in Marylebone. (transitive)
1 just left my car and ran. (intransitive)

Ditransitive verbs
Some transitive verbs have two objects, a direct object and an
indirect object:
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We gave them  anearly Christmas
. . present.
She told me  thestory.

subject verb indirect object direct object
These verbs are referred to as ‘ditransitive’ and include:

bring  buy give promise
send show teach tell

uncountable noun
Countable nouns have both a singular and a plural form. Most nouns
are countable, because they refer to things that can be counted.
By contrast, a small number of nouns do not regularly have a plural
form and are called uncountable. Examples include:

mud snow butter

In addition, many abstract nouns are normally uncountable. For
example:

unhappiness dread darkness
See also: countable and uncountable nouns.

unique

This word is a classifying adjective. Classifying adjectives put
things into groups or classes so they cannot normally be modified
by having adverbs such as very placed in front of them. Unique
means ‘of which there is only one’, so it is, strictly speaking, wrong
to say, for example:

He was a very unique person. X
And the following example is doubly absurd:

Almost the most unique residential site along the South Coast. X
On the other hand there are a small number of modifiers that can be
used with unique. The most obvious is almost:

Britain is almost unique in continuing to charge almost all
its domestic customers on an unmeasured basis. [for water] v

163 verb

This can be justified because it means that Britain is not the only
country to do this; there are a few others.

There is, however, a looser meaning frequently given (especially in
informal speech and writing) to unique: ‘outstanding or remarkable’.
When it is used in this sense it is often preceded by very:

A very unique ‘Town’ house situated a stone’s throw away from
the River Thames and Oxford City Centre.

This use is best avoided in formal speech or writing.

] Mam verbs grammar

In grammar verbs are grouped accmrdmg to what comes after
them: ~ \ ‘
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- transitive verbs
- ditransitive verb;
- intransii

« infinitive to walk to swim to be

__ present tense walk/walks swim[swims am/is/are

| present participle walking swimming being

~ past tense walked swam was/were
past participle walked swum been

165 verbal noun

verbal noun
The -ing form of the verb used as a noun. It is also called a ‘gerund’.
For example:

Smoking is not permitted.
| don’t like eating a lot late at night.
Not one day went by without our having to stop filming.
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Although the verbal noun is used as a noun, it also behaves like a
verb. The second example can be analysed like this:

e
alot

subject verb phrase .
. on’thke ‘ ‘eatin”\g”

 verb  object adve

Because a verbal noun is partly a noun and partly a verb, it can raise
questions when preceded by a noun or pronoun. For example, which
of the following sentences is correct?

1. Not one day went by without our having to stop filming.

2. Not one day went by without us having to stop filming.
Traditionalists say that (1) is correct and (2) is wrong. In fact 90 per
cent of the time people follow the pattern of (2) and the use of a
possessive before a verbal noun as in (1) is largely confined to fiction
and formal writing.

verbless clause
Although it sounds unlikely, it is possible to have a clause that
contains no verb. Clauses of this kind are usually adverbial, and are
like compressed versions of conventional clauses with verbs.
The ‘missing’ verb is usually be:

I need to get you back home to Virginia as soon as possible. (= as
soon as it is possible)

When in doubt, go with what your heart tells you. (= When you
are in doubt)

Johnson, though over age, was allowed to enlist in the Corps.
(= though he was over age)

Then blend for about 40 seconds or until smooth. (= until it is
smooth)

verb phrase
See verb. )

verb string
See verb.

167 vocabulary » whoJjwhom

vocabulary
See lexis.

Enghsh verbs have twa vmces
i actwe _

o shot the sherlff
-passwe . .
\ : \ »Vwas hot lay me
See Iso actwé volce* passive voice.

vowel
A word with two meanings:

In writing
The five letters:aeiou

In speech
Vowels are sounds made with the mouth open and the airway
unobstructed (by contrast with consonants where the flow of air is
briefly obstructed in some way). The exact number of vowels depends
on regional accent, but there are more than twenty English vowels.

who|whom
Relative clauses can be introduced by these relative pronouns:
who/whom/whose  which that
The choice between who and whom can sometimes cause problems.
The traditional rules are these:

® use who as the subject of the verb:
Any members who find themselves in the Adelaide area can be
assured of a warm welcome there.

m use whom as the object of the verb:
Kelith had, once, been my friend whom | trusted with all L had ...
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muse whom after prepositions:
To whom have you complained?

These rules should still be followed in formal writing. Increasingly,
however, who is replacing whom in speech and less formal writing.
For example:

They had to say who they supported.
instead of
They had to say whom they supported.
" And

Currently, most people won’t go and see a band who they
haven’t heard of.

instead of

Currently, most people won’t go and see a band of whom they
haven’t heard.

who’s|whose
These two are sometimes confused.
m Who's is the contracted form of who is or who has.
Doctors said last night Watson, 27, who's suffering head injuries,
was progressing slowly.
m Whose is the possessive form of who and means ‘belonging to whom’.
Whose house was it, anyway?
A fairly common error is to use who's instead of whose:

Outside the camp the Commander approached the dark-clad
figure who’s cloak was billowing in the wind. x

wh- question
A question introduced by a question word:

who  whom whose which what
when where  why how
For example:
Why are you doing this?
Who has the papers?

169 will » will[shall

This type of question allows a wide range of possible answers and is
often referred to as an ‘open’ question.

will
A modal auxiliary verb used:

m to refer to possible events in the future:
At 59, he will be the oldest coach in the First Division.

mto ask someone to do something:

‘Will you take Donald for a little walk, Christine?’ her mother
asked her when she came home from school one afternoon.

m to show determination:
‘He will be disciplined,’ he said flatly.

m to volunteer or show willingness:
He will not reveal their names without permission.

m to describe a person’s habits (usually undesirable):
Your mother will do that.

will[shall

The traditional grammar rules are:

m use shall with [ and we.
muse will with all other persons.
mreverse this for emphasis:

The sea shall not have them.

