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This section introduces students to the essential rules of
grammar, punctuation and word usage. Topics are
introduced with a concise definition and clear examples,
followed by a range of fun and engaging activities that
allow students to consolidate their grammar skills and
practise them in context. Each of the 34 grammar units
is a stand-alone worksheet, so students can work
through them sequentially or use them according to
their needs.
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Within each unit there is a range of activity types
catering to a variety of learning styles. The exercises are
graded within each unit and so will satisfy students of
different levels. Sufficient writing space is included to
ensure most activities may be completed on the page,
but there are also extended writing activities to enable
students to practise acquired skills in context. Exercises
to be completed off the page are marked with the




Grammar
Unit 1

Parts of speech

Understanding grammar essentially means understanding how words work. All words have a job to perform and these
jobs are called parts of speech.

There are nine different parts of speech:
1 Nouns name people, creatures, places, things, feelings, ideas or qualities. There are five kinds of nouns:
a Common nouns name people, places, animals and things:

sisters, car, city, bus, glasses, mice, lizards
b Proper nouns name specific people, places and things. They need a capital letter:
Venezuela, Elvis, Mazda, Queen Elizabeth, Toronto, Mars, Martin Luther King

¢ Collective nouns name groups of people, animals and things:

a swarm of ants, the army of soldiers, a school of fish, my pair of shoes, a sheath of‘arrows, a bouquet of flowers
d Concrete nouns name things we can see, hear and touch:
grass, pencil, rope, knives, shoes
e Abstract nouns name feelings and qualities we cannot see, hear or touch:
unhappiness, fear, disappointment, disgust, rage, love, anticipation
2 Pronouns are used to replace nouns, often in order to avoid repétition:
he, she, they, wej you, it, I, me

3 Verbs are action or doing words. All sentences must contain at least one verb. The tense of a verb helps the reader
understand when the action in the sentence og¢eurs:

I eat, you ate, he ran, he will run, they sing, they sang

4 Adjectives describe nouns. They explain what kind, colour, shape or size, or how many:

a gorgeous coat, the blue car, herrendous rain, a tiny problem, endless complaints
5 Adverbs provide more information about verbs:

it often rains, he quickly ran, she screamed continuously, the door slammed loudly, he spoke rudely
6 Prepositions are used top/inknouns or pronouns with other words:

in, on, at, behind, near, onto, up,

across, down, up, since
7 Conjunctions are joining words:

rock and'rell; happy but restless, white or brown bread, the car flipped because she was driving recklessly,

no television until homework is done

8 Interjections are ‘thrown’ into sentences to show an emotion or attitude:

Hey! Cool car! Okay, so you hate me, who cares? Sarah kissed Alex. Yuk!

9 Articles give information about nouns. The definite article the is used to refer to a particular noun:

Close the door, please. It’s your turn to feed the dog. The car is a write-off.
The indefinite articles a and an refer to any general noun:

Could you buy me an ice cream, please? I'm hoping to get a budgie for my birthday.

Don’t worry! You will learn a lot more about parts of speech—and in greater detail—in later units.
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1 Are these words nouns or adjectives?

a
b
c
d

e

planet f guppy k bravery
plumber g convex I hunger
green h cruel m bifocal
apples i ugly n dedication
fast j unhappiness o mild

2 Use appropriate conjunctions to complete these sentences:

a
b
c
d

e

a

b

a

b

I'd like ham cheese in my sandwich, please.

| can’t wait exams are over.

He reads mystery novels he is interested in cfime and investigation.
| think | like my new haircut, I’'m just not sure.

You may have chicken beef; it’s up.to you.

Complete these sentences using either a preposition oran adverb:

| hate it when my grandfather pats me the head.

The waiter walked towards us.

| can’t believe you speak so to your mother.

Dimitri threw himself the side of the boat, then swam us.
Climbing a cliff withonly one rope to save me is not my idea of fun.

The room was decorated, but they couldn’t afford decent furniture.

| am positive | left my homewaork my bed.

‘Go Smith Street, left at Hunter Avenue, then turn right and go Dinah Road.’

Each word in italics isiadifferent part of speech. Write the name of each:

The bus screamed to.a halt'and we all went flying.

‘Who is.it2?Who is it? Oh! It’s just you.’

It is important to discuss bullying in schools before it becomes a problem.

Julia threw the hairbrush in disgust. She hated her hair.

Julia threw the hairbrush in disgust. She hated her hair.

The beautiful dress sparkled and shimmered.

The cat jumped up onto the couch.

The batsman quickly realised he was about to be caught out.

| put a lot of effort into my project yet only received a low grade.

The picnickers were spotted by a flock of seagulls.

Important guests should be introduced first.
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Grammar
Unit 2

Punctuation

some people, think punctuation is not very. Important they think. What’s a full stop here or A comma, there? Can you
Imagine how, difficult it would be to? Read books! Or the newspaper If we all Gave Up. On using punctuation ProPerly?
Here is a brief overview of the sort of punctuation that really is important.
1 Capital letters are used at the beginning of sentences. They are also used with proper nouns:

Have you ever been to Jamaica? The French make terrific wine.
2 Full stops end sentences:
I have eighty Facebook friends. Too many cooks spoil the broth.

3 Question marks show that a question requiring an answer has been asked:

Are you mad? Were you born in a tent? Is this dog registered?

4 Exclamation marks are used to indicate surprise, disbelief, pleasure or any strong emotion. They can also show that
a speaker is whispering or shouting:

I hate you! Ten dollars! You have to be joking! For the tenth time, sit down!

5 Commas help to break up long sentences, especially ones with lists. They create pauses. Sentences without commas
can become confusing and ambiguous:

Tran wanted a Tonka truck, an easel, a Lego Technic set, a bike and a kitten for his birthday.

Fumes from cleaning fluids, methylated spirits, some painits and turpentine can be highly toxic.

6 Apostrophes are troublemakers. They like to make you doubt your ability to use them, but really they are easy to
conquer.

a One job of the apostrophe is to replace missing letters:

Let’s party! (Let us party!) You're so boring! (You are so boring!)
I’d like to but I can’t. (I would like to but I cannot.) School’s finished. (School is finished.)

b The reason people become confused is that apostrophes also have another job: they indicate that something is
owned, or possessed, by seimeone or something:

My father’s workshop and my:mother’s study are always untidy. Rimini’s party is next Saturday.
Ahmed’s basketball skills are notas good as Arthur’s.

7 Quotation marks are used to show when someone is actually speaking.

‘A tiny tornado is heading towards Timbuktu,” the newsreader read gravely.

‘Well, totteramy timbérs!’ cried the mayor of Timbuktu. ‘No one told me!’

8 Brackets enclose words, clauses or phrases, which are inserted into a sentence as an afterthought or explanation.
(The technical'term is parentheses, from the Greek ‘put in beside’):

Susie (that’s my girlfriend) and I have an understanding: I'll go shopping if she comes to the footy.
This arrangement avoids lots of arguments. (Well, most of the time anyway.)

1 Place a full stop, exclamation mark or question mark at the end of these sentences:

a When is Dad coming home e Get out of my house

b Sarah does not suffer fools gladly f | have a fear of mould
c Sisters should be nice to each other g Are you patronising me
d Gosh you’re fast h Please? I’'m desperate
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2 Rewrite these sentences, using capital letters and commas correctly:

a victor maryama brandon and rachel purchased return tickets to sydney.

b when my son buster who is six years old grows up he wants to be a boxer a brickie or a bouncer.

¢ the prime minister made a whistle-stop tour of europe and asia.

d dad’s old russian friend vladimir smolensky purchased a porsche on the black market.

3 Place quotation marks around the words that are actually spoken in this text:
Gypsy announced herself to the young man in reception.
Gypsy Jones to see Dr Cyst at four thirty.

Thank you, Miss Jones, said the receptionist. Take a seat.

Cheers, said Gypsy. She gave her hair a bit of a flick and strode ©ver to a.spare seat beside a young man in a bright red jumper.

Hi yal she said boldly.

Yeh, hi, he replied casually.

What'’s your name then, gorgeous?

The young man was shocked, but not shy.

Fireater, he said quickly. What’s yours?

Gypsy, said Gypsy. Gypsy Freedom Jones.

Cool, said Fireater. Sounds like your parents are as odd as mine.

This is a good beginning, thought Gypsy. This could turn into something beautiful.

4 Label each of thesestatements true or false:

a Proper nouns do not need capital letters.

b Apostrophes indicate missing letters and show possession.

¢ The only way you can end a sentence is with a full stop.

d Lots of commas make long sentences confusing.

e One way of adding extra information to a sentence is to use brackets.

5 Write a short story on one of the following topics. Then swap with the person next to you and give

them a mark out of ten for correct use of punctuation.
e Aday in the life of a school bag.
e |t was clearly going to be a battle to the death ...

e |f | was stranded on a desert island I'd manage quite well. I'm calm, resourceful and ...

Unit 2 Punctuation
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Grammar
Unit3

Nouns

Nouns are naming words. They name people, places, animals, things, ideas, feelings and qualities.
Nouns can be singular (one) or plural (more than one):

Singular: dog, track, hour, fantasy Plural: dogs, tracks, hours, fantasies
The simplest way to change a singular noun to its plural form is by adding ‘s’:
gnome - gnomes, sock - socks, noggin - noggins, cannibal ><annibals

However this is not always the case. There are other rules governing the formation of plurals;

Y iy faa?

1 Add ‘es’ to nouns that end in ‘s’, ‘x’, ‘ss’, ‘sh’ or ‘ch’:

wish > wishes, church - churches, box - boxes

2 If anoun ends in ‘y’ preceded by a consonant, change the ‘y’ to an ‘i’ and add ‘e§™

baby - babies, story - stories, army - armies, fly 5 flies, sky = skies
3 Add ‘es’ if a noun ends in ‘o’ preceded by a consonant:

potato = potatoes, hero > heroes

4 If anoun ends in ‘f’ or ‘fe’, change to ‘ves’:

thief > thieves, knife > knives, half >halves

5 With some nouns, the vowels have to change:

foot > feet, man - men, goose > geese, crisis = crises
6 Some nouns have no singular form:

scissors, tweezers, jeans, police

1 Complete the following sentengesusing appropriate nouns:

a On Christmas morning my and | always sneak down the

before our parents wake and check under the to see how many

have been left by

b My favourite public is Anzac Day. Our attends the dawn

and then the through the city.

2 Highlight thé nouns’in this text:
Coarsely chop125 grams of dried peaches. Place in mixing bowl and cover with two cups of boiling water. Soak for thirty
minutes. Drain and place one cup of the water in a medium-sized saucepan. Add peaches, one-quarter of a cup of brown
sugar and sultanas. Sprinkle over half a teaspoon each of ground nutmeg and cinnamon. Stir over low heat until sugar

dissolves. When thick, remove from heat and add grated lemon rind. Pour into sterilised jars and store in refrigerator.

3 Make the following nouns plural:

a tomato d mouse g calf
b fox e axis h lady
c boy f life i woman

6 Successful English 1



Grammar
Unit 4

Common and proper nouns

Common nouns name people, creatures, places and things:

People: carpenter, girl, man, footballer, solicitor, train driver, student, visitors, demonstrators
Creatures: cat, rabbit, zebra, fox, possum, armadillo, triceratops, springbok
Places: apartment, attic, office, desert, ocean, museum, garden, mosque, hell-hole

Things: minute, month, ruler, sandwich, party, comb, blog, grass, stereo, water tank
Common nouns do not need capital letters unless they are at the beginning of a sentence:
Grass needs a great deal of watering during the summer months.

Proper nouns, on the other hand, always commence with a capital letter. They name specifie‘peoplé, places or things,
including days and months (but not seasons):

Person: Sarah, Barack Obama, Prince William, Shakespeare, Father Christmas, Tom Cruise, Nelson Mandela
Place: London, Paris, Darwin, Nigeria, Wellington, Sydney Harbour Bridge, National Gallery
Thing: Google, Mercedes Benz, Ikea, July, Monday, Vegemite, Buddhism

1 Decide whether these words are common or proper nouns:

that name places (for example, The Great Wall of China) and ten proper nouns that name things
(for example, Thursday).

a ShaneWarne e salmon i shorts
b lion f ink cartridge j Prime Minister
¢ Yarra River g Shrove Tuesday k apple
d Mrs Smith h Nike I Apple
2 Highlight the common nouns in the followingsentences:
a The gazelle spied the crouching leopard through the long grass and quickly turned to flee.
b Lucy asked her good friend, Zoe, to pass her the dictionary and pencil.
¢ Audi cars are far superior to Hondas.
d Tom asked his father for money so he could walk to the shops and buy a new calculator, pencil case
and batteries.
e MP3 players are on sale at David Jones, so I'm going to catch a bus into the city.
f The small _girls held hands and skipped off down the road.
3 Complete thegparagraph below by filling in the gaps with common nouns:
My always does the shopping. He writes a and never forgets
to buy anything. He catches a to the but this doesn’t seem to
bother him. He buys me and for school lunches, which | hate,
but he also buys me from the , which | love.
4 Write a list of ten proper nouns that name people (for example, Muhammad Ali), ten proper nouns

Unit 4 Common and proper nouns 7



Grammar
Unit5

Concrete and abstract nouns

Concrete nouns are words that refer to anything that we can see, hear or touch. They may be the names of people, places
or objects. They may be common or proper nouns:

book kitchen computer bicycle London hamburger iPhone
fence castle T-shirt President bushfire X-box YouTube

Abstract nouns are words that name qualities or feelings. They are things that we cannot see, hear or téuch:

SOITOW greed laziness happiness loudness love hunger

success disappointment joy stupidity tiredness boldness frustration

1 Fill in the gaps in the following sentences with appropriate concrete nouns4Use,your imagination!

a | havetoride my to the library to find some on dinosaurs.

b Celia heard an shrieking and shook with fear.

¢ Fahri’s was a complete mess. There were old still filled
with sitting on top of a pile of
pencils and screwed up bits of lay.everywhere. In one dark corner, there was even a
rotten

d are great fun. There’s always soimnuch to do.

e My favourite isichocolate pudding. | love it with

2 Draw coloured lines to match these abstract nouns with their opposites:

a joy happiness
b sadness Sorrow

c pain falsity

d admiration pleasure
e sincerity disgust

3 Choose appropriate abstract'nouns from the following word list to complete these sentences. (Be careful!
Not all of these words are abstract nouns.)

books comedians fatigue fatigued fear food friendship frightened fun
humour ideas love mistake money pity rain stupidity tiring
a It’'ssucha that you didn’t study properly for the test.

b Lachlan felt set in after the third day of racing.

¢ The new sales assistant had plenty of about how to improve efficiency.

d Without the world would be a very dull place.

e My with James was one | truly valued.

f ‘The library is no place for and games!’ shouted the angry librarian.

g It was while fishing that | discovered Ben’s irrational of seagulls.

h It was my ridiculous that got me in such trouble.
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Grammar
Unit 6

Collective nouns

Collective nouns are the names of groups of people, animals or objects:
A flock of sheep escaped from its paddock. We were amazed to see a herd of elephants.
Other examples of collective nouns are:

a clutch of eggs, a shoal of fish, a sloth of bears, a pod of seals, a plague of locusts

1 Draw coloured lines to match each common noun with a collective noun:

- 0 O 0 T 9o

=]

events choir
golf clubs pride
shoes set
bees series
soldiers pair
angels armada
lions army
ships swarm

2 Fill in the collective noun for the following phrases;

a
b
c
d

e

a of cattle f a
a of puppies g a
a of birds h a
a of wolves i a
a of geese i a

3 What do these collectivegiouns describe?

a
b
c
d

e

of camels

of flowers

of mountains
of books

of ships

a gang of f ahand of
a school of g atribe of

a colony of h adeck of

a brood of i aboard of
a stud of i amuster of

4 Write a short story on one of the following topics. The challenge is to include a minimum of
20 collective nouns! (About 150 words.)

A disastrous visit to the zoo

On safari

A family holiday you’ll never forget
Once upon a time in a faraway land ...

Freddie’s fabulous fish fantasy

Unit 6 Collective nouns 9



Grammar
Unit 7

Pronouns

Pronouns are words that stand in place of nouns. They are often used to avoid repetition.
Becky was happy. Becky had won Becky’s first race.

See how the repetition of the noun ‘Becky’ in the above example makes the sentence sound clumsy? Using pronouns is
more effective:

Becky was happy. She had won her first race.
Here are some commonly used pronouns:

I, me, my, mine you, your, yours he, him, his she, her, hers it, its

we, us, our, ours they, them, their, theirs

1 Fill in the gaps in these sentences with appropriate pronouns:

a Ollie did not look forward to spring because suffefed from hay fever.
b The donkey lifted head when the master called:
¢ Conchita and Zac were pretty disorganised. had left tickets

behind and couldn’t get into the concert.

d ‘Come here quickly guys! are not going to believe what found!’

e Guy pushed away plate. hated lamb’s fry.

2 Highlight the pronouns in the following sefntences:
a My highest score is way better than yours.

b Harry loved his Labrador, Larry.

c | thought | heard you come home last night. Did you have a good time?
d | forced Tim and Felix¢o go to the races with me. They were completely bored.
e A tiny mouse scurriedyover our kitchen floor. It raised its head when it heard me shout and then bolted into

its hole behind_the fridge. | freaked.