Increasingly, however, will is used across the board. Shall is by far the
least common modal auxiliary verb; in conversation will is used
fourteen times more frequently than shall, despite the frequency
that ! occurs in speech. The only occasion when shall is commonly
used with I and we is in questions:

Shall | come with you?
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- One of six ‘grammatiﬁak levels, the others béing tieXt ‘éentencé,
clause, , phrase, and morpheme. Words are grouped into word
 classes acr:ordmg to their grammat:cal functron There a ‘fnur ‘
epen dasses whcch consrst nf ‘ r .
u adjgctives .
_madverbs
mnouns
u verbs, .

These dasses are known as npen because they are strll
 being added to as new words are coined. They are also referred to
as content words, because they * cc ntam meamngs whrch can be

deﬁned (asinadi ictionary). ” ‘

There are also four closed classes to whrch ner new words ¢ are ‘
added: . . r

lconjunctinns .
® determiners - ‘ .
lprepositions .

u pmnouns

\ These are sometimes referred to as structure words because
their functron rs to contnbute to the structure af phrases, clauses,
\and sentences, rather than to add to their meamng content.

Words are frequenﬂy shrfted from one ciass to another For
example the noun impact is semetrmes used ¢ as averb:
The current erratic suppiy of dresel has rmpacted negatrvely
on the busmess community .
This process rs known as conversrun.

Slmilarities and differences between wnrds L ,

Fm' many open dass words it is pcssrbie to ﬁnd words ofa srmrlar
meaning (synonyms) and words of opposite meaning

~ (antonyms). Some words also have homophones that sound the
same but are spelled differently and homographs that are spelled
the same but have different meanings. Homographs and

_homophones are also referred to as homonyms

171 word class

Further information .
The information given above is summed up inthe dragram balow
Each of the words in bold type has |ts own entry. where further ;
mfcrmatron can be found . .

word class
Words can be grouped according to the way(s) in which they are
used grammatically. The groups into which they are placed are
referred to as word classes (or, in older grammatical terminology,
parts of speech). The eight word classes are:

m adjectives

m adverbs

B conjunctions
m determiners
H nouns
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B prepositions : | would
H pronouns F 1 T
‘ m verbs. i A modal auxiliary verb used to refer to a range of possibilities in
| - the future. For example:
word family | I think she would feel left out.
One stem combined with a variety of prefixes and suffixes b If Catherine wanted something, | would give it to her.

produces a group or ‘family’ of words (more formally described as a i
‘lexical pattern’). Thus the stem weight is the parent of this word
family:

The effect of using would instead of will can be seen when we make
the substitution:

| think she will feel left out.
weightfully

weightful X . L
If Catherine wants something, | will give it to her.

counterweighted -
‘ 1 The versions using will are more open: the event may or may not
. : 4
X weightless—elghtiessly i 1 happen. The sentences using would seem less open and less likely,
terweight ; ] - - -
Coumerwelg \ weightlessness E 1 although the event is still theoretically possible.

| underweight weight
{
|
1

. Other uses of would are:
overweight i
| weiglitaos Welghtiness E | m habitual actions in the past:
| overweightage weight: weightil - i
! onag o . ; Y - Often she would go to Nairobi or the coast for a break.
weighting unweighty | :

overweighty {
i m actions that are regarded as typical:
{ He would do that, wouldn’t he?
| Would is often followed by have, which turns it into a past tense:

overweighting

word structure

‘ | 1 don’t suppose they would have liked it.
Words can consist of one or more parts

i
5 . ‘ In speech this is often shortened to would’ve, which is sometimes
‘ | PREFIX STEM/BASE SUFFIX 4 i confused with would of:
i , weight ! ! Anywhere else would of been fine. X
weight less i .

[ ; L 1 This should be:

counter  weight |
‘ ’ counter  weight ed 1 Anywhere else would have been fine. v

(

The ways in which these parts are cambmed to form words ‘

" constitute the structure of those words. All the words buﬂt up on
the stem weight constitute a word family. ‘
Words can also be formed by the cornbmatmn cvf two emstmg
words into a compound word:

yes|no question
A question that is framed in such a way that the only possible
answers are ‘yes’, ‘no’, or ‘l don’t know’. In questions of this type
the form of the verb and the word order are changed:

B ———

. bookseller  paper-knife  ice cream \ . _fuﬁrst prize. ‘
| See also: base; derivational mnrphalogy, diminutive root' | Obiﬁﬂ
| syllable. \ i .
1 win» - first prize'?

auxi 'Iggyy,‘erl\:"\: subjm ~ main verb object
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zero relative
Relative clauses are often introduced by a relative pronoun:
He stopped in front of Siri, who was still lying down on the
ground.
It must have something to do with a book that | am reading.
In sentences like the second example; we can miss out the relative
pronoun:
It must have something to do with a book | am reading.
When this happens, it is said that the relative clause is introduced by
a zero relative.
In standard English the zero relative can only function as the object
of the relative clause. So in the example above you can’t remove
who: {
He stopped in front of Siri, was still lying down on the ground. X 1
This non-standard use of a zero relative as the subject of a relative
clause is rare:

When you live by yourself in a house you rarely leave and is even
more rarely visited, it's essential that you don’t lose track of the

time. X
| Here there are two relative clauses modifying house:

you rarely leave

‘ is even more rarely visited

| Omitting which or that from the beginning of the second makes the

| sentence read oddly. It would be better recast:

; When you live by yourself in a house that you rarely leave and
that is even more rarely. visited, it’s essential that you don’t lose
track of the time.
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