3 Rewrite these sentences, using pronouns to replace some of the nouns. The aim is to make the sentences
sound less clumsy.

a Aimee watched me for a moment before Aimee left the room.

b Andy finished Andy’s coffee, walked into Andy’s study and pulled out a book.

¢ \Vesna shuddered. Vesna was standing still with water lapping Vesna’s waist.

d Ajit and Paul stood beside Ajit and Paul’s unexpected visitor. For the first time Ajit and Paul were able to look at the

unexpected visitor clearly.
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Grammar
Unit 8

Personal pronouns

Personal pronouns replace nouns that name people, animals or things:

He was very happy. I'am confused. They are naughty. We were expelled.
The pronouns I, we, he, she and they are in the subject form. They do the action in a sentence:

I'spilt milk over Jane.
The pronouns me, him, her, us and them are in the object form. The action is done to them:

I spilt milk over her.

We refer to personal pronouns in terms of first, second or third person:

First person: I, me, we, us Second person: you Third person: he, him, she, her, theythem, it

You may not be aware of it, but when you start a piece of writing, one of the first things you have to decide is whether to
write in the first, second or third person. Look at these examples:

First person: I am thirteen years old and live in a small flat with my parents.
Second person: You are a twenty-first century astronaut. You are about'te launeh into space.

Third person: Jean-Paul is very handsome. He is tall, lean and verjnathletic.

1 Place a personal pronoun in the subject form in the spaces provided:

a The boy next door behaves appallingly. is always in trouble.

b  When turned her@aze to me, 'was struck by her astonishing eyes.
c must meet again. l€njoyed my time with you.

d Heidi and Heath raised their hands. looked pretty guilty.

2 Highlight all the personal pronetins,in‘the 6bject form in these sentences:
a Three tigers escaped from the«zoo. It took hours to find them and bring them back.
b Ulan asked to copy.my homework. No way was | going to give it to him.
¢ The model shook her gorgeous locks, smiled her biggest smile and flounced off the catwalk. She was
definitely the best meoedel"in the parade.

d If it was up to 'me, I'd tell him what | think of him, then run.

3 Rewrite these sentences in the third person, using personal pronouns:

a Sometimes | just want to kill that yapping dog next door.

b | think I'm overweight but my mother thinks I’'m just right.

¢ I’'malegend. | can burp the whole alphabet.

d You sit down. You observe. You plan.

Unit 8 Personal pronouns 11



Grammar

Unit 9
Verbs

Verbs are action words. They express doing, being or having. The person or thing that carries out the action is called
the subject.
Look at this example:

Georgie rode her bike.

® Rode is the verb. It is an action word.
e Georgie is the one who is carrying out the action—riding—so Georgie is the subject.

1 Highlight the verbs in the following sentences:

a Michael bought himself a new jacket. d | love Christmas time.
b | replaced the grass with mulch. e We keep all of our4unk, under the house.
¢ | hope you remembered to buy bread. f Did you know that turtles can breathe through their butts?

2 Insert an appropriate verb to complete these sentences:

a Every Saturday | football.

b Jeremy loves peas but beans.

c Please your clean clothes away.

d Didyou a good time at the party?

e |am allowed to television after | have my homework.
f Blood about 78 per cent water.

3 Make up five sentences using two verbs from the word list below in each sentence. When you have finished,
highlight all of the subjects.
clap cry dance explain feel forbid gaze

hate have serub sleep slurp swim whisper

4  Look at the following text carefully. Highlight every verb you can find and underline all of the subjects:
Isabella and | decided to have a party. We discussed whom to invite and chose a date and time. Isabella wrote the
invitations and | bought the food. My brother helped decorate the garage and my sister hired a DJ. My mother was not

happy about the DJ but had no choice. Dad declared he was going fishing that weekend.

The big day arrived. Everyone turned up. The DJ was excellent. The food was a disaster. Isabella danced with my

brother and someone fed the dog beer. | love parties.
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Grammar
Unit 10

Agreement of subject and verb

When writing sentences it is important to remember that the subject (the noun or pronoun) must agree in number with
the verb. Nouns may be singular or plural and this determines how the verb is written.
Look at these examples:

The dog plays. The dogs play.

The subject (the dog) in the first example is singular. In the second example the subject (the dogs) is pliiral. Therefore the
verb must change and become plural to agree with the plural noun:

Jemima was very ill. Jemima and Jessie were very ill.

Remember:

e singular nouns go with singular verbs

e plural nouns go with plural verbs.

1 Highlight the correct form of the verb in these sentences:
a This (are, is) not good enough.
b My sister (prefer, prefers) to text rather than actually ring; she, (thinks, think) it's cheaper.
¢ Football fans (are, is) often obsessive.
d Fluffy, Muffy and Buffy (run, runs) around happily.
e There’s nothing worse than seeing someone (pick, picks) their nose.

2 These sentences contain singular nouns and verbs. Rewrite them in their plural form. The first has been
done for you as an example:

a Thelma’s cat is playing. = Thelma’sicats are playing.

b Jon’s iPod was stolen.

c It frightens me.

d A house was pulled down'and a shop replaced it.

e He was a conventionalhman.

f | knowd'was probably wrong.

3 Your friend finds subject/verb agreement confusing. Please help him by rewriting his homework correctly:

One day my friends and | decided to go for a long bike ride. Joe and Macka was on their tandem and | was on my

BMX. | were pretty sure about where we was headed but Macka wanted to fights with me. Macka always think he know
best. Joe like to just goes with the flow. | likes Joe. He are a cool dude. After Macka and | shouts at each other and nearly
has a punch up, we gots going.
We rode for half an hour and then Macka started whinging.
‘When is we going to gets a break?’ he moaned.
| decided it were time for us to stops anyway. Macka and Joe dropped their tandem and we plonks onto the dirt by the
side of the road.

That were when Macka discovered he were sitting on top of a bull-ant’s nest.

Unit 10 Agreement of subjectand verb 13



Grammar
Unit 11

Verbs and tense

The tense of a verb indicates the time when the action takes place. This may be in the past, the present or the future. In
general, the same tense should be used throughout a piece of writing.

Here are some examples of simple tenses:
¢ Past tense:

The plumber fixed the leak in our kitchen tap. We had an excellent time last night.
¢ Present tense:

Dad reads the newspaper while he eats his breakfast. I listen while Alex talKs.

¢ Future tense:

Next weekend I will go to the movies with Adriana. I am going to the skate finals temorrow. It will be awesome.

1 Fillin the gaps in this table with the correct tense of each verb. The first has'been done for you as an example:

N I T S

| ate | eat | will eat
he jumps
she wrote she writes

the secretary will laminate
they complain
the dog barked

the clock will tick

2 Using the verb in brackets, fill in thé,gap withthe correct tense.

a Last Christmas | (open) my presents before anyone was awake.

b If the bus is late | (ring) you on the mobile.

¢ Amanda stayed up late and (watch) the live broadcast of the tennis.
d Right this moment, | (to be) very busy.

e Donald Bradman (to be) an excellent cricketer.

3 Identify thé'tense of the verbs in italics in each sentence:

a The bicycle hits the gutter and throws him onto the road.

b Jade body surfed while Jiao tested her new longboard.

¢ Kings of Leon will be releasing their new album next month.

d Liana loved life.

4 Now rewrite each of the above sentences using a different tense.

a

b

Cc

d
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Grammar
Unit 12

Auxiliary verbs

Auxiliary verbs are also known as helping verbs because they combine with action verbs to form verb phrases, for example:
My brother is driving me crazy.

In the above sentence:
e jsis the auxiliary verb e driving is the action verb e is driving is the verb phrase.
Note that the auxiliary verb is the part of a verb phrase that indicates the tense:

Present tense: The cat is sitting on the mat. Past tense: The cat was sitting on the mat.
In addition, auxiliary verbs are often used to form a question:

Are you happy with this explanation? Could you pass the tomato sauce please?

Here is a list of the most common auxiliary verbs:

am are is do does did may might must was were
can could have has had shall should will would

1 Highlight the auxiliary verb in these sentences:

a James and Rhian are having a party. d._Rajeew is crying like a baby.
b Do you always remember your dreams? e Are you concentrating?
¢ | am so pleased you are coming to stay. f Il never remember that.

2 Draw coloured lines to match an auxiliary yerb from the left column with an action verb from the right column
to form a verb phrase:

a am miss

b should skate

c can dancing
d have caught
e will have

3 Rewrite these sentencesiso that they make sense, adding appropriate auxiliary verbs:

a | hoping to pass my.exams this time.

b Peter and Paul punished severely.

c | seen that movie six times!

d Your sister kill you when she finds out you read her diary.

4 Write a short paragraph containing a minimum of twenty auxiliary verbs on one of the following topics:

e Never say die! e QOur dog vomits whenever we take him in the car

e |f | were Prime Minister for a day ... e Fergal the feisty flea

Unit 12 Auxiliary verbs 15



Grammar

Unit 13
The verb ‘to be’

a state of being or existing.

She is a tall girl.

She is trying on new jeans.

| was I will'be
You You were You are Y4 You will be
He, she, it He was, she was, it was Heis, sheis, it is h He will be, she will be, it will be
We We were We are \ V. N We will be
They They were They are Q A ¢ They will be

The verb to be is one of the more difficult ones to comprehend and use. This verb is not describing a concrete action but

To be may be used as a normal verb (called a verb of doing) as well as an auxiliary verb:
In the above example, the verb to be stands alone as a verb of doing.

In this second example, the verb fo be is helping the action verb to try, so it is an auxiliary verb.
Set out below are all the different ways you can use the verb to be. You must learn these off by heart:

e el e
| I am

1 Complete the following verb phrases by inserting the correct form of the verb to be:

a |

b Last night my brother

reading an excellent book at:sthe moment.

attacked by a gang of thugs.

c You

d We

informed of'the eutcome of your interview next week.

delighted toattend last week’s celebration.

e | think they

asking for too much money.

2 Look at these grammatically, ineorrect notes to teachers. Rewrite them using the correct form of the

verb to be.

DearAliss Georgiou,

Sorry-Alex were late this morning. He slept in.

Regards,
Bev Matthews

To Mr Petrov,

Please allow Melissa to leave school early today.
She was going to the dentist.

Dear Mrs Glaser,

I apologise for my son’s behaviour last week. I
think he were traumatised by the sudden death of
his hamster.

Steve Sutton

Dear Miss Jenny,

I are concerned about Penny’s English skills and
think that her work will be too hard for her. Is
you following her progress carefully? I is very

Thank you in anticipation.

Rod Gove
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Unit 14

Adjectives

Adjectives are describing words. They describe or provide information about nouns and pronouns and are often the
words that make writing (and reading) interesting.

Look at the following two examples:

The boy walked towards the castle.
The small, frightened boy felt nervous as he walked towards the gloomy, forbidding castle.

Can you see how much more information about a situation is provided when you use adjectives?
e In the first example, all we know is that there is a boy and that he is walking towards a castle:
¢ In the second example, however, the adjectives help us to understand more. We know that the'boy is small, so he
is probably quite young. We also know that he is frightened and nervous. The description of the gastle helps us to
understand why he is nervous.

Adjectives describe things such as size, shape, colour, number, taste, attitude, direction; age, weight and sound.

1 Highlight the words in this word list that can be used as adjectives:

agitated apples aquamarine beautiful boring business button calling cars
clanging dingo dirt dirty dog dream dusty gigantic glorious
gun hair haughty he hello hospital insist insisted insistent
insists loud lumpy Margaret néwborn pain painful pitted postcard
ravishing ring rude silence sister small sour speech sprint

2 Describe the following nouns by using a number of appropriate adjectives. Write full sentences and
remember to punctuate correctly. The fir§t has been done for you as an example:

a behaviour > His behaviour in public was offensive, inappropriate and regrettable.

b pet lizard

c computer game

d science lab

e jeans

f autumn leaves

g baby

h website

i wedding dress

i rat

k river

3 Think about your favourite person in the world. Write a short paragraph describing this person, using as
many interesting adjectives as you can. You could start by describing their physical appearance (size,
shape, hair, eyes, clothes, etc.) and then move on to reveal their personality. Think about things such as:

e how they move e how they look when they’re really angry
e their funny little habits e why they are your favourite person

e the sound of their laugh
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Unit 15
Adverbs

Adverbs are words that give extra information about the meaning of verbs (also called modifying the meaning of verbs).
Adverbs answer the questions how, when or why about the verb. Adverbs often end in ‘ly’.

She sang sweetly. He enthusiastically helped. I slowly perused. We answered immediately.
Adverbs sometimes modify an adjective or another adverb:

It was a very boring film. She ate her food too quickly.

1 Complete these sentences using adverbs from the following word list. Use each adverb’only.once:

clumsily frequently often rather slowly

S0 there too very yesterday

a | forget to brush my teeth and need to be reminded.

b We ran four kilometres so it’s no wonder I’'m sore today.

¢ The old man raised himself from the bed and reached for his dressing gown.
d lam hungry!

e Our jeep moved slowly along the dirt track, but we still disturbed wildlife.
f My aunt travels overseas.

g Hegoes every day.

h It’s heavy, sobe careful.

i My parents are far strict.

i The waiter served,the meal and spilt soup everywhere.

2 Highlight the adverbs in thesé sentences:

a Our house is very old @nd, slightly run down, but | rather like it.

b | find it extremely drustrating that you don’t listen to me properly.

¢ The armouredcknight bravely faced the snarling dragon.

d | could happily eat Tim Tams for breakfast, lunch and tea.

e | have never fully understood algebra.

f After being.banned for two matches, the cricket captain unreservedly apologised for biting the ball.
Presumably, he thought he was secretly tampering, but was unknowingly caught on camera. Strangely, he
later explained he had been trying to smell the ball.

3 For each of these sentences, suggest an adverb that could be used instead of the italicised words:

a He left the room without making a noise.

b My sister can run as fast as a frightened deer.

c We accepted the invitation with great joy and anticipation.

d Simon behaved in the most ridiculous fashion and embarrassed us all.

e We were enjoying ourselves until it started to rain with absolutely no warning at all.
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Prepositions

A preposition connects nouns with other words. A preposition plus a noun or pronoun forms a prepositional phrase, for
example:

The cow jumped over the moon.

In the above sentence, over is the preposition and over the moon is the prepositional phrase.

Common prepositions include the following:

about above across against among at befote below
beside beyond by down during for from in
near of off on over since through to
towards under until up with without

1 Choose one of these prepositions to complete each of the following sentences: about, at, beyond, during,
over, until, with, without, at.

a Itis sometimes difficult dealing neighbours.

b Jitook a massive swing the ball and hibit the fence.
c ‘Don’tlook me like that!” shrieked Amy.

d | need to talk to you the/money.

e a spellchecker on my computer, I'd be lost.

f Ican't wait the holidays arrive.

g Itisimportant to conserve water the summer months.

h  ‘This has gone ajoke!’ yelled the angry teacher.

2 Choose a preposition from the word listto complete these sentences:

a Jack walked the hill to fetch a pail of water.

b Well, that threw the ‘cat the pigeons!

c Everyone knows there’s a good hiding spot the shelter sheds.
d |am really angry. you.

3 Highlight all prepositional phrases in the following sentences:
a We walkedralong the beach.
b The old man sat on a bench and watched his grandchildren play on the swings.
¢ Fox in Socks is my favourite Dr Seuss book.
d You look terrific in that photograph.
e There were six puppies in the litter, but only four could fit in the kennel.
f Since birth, Alex has been a happy chap.

g Above the roar of the wind, we heard the command to get below deck.

4 Write five short sentences, each containing a prepositional phrase.
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Conjunctions

Conjunctions are joining words, which link words or groups of words:
I love fish and chips. I'll wait here while you shop.

Note the following:
1 Although called joining words, conjunctions may be placed at the beginning of sentences:

Although Jia-li is fully qualified, she wasn’t offered the job.

2 Traditionally, the conjunctions and and but were never placed at the beginning of sentences; hawéver itis now
acceptable in imaginative and informal writing. This practice should be limited.

3 Some conjunctions are used in pairs, such as not only/but also, both/and, either/or, neither/nor, for example:

The plumber was not only expensive but also incompetent.

1 There are seventeen conjunctions hidden in this word search. The words€an be found in any direction—
forwards, backwards, up, down or diagonally. You may use lettefs more than once. Try to find all seventeen
and list them alongside.

Z B N T 1 A E Q H
I S U A F T E R G
A'B E C A U S E U
R E VE R E H W O
L wWB E L1 HWHA
WHETHET RTDT |
Y E F O R T 0 YQL
E N O N C E Wga A4
T S R OL I T N U
S S E L N U{D M R

2 Place appropriate,conjunctions in the spaces provided:

a Rory was angry I’d borrowed his bike without asking.
b tea, we'll play Scrabble.

c you don’t behave, you’ll get in trouble.

d Hollie was an hour late | forgave her.

3 Highlight the conjunction you think is correct in these sentences:
a [Ill give you the CD (when, while) you give me the money.
b This paint is amazing. It attracts, (or, yet) repels.
c ‘Okay,’ screamed the masked bandit, ‘hands on your heads (and, or) I'll shoot!’

d (Whether, Although) it rains or not, this wedding is going ahead.

4 Write five sentences with at least one conjunction in each.
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Unit 18
Full stops

Full stops are used to end sentences.
Sentences begin with a capital letter and must express a complete idea. Look at the following examples:

When you scream. When you scream, I can see your tonsils.

The first group of words may have a capital letter and a full stop, but it does not make sense because it does not express
a complete idea. It is not a sentence. The second sentence, on the other hand, does express a full and eémplete idea and
is therefore a proper sentence.

If you do not use full stops properly, your writing will become confusing and nonsensical.

1 Which of the following are sentences? Place a tick beside the ones that are séntences.

a You drive me crazy. D

b After they arrived. D

¢ Aligning text and inserting images. D

d Inthis lesson, we will be looking at aligning text and inserting images. D
e Because there are ten. D

f Six girls dancing. D

g The shaggy dog shaking violently. D

h Climate change is real. D

i Have you ever experienced déja vu? D

i Lexicology is the study of the form, history and méaning of words. D
k Honesty is the best policy. D

2 We have a serious problem here: the following text has no full stops or capital letters. Place full stops where
required and circle letters that should be capital letters:

edward ‘weary’ dunlop‘was an australian army surgeon who took exceptional care of prisoners of war during the second
world war he was®orn.in wangaratta, victoria, on 12 July 1907, and died in melbourne in 1993 his university friends called
him weary because duhlop is a brand of tyres they played on the words tyres/tires; hence ‘weary’ weary was taken
prisoner by the'japanese in 1942 while he was running a hospital in indonesia later he was sent to thailand where prisoners
were forced torbuild a railway to burma he had to perform surgical duties without equipment or painkillers for example, he
cut tropical ulcers out of legs with a sharpened spoon he led the men by brave personal example and was regarded as a

true hero once, he prevented an injured soldier from being bayoneted by standing in front of him

3 This text contains six full stops. Five of them are in the wrong place. Rewrite the paragraph ensuring

that you place all full stops correctly. You will also have to add some capital letters.

Six boys turned up for football practice that’s a pretty low turnout. considering there are twenty-two in the club the
coach, John Roach, was hopping. mad our team has a good reputation. in the area and John’s worried about the finals.
robby, our captain, joined in with the coach and shouted at us about motivation. and commitment | thought that was pretty

rough. considering we were the ones who turned up
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Question marks

Why do we need question marks? When do we use them? Where in a sentence does the question mark go?

As can be seen above, a sentence that requires an answer needs a question mark placed at the end of the sentence.
Only one question mark is needed and a full stop is not required.

If you are unsure whether a question mark is appropriate, ask yourself whether the speaker or writer requires an
answer. Consider the following:

‘Do you want to come to my house?” asked Ravi. Ravi asked if I wanted to goo his house.

e In the first example, the speaker requires an answer; therefore a question mark is needed. Itds a direct question.

e The second example is an indirect question and requires no answer. It is actually a statement of fact. No question
mark is required.

If there is a series of questions in a row, then each question needs a question mark:

Where do you want to live? London? New York? Paris? A cardboard box?

1 Place either a question mark or a full stop at the end of these sentences:
a Dad wanted to know if | had done my homework
b Have you done your homework
¢ | need to know the time
d | am unsure about whether whales are the largest mammals
e Do you think whales are the largest mammals

2 Fill in the gaps below to provide a summary 6f question marks:

a Use a question mark at the end of a question.
b Do not use a at the end of an indirect question.
¢ Do use a full stop as well as a question mark.

d If you are not sure whether a sentence requires a question mark, ask if

3 Someone has handéd in'some appalling homework (we won’t mention names). Please fix it for them.
(It’s so bad yow’ll need to rewrite it!)

My mother always hassles me when | get home. She wants to know if I've had a good day? She wants to know if |

enjoyed my lunch? Of course, she also wants to know if I’'ve been in trouble again? She says to me, ‘Did you get in trouble
today.’ It doesn’t matter what my answer is, she always then says, ‘You better not have received another detention?’ Then
she sends me to my room to change out of my uniform and start my homework. Half an hour later she starts again. ‘Have
you put your shirt in the dirty wash? Have you. Have you hung up your blazer. Have you polished your shoes yet??’ It drives

me crazy! | bet no one has a mum as bad as mine?

4 List ten direct questions you could ask the person sitting next to you in class.
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Exclamation marks

You have learnt that a sentence may end in either a full stop or a question mark. There is one final way that a sentence
may end: with an exclamation mark.

Exclamation marks are used to:
¢ indicate a command (imperative sentences) or
e emphasise a statement (exclamatory sentences).

Exclamation marks are useful to emphasise strong emotions, such as anger, pleasure or surprise.

Imperative sentences Exclamatory sentences
Look at me! Oh! You startled me!
Don’t touch that! I'm starving!

Run faster! You are driving me crazy!

When writing casually, some people like to use a string of exclamation marks tosmake a really strong point.
You may not do this in formal writing.

1 Answer the following questions about sentences.

a In how many different ways can you end a sentence?

b Exclamatory sentences indicate that a command has been issuéd. True or false?

¢ Imperative sentences emphasise emotions. True or false?

d What punctuation mark could you use to express fury and. frustration?

2 Complete the following sentences by usin@ fulkstops, question marks or exclamation marks:
a Touch that one more time and I'll wring yourneck <~
b You're incredible
¢ Charles Dickens often wrote very long sentences __
d Are you familiar with the new. BMW. four-wheel drive __
e Marvellous
f What a complete disaster
g Would you like coffeeortea __ Perhapsahotchocolate A soft drink perhaps
h Paula asked-me if this was necessary
i Areyou angry/and fed up
i Bob Dylanis not related to Dylan Thomas ____ True or false
k I'm sick of my ringtone
I 10/10 well done
m Love is blind
n s it true that peanuts are one of the ingredients in dynamite

o What kind of dogs playinaband ____ Rocker spaniels

3 Write five examples of an imperative sentence and five examples of an exclamatory sentence.
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Sentences

It may seem obvious, but what exactly is a sentence?
¢ A sentence must begin with a capital letter and end in a full stop, question mark or exclamation mark.
¢ A sentence must make sense in its own right.
¢ A sentence should contain at least one verb and a subject. The subject is the person or thing carrying out the action
and may be a noun or pronoun:

The lion roared. Krypton is a rare atmospheric gas.

In the above examples, the lion and Krypton are the subjects and roared and is are the verbs.
The technical term used to describe the part of a sentence that tells us about the subject is‘the predicate: The predicate
must contain at least one verb.

verb verb
She ‘ washed her hair thoroughly. ‘ All good things ‘ must come to an end. ‘
subject predicate subject predicate

1 Highlight the verbs in these sentences and underline the predicate.
a | was hot.
b The first gust of wind extinguished the solitary candle.
¢ No one uttered a word.
d Fire fighters have an extremely difficult jobt

e Apollo was square shouldered, slender-legged and wore his curly brown hair short.
2 Now go back and circle the subjectiin each sentence.

3 Place a tick beside the compléte and grammatically correct sentences:

a Viola held her breath. D n Khartoum is the capital of Sudan. D

b It was time she grew up: D o She’s an oddball. D

¢ Areyou sure? D p Restrain yourself! D

d It all came back to him now. D q loweyou D

e She lifted herhead, D r Youowe me! D

f He beautifully: D s Let them eat cake. D

g Very grave difficulties. D t Distemperis a dog disease. D

h Love conquers all. D u Do girls still make their debut these days? D
i When she reached Rathdowne Street. D v Did you know Paul Jennings was born in England. D
i Tom thought the lesson would never end D w Love is patient, love is kind. D

k It’s gone. D x It’s your call. D

I One, two, three, four, five, six, seven, eight. D y Painin the butt. D

m Alexa boogied. D z |do. D
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More about sentences

Remember to structure your sentences correctly:
¢ A sentence must contain a subject and a predicate.
e The predicate must include a verb.

Sentences often contain an object, but this is not essential. The object may be a noun or pronoun and is the person or
thing being affected by the verb. The object usually follows the verb.

To determine the object in a sentence, ask yourself: ‘who or what is the verb acting upon?’ For example:
I bought the album on eBay.

In the above sentence, I is the subject, bought the album is the predicate, bought is the verb.and théalbum is the object.
Here are some tips for mastering simple sentences so that your writing is always clear, intéresting and accurate:

e Avoid repetition in your sentence writing.

¢ Do not keep all sentences the same length: vary them. Short sentences can help.emphasise statements or add tension
and excitement.

¢ Do not begin all of your sentences the same way; try beginning with an adjective, adverb or verb:
Filthy looks followed her. Purposefully he crossed the floor. Kneel and await your fate.

e Avoid the overuse of words such as and, then and that.

¢ Do not use unnecessary words that you may hear in casual gonversation (fillers). For example, don’t write:
She was, like, so mad.
Instead write something more interesting and accurate:

She was extraordinarily mad. She was predictably mad: She was hot-headed and mad.

1 Circle the subject in these sentences, underlineithe predicate, highlight the verb and place a box around the
object, if there is one:

a Gwyneth Paltrow is gorgeaous. d Xavier rudely grabbed the remote control.
b Many people find computers, frustrating. e Four turtle-doves frightened three French hens.
¢ Anxious parents listened to the radio for news. f The partridge perched in the pear tree.

2 Edit the following'text. Make it more interesting by varying sentence length, removing repetition and

avoiding fillefs.(You will have to rewrite it.)

The sea ran higher, higher and higher, the wind shrieked poisonously past him and whole mountains of water heaved
skyward, hesitated and then they came hurtling down on him. They seemed, like, a thousand metres high and he had never
experienced anything like them before. Every time his little boat became buried in their swirling mass, he held his breath
and prayed to see the sky again and every time he did see the sky, he breathed a sigh of relief and smiled with relief. The
hurricane raged all day and then by nightfall, it was at its strongest and it was even more terrifying. Around four o’clock in
the morning, he entered the eye of the storm and the wind stopped abruptly and the sea became almost nearly flat and it
became eerily quiet and he became even more scared than before because he knew this respite would not last long and it

could become, like, worse.
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Commas

A comma is used:
1 to separate items in a series or list:

Everyone is talking of reprisals, retribution, punishment and justice.
Daniel Kolczynski has battled various health problems, including an eating disorder, depression, anxiety and

reactive arthritis.
2 to separate elements of a sentence to avoid confusion:
If you're good, Father Christmas will be generous.

3 with words like therefore, however, finally and nevertheless when they interrupt a complete thought:

It is unnecessary, however, for you to worry. Sunday, theréfore,is our day of rest.

1 These sentences are grammatically incorrect. Place commas in the correét places:
a Ali looked at the list of subjects offered and chose Biology Chemistry»Physics Maths and PE.
b However hard you try it will never be good enough for your father.
c My favourite programs are Neighbours Home and Away HahAnah Montana and Gossip Girl.

d A guard dog barked ferociously the alarm sounded police sirens wailed in the background and Jack could

hear people running in the corridors. He knew it ‘was all' over.
e Make hay while the sun shines.
f ‘If we finish these questions quickly can we leave early?’
g Can we therefore call all teenagefs, lazy brats?
h Despite the heavy downpouryesterday the authorities imposed water restrictions early this morning.

i The recipe required flourheggs ‘nutmeg cheddar cheese ham and butter.

2 Complete these senténees. Make sure you use correctly placed commas:

a Aydin’s four faveurite colours were

b Lucy placed everything she would need in her schoolbag:

¢ Many car companies were represented at the show:

d are Juno’s best friends.

3 This text requires seven commas to be placed correctly. Cross off the commas as you use them.
J ] ) ) ) ) )

The tomato is a plant grown for its smooth round juicy fruit. The word tomato refers both to the fruit that people eat and to
the entire plant. Botanists classify tomatoes as fruit. However most people consider tomatoes vegetables because fresh

tomatoes are used in much the same way as lettuce onions cauliflowers and many other vegetables.
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More about commas

Just when you thought you’d mastered commas, you find out there’s more ...
Commas are also used:
1 to introduce direct speech:

Katy said, ‘T hate that book.’ Yusef shouted, ‘Don’t touch that!’

2 at the end of direct speech within quotation marks:

‘Enough of that,” said Oliver.

3 to mark a short, natural pause in a sentence where a reader may take a breath or pause:
Because Jane had no idea who was shouting and heckling her, she decided to glare at everyone.
4 to separate the name of a person addressed, or spoken to, from the rest of the sefitence:

Don’t ever doubt that I love you, Elisabeth. ‘Vedran, put that down!’

5 to separate two complete thoughts joined by a connecting word, such as and, or, but or for:

The bombed-out building will be pulled down, and a memorial to the victimswill replace it.

Pearl Jam may release another album, but don’t hold your breath:

1 There are five rules above, explaining how to use cémmas. Give five of your own examples to demonstrate
that you understand each rule:

2 Correctly insert commas intoithe following sentences:

a Last weekend we had a»Star Wars movie marathon: A New Hope The Empire Strikes Back Return of the

Jedi The Phantom. Menace Attack of the Clones and Revenge of the Sith.
b The Biology teacher who was the most hated teacher in the school had his car wrapped in toilet paper.
¢ You organise the food and I'll buy the drinks.
d Mandu said«*‘No way am | wearing that.
e ‘No way am | wearing that’ Mandu said to his father. ‘Not in a purple fit’
f ‘Don’t think I'm joking Dad’ Mandu shouted. ‘I'm not wearing that!’
3 Place atick beside the sentences with correctly placed commas:
a | bet you were the one, who stole that purse Kenny. D
b Trudy had carefully and lovingly watered her garden bed, but the plants still withered and died. D
¢ Despite all the traumas, Roman had put her through Marlana still loved him. D
d ‘Stay tuned, for more hilarious fun on Channel 9’ the announcer coaxed. D

e Over the holidays, | read Artemis Fowl, The Arctic Incident, The Eternity Code and The Opal Deception. D
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Punctuation revision

The purpose of this unit is to allow you an opportunity to cement your knowledge of punctuation.

1 Place the correct punctuation marks in these sentences:
a My dog whose name is Orlando is blind in one eye has fleas arthritis and diabetes can’t fetch a ball barks
at the wind and has bad breath but we love him
b My father is a very tall well-built man with blue eyes a shock of bright red hair which embarrasses him no

end and a wide happy face covered in thousands of tiny endearing freckles

¢ My mother is kind loving and generous but very frustrating She is a perfectionist with_ Unreasonably high
standards which she imposes on all of us She’s always saying ‘I think<you,can do better than that’ She says
I’ll appreciate her persistence one day however | doubt it

d My sister is one year older than me but acts like she’s my mum She’s always bossing me around telling
me off accusing me of things | haven't done and making me.do her favours When her friends are around
she’s even worse because she wants to show off That's.when | steal her mobile and hide it until she stops
hassling me

e My brother is nineteen years old and is obsessed with girls cars football alcohol and money What else can
| say

f | am thirteen years old and like listening t6 music playing Xbox taking my dog for walks and making my

teacher laugh | am no good at punctuation

2 This article contains twenty-five errors in punctuation. Rewrite it correctly.

A disturbing report was made to pelice last night of a brazen attack on an innocent shop assistant Timothy McBean,
aged 26 was attacked in‘broad daylight outside the Willoughby Railway Station by three youths wearing balaclavas

Mr McBean was walking home for lunch when he was grabbed from behind and thrown to the ground He was badly
beaten around the head@rms and chest with a baseball bat a cricket bat and a wooden stick he later identified as a common
garden stake. He.was'robbed of his wallet watch briefcase and leather jacket Before they ran the youths knocked Mr
McBean uncenscious bound and gagged him and pushed him behind bushes.

When he regained consciousness Mr McBean found his mobile phone and used his nose to send a text message calling
for help. Police arrived, minutes later

Mr McBean remains in the North Shore Private Hospital in a serious condition however doctors are hopeful of a full
recovery.

Willoughby police and Mr McBean’s wife have called for witnesses to come forward Mrs McBean said, ‘It’s just shocking
that my husband was attacked for no reason | just hope that there’s someone out there who can help police catch the boys
who did this

Mrs McBean also admitted that it was lucky her husband had such a long pointy nose. ‘If it had been me I'd probably be

still lying there my nose is too stubby to send a text message *
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Apostrophes in contractions

Apostrophes can be used to show that letters or words are missing; that is, they abbreviate words, for example:
can’t is the abbreviated form of cannot

These shortened words are called contractions. (To contract means to shorten or make smaller.)
Here are some common contractions:

would’ve = would have who’s = who is I've =1 have

couldn’t = could not o’clock = of the clock its=itis

Notice how the apostrophe is placed exactly where the missing letters were.

In general, contractions should be avoided when writing formally because they tend toanakewritingsound too casual.
We do, however, use contractions in direct speech:

‘Can’t you just leave me alone?” Abdul shouted.

1 What do these contractions abbreviate? (For example, he’s = hedisyor he has.)

a should’ve = e you’re =
b don't= f she'd=
c I'm= g let's =

d doesn’t = h I'i=

2 Insert apostrophes in the correct places in the following sentences:

a Youd better be sure youre ready in time.

b Im not convinced its going to work the way wed planned.

¢ Whos going to go first? Lets«Spin the bottle.

d | wouldve if | couldve, but | eant, so you shouldnt ask me.

e Dads right. We shouldnt tease Kavita when shes upset. Itll make things worse.
3 Highlight the correct formof the word in the following sentences:

a (It’s, Its) especiallynimportant that you understand how to use apostrophes.

b ‘(WhosesWho's) responsible for this mess?’ shouted the Science teacher.

c (lts, It's)«(your, you're) life.

d It (does’nt, doesnt, doesn’t) matter (whose, who’s) bag it is, just move it.

e (When’s, Whens) the taxi arriving? (lts, It’s) imperative | arrive at the airport in time.

4 Fill in the gaps with appropriate contractions:

| simply believe that you are capable of telling the truth. been
lying to me since you were three years old. like to be able to believe you, but past history
shows you be trusted. | liked to let you go to the concert,

but be crazy to allow you out of the house. Why you be more
like your sister? never lied in her life. Seriously, a disgrace to the family!
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Apostrophes in possessives

Apostrophes can also show possession; that is, an apostrophe may be used to show that something belongs to, or is
owned by, someone:

Judy’s dog
In the above example, the apostrophe indicates that the dog belongs to Judy.

There are four rules to remember when using possessive apostrophes:
1 Add E] to a singular word:

the clown’s smile a cat’s tooth my father’s age a week’s worth of work

2 Add to plural words that do not end in ‘s’

the people’s choice my children’s shoes.

3 With plural words ending in ‘s’, add an apostrophe at the end:

the ladies” handbags my parents’ anniversary three weeks’ holiday the boys’ grammar school

4 Do not use an apostrophe with possessive pronouns: his, theirs, ours, youurs, its.

Note that if a name already has an ‘s’ at the end and adding a second one would make it sound clumsy or silly, then
add an apostrophe only:

Jesus’ words Socrates’ philosophy Biggins” house
Remember that it’s is short for it is. Do not confuse it with the possessive pronoun its:

It’s a nice day. It’s time to go. The cat licked its fur. A leopard can’t change its spots.

1 The nouns in italics in the following examples,aré possessive and require apostrophes:

a a lions roar d the chilérens playground g one boys bike
b all students bags e my daughters only friend h the peoples decision
¢ Ulysses uniform f London Girls College i three boys bikes

2 Fillin the gaps with eitheriit’s\orits. Be careful!

a not my responsibility, so out of my control.
b a disgrace that they charge so much.

¢ The eaglesis a magnificent bird. wingspan is most impressive.

d | must remember that is an abbreviation of it is!

3 This is a very rough copy of a best man’s wedding speech. It needs to be rewritten.

Good evening Ladies’ and Gentlemen! Welcome to Tracey and Shane’s special night. Firstly, Id like to introduce myself:

Im Jason Cook and Im Shanes best mate. Wev’e known each other since kinder and theres nothing | do’nt know about
this bloke! | cant tell you everything, but Im sure it wouldnt hurt to reveal a few of Shanes finer moments. Its a pity Shanes
true personality has to be revealed this way, but a best mans got responsibilities! Youll all know Shanes a member of the
footy club, but do you know what hes up to when he’s not out on the ground? You know those changing room’s out the

back? The one’s with the cold showers’ ? Well, last Grand Final ...
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Apostrophes revision

This unit focuses on ensuring you are able to use apostrophes accurately. Remember: apostrophes abbreviate words
(can’t, I'm, let’s) and show possession (Isaac’s book, the houses’ fences).

1 Place apostrophes in the correct places:

a Shyennes train set e a birds song i you cant sing

b a sheeps back f the televisions broken i mens toilets

c Floyds efforts g those boys ball k two weeks rest
d Ravis red cars h Jos jokes are pathetic I all ladies, lingerie

2 Place its or it’s in the spaces provided:

a _ quiteasunnyday, however  not hot enough for swimming.
b _ isapossessive pronoun.
¢ _ imperative that you remember to use an apostrophe‘in,. *~  correct place.
d We watchedtheapescratch __ tummy,rub ____ “ . <feyesystretch ___ armsandrun
fingers through partner’s fur. incredible to see how similar apes are to humans.
Actually, frightening!

3 These sentences are a bit of a mess. Pleasé rewrite them correctly:

a You cant expect a good nights’ sleep if your béds to6 short or too narrow.

b Childrens room’s need to be bright and colourful.

c After Tobys pathetic attempt’s, it was Percys, then Harrys’, and then, finally, it was Amadeus’s.

d Bethanys brother borrowed Grace’s games’ and lent them to Courtneys cousin’s.

4 Fill in the'gaps in the following sentences:

a Apostrophes are used to show letters are missing. That is, they words.
b Apostrophes also show That is, they show someone or something owns, or possesses, something.
¢ Add only an apostrophe at the end of ending in ‘s’.

d Add to a singular word to show possession.

e ltsis a possessive

5 Write four full sentences using two of the following words in each sentence:

Bridget’s scouts’ phone’s skink’s car’s police officer’s he’s maggots
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Quotation marks

Quotation marks, also called inverted commas, are used to show someone is speaking. In Australia, we use single
quotation marks; however in handwriting it is acceptable to use double quotation marks. Check with your teacher about
which you should use. The important thing is to be consistent.
Here are some guidelines to help you use quotation marks correctly:
1 You should place the quotation marks at the beginning and end of what is being said. Make sure the last quotation
mark is placed after the punctuation mark:

Katherine said, ‘Hello Grandma.” ‘Why not?’ pleaded Paris. ‘It’s too late for apologies,” I said.
2 Use commas to introduce the speech:

Kapila said, ‘T'm feeling tired.’ Samuel shouted, ‘Watch out!’

3 Use commas when the speech is interrupted:
‘T worked seven days straight,” Kapila said wearily, ‘so I'm feeling tired.’

In the above example, what Kapila said is all one sentence.
4 Use a capital letter at the beginning of new sentences:

“You came home late last night,” said Dad. ‘You’re grounded.’

In the above example, You're is the start of a new sentences
5 Always start on a new line when a new person starts to.speak:

‘Do you think Australia can win on Saturday?’ I asked Yolandas

‘Definitely,” she replied. ‘They’re unbeatable.’

1 Place quotation marks in the correct places'in the following sentences:
a | could never go out with someone,who hated gaming, declared Blake.
b | love you, Karen, cried Guntur. Don’t you understand that?
c Come in, said the interviewer. Take a seat. Please make yourself comfortable.

2 Punctuate the following,sentences. You'll need to place full stops, commas, apostrophes, question marks,
exclamation marks and gquetation marks in their correct places:

a Come on shouted thesboxer hit me with your best one
b | thinkdyouve made an error in question three the maths teacher pointed out
¢ Jack said lve, had enough of this and walked out
d A strange man approached me What day is it he asked
3 Look at these sentences. Only one of them is grammatically correct. Place a tick beside the correct one:
a ‘Akiko’ my uncle said, ‘you’ll never learn if you never try.’ D
b ‘Are you happy?’ asked Little Dorritt wistfully. D

¢ ‘How can | help you’? the doctor asked. D

4 Write a short dialogue between two people who are arguing about a car accident. Pay attention to your
use of quotation marks and other punctuation.
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Direct and indirect speech

1 Direct speech means the actual words of a speaker:

e The exact words of the speaker are enclosed by quotation marks.

e A capital letter is used at the beginning of the words spoken.

e Full stops, exclamation marks and question marks must be inside the quotation marks.

‘Please tie up your dog,” said the Ranger, ‘because he wanders at night.’
2 Indirect speech is a report of what was said by someone. It does not need quotation marks:

The coach demanded to know if anyone wanted out. He queried the chargen his mobile phone bill.

1 Change the direct speech in these sentences into indirect speech. The firstdhas,been‘done for you as an
example:

a Josaid, ‘What time is it?’ & Jo asked what time it was.

b Guna said, ‘I don’t want to walk home. It is too far.’

¢ Georgie was really frightened. ‘Do we have to go?’

d ‘You’re a chicken!” shouted Heath. | couldn’t take that insult, so | hit him.

e ‘I hereby declare you man and wife,” pronounecéed the/minister.

2 Change the indirect speech infthese senténces into direct speech:

a Malachy wanted to know.Whenthe essay was due in.

b A spider ran across Jessica’s foot and she screamed at us to kill it.

¢ Mikayla asked.if she could borrow my calculator for the exam.

3 Rewrite this text correctly, adding quotation marks to the direct speech. Remember to start a new line
for each speaker:

Have you finished your homework said her mother. Yes, said Taliba I’'m going out now. Her mother replied that she had

to be home by ten o’clock. | think that’s too early, Taliba said because the film doesn’t start till eight o’clock. Yes, but you
know the rules, said her mother. But the rules are unfair and unreasonable, moaned Taliba. Her mother sighed and asked
her if she remembered what happened last time she was allowed to stay out late. That wasn’t my fault argued Taliba. Maybe

not, said her mother, but I’'m not taking any chances. Be home by ten.
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Punctuating direct speech revision

Quotation marks enclose the actual words spoken by a speaker. You must never use quotation marks when you are
simply reporting what someone has said or thought. Be aware of the difference:

Ariana approached the conductor. ‘May I have a daily travel card please?’

Ariana asked the conductor for a daily travel card. I'd better ask for a daily travel card, thought Ariana.

Make sure you punctuate direct speech accurately:

e Ensure full stops, question marks and exclamation marks are inside the quotation marks.
e Use a capital letter only at the beginning of new direct speech, not interrupted sentences.
e Use commas to separate spoken words from unspoken words.

e Always start on a new line when there is a change of speaker.

Look at this example:

Deepak was thrilled to be able to tell his mum he had been made twelfth man,
‘What’s twelfth man?’ she asked. ‘How many men are there?’

‘Oh, Mum,” Deepak whined, ‘you’re such a loser.’

‘What?’ she said. ‘Don’t call me a loser. Is twelfth man good or bad?’

‘It’s good, when it’s for the Under 13 As,” he explained. ‘T might gétito field:’
‘But not bat or bowl?” his mum checked.

‘Na, but that’s okay,” Deepak said, “cause I'm rubbish at that.’

1 Carefully punctuate these sentences:
a May | see your licence please? asked<the policewoman.
b Angus leaned towards Samantha | really like wou he whispered.
¢ Thank you so much said Ahmed, It was a lovely meal.
d You shrieked Ewan are driving me insane!

2 Place atick beside the sentences that have been punctuated correctly:
a The wild things roared andi.gnashed their teeth until Meg said, ‘Be still!’ D
b The wild things reared and gnashed their teeth until Meg said, ‘be still!’ D

¢ Hassad was sent to bed without dinner because he called his little sister, ‘a rat.’ D

d Hassad was sent to bed without dinner because he called his little sister a rat. D

3 Reuwrite this text correctly:

Good morning Mr Young, said Paul. | am your temporary secretary. Ah yes, good morning, Mr Young said. Welcome to

the company. What'’s your name then? Paul Summers, replied Paul. Right Paul. Well, first things first. Could you please
sort out my diary? | think I'm double-booked this afternoon. Certainly Mr Young. Anything else? Yes, | need to reschedule
tomorrow’s meeting, Mr Young said. Ring David Gregorovich and tell him we have to meet next Friday. Mr Young looked
thoughtful. Actually, make that Thursday. | think I’'m busy on Friday. Paul got out the diary and started flicking pages. This
guy seems pretty organised, he thought. Much better than that fool | worked for last week. Paul looked up at Mr Young. No

problems, Mr Young. | look forward to working with you.
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Paragraphs

A paragraph is a group of sentences on the same topic or idea. The main sentence to introduce the topic is called the
topic sentence. It is often, but not always, the first sentence in a paragraph.

called indenting. When typing, it is acceptable to leave a line to separate paragraphs rather than indent.

paragraph when a new person speaks.

To start a new paragraph, leave a few centimetres from the left-hand side of the page before beginning to write. This is
You must begin a new paragraph every time you begin writing on a new topic or idea. You must also begin a new

These letters are good examples of paragraphing:

Dear Sandy, Dear Sir,

Sorry I have not written for a while. I have been I was appalled to read your recent article

really busy with preparation for the mid-year about the impending closure of the Afton Street
exams and the basketball finals. Nursing Home. Where are the residents expected

to go? It’s an abselute disgrace and I have

How have you been? Last time you wrote you : . o .
written totthe Premier and Minister for Housing.

were still suffering from glandular fever. I hope
that has now passed and you’re feeling better. I enjoyed, however, your very interesting article
on roses. I have been battling with black spot
for years and was pleased to learn of the new
antifungal spray now available.

I have kept up my surfing lessons although I
am not convinced I have got any better at it. My
sister can still stay up longer than I can.

I look forward to seeing you again. When are Thank you for continuing to publish a newspaper

f lity.
your parents going to bring you back to Winter gyruatty.
Bay? Yours faithfully,
Love Matt xxxx Vera Little

1

Highlight all the topic sentencesdn the above letters.

2 This text is confusing becausethe writer forgot to use paragraphs. Place asterisks where you think new

paragraphs should have, started:

Dear Sienna, My name is.Jergen and | am your new pen pal. My teacher gave me your address. | hope you are happy to hear
from me. | am fourteen years old and live with my large family in an isolated house in the mountains of Bavaria. | have three
sisters and four brothers, a mother and a stepfather. My favourite sport is ice hockey. | like to watch it in real life as well as

on television. I"have tried to play it myself but | am, unfortunately, a very uncoordinated sportsman. My school is about 35
kilometres from my house and my stepfather has to drive us to the bus stop very early in the morning. | do not like my school
as it has very poor facilities. | do not have access to a computer and there is no sports field. On the weekends | like to read
science-fiction novels and play the guitar. Sometimes | go skiing with my family. My teacher told me that all Australians have

kangaroos in their back gardens. Is this true? | look forward to hearing from you. Kind regards, Jergen Bergen

You have been sent to do work experience at the local newspaper. The editor has decided to let you
write an article. She gives you a choice: you can cover the public demonstrations against a proposed

freeway, or the construction of a new sports facility. Write your article!
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Topic sentences

All paragraphs require a topic sentence:
e Topic sentences are usually at the beginning of a paragraph because they introduce a new idea, point or issue.
e Topic sentences must contain one main idea; the rest of the paragraph is spent explaining, developing, supporting
and illustrating that idea.
e In creative writing, the topic sentence often indicates a change of place, time, activity or speaker.

¢ To ensure one paragraph flows logically into the next, it is sometimes useful (especially in non-fiction, writing) to
begin topic sentences with linking words such as secondly, thirdly, therefore, however, in addition finally and
alternatively.

Finally, note that it is possible to have a paragraph consisting of only one sentence.

1

Place a tick beside the sentences that you think would make good topic séntences:
a Maximian was the Emperor of Rome from 286 to 305 ck. D

b For example: broccoli, beans, spinach and red meat. D

¢ Finally, remember that recycling household rubbish benefits the whole community. D

d | enjoyed my holidays immensely. D

e And this displeased her. D

This text is confusing because it is not divided into clear paragraphs. Highlight what you think are the topic
sentences and place asterisks where you think paragraphs should begin:

Dear Sir, | am writing to apply for the positiongou advertised in Wednesday’s edition of the Baytown Observer. | am a full-
time student currently completing Year 12 at Baytown Secondary College. | am studying Economics, Accounting, Biology,
Maths and Physical Education. Although |'am dédicated to my studies, | have most weekends free and am keen to gain
part-time employment. | havealways'been an active sportsperson and enjoyed the small amount of coaching | have done
in the past. | used to play in.the senior Baytown hockey team and sometimes the coach would allow me to work with

the under tens when.their coach was ill. Last year, | was fortunate enough to be able to fill in as temporary coach for the
Baytown Broncos anddwe won the grand final. | have also assisted our school PE staff on inter-school sports days. | believe
| would make@ very, good cricket coach. Cricket is one of my passions and | am familiar with all rules and regulations. My
mother and | attend all state matches in Baytown and obsessively follow international games. | am a friendly, easy-going
sort of person and like spending time with younger kids. | enjoy the buzz of motivating others and seeing them succeed

in their ambitions. Please find attached my résumé and contact details. | look forward to hearing from you soon. Yours

faithfully, Dylan Lillie

Write a short story designed for a nine-year-old about an alien invasion of Earth. Ensure your

paragraphing is accurate and highlight all topic sentences to remind yourself of their purpose.
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Introduction to prefixes and suffixes

A prefix is a small group of letters placed at the beginning of a word to change the meaning of that word:
impossible, unreasonable, dislocate, infrequent, premeditate
A suffix is a small group of letters placed at the end of a word to change the meaning of that word.

meaningless,  fortunately, happiness, trying, careful, changeable, danced,

teams, monumental, moody, fatherhood, remuneration

1 Circle the prefixes and suffixes in these words:

a misappropriate e improbable i joyous m’ amputated
b dissimilar f unhappy j angrily n underglaze
c appropriately g regrettable k invulnerable o opinionated
d understandably h cabbage-like I untie p indifference

2 Think of four words that use the prefix ‘pre’:

a C

b d

3 Add a suffix to each of these words:

a nice e employ. i rain
b home f repent j four
¢ harm gn bush k hero
d worth h evapofrate I vex

4 Think of four words that use the suffix ‘less’:

a C

b d

5 Circle all of the prefixes and suffixes in these sentences:
a It was regrettable that we behaved so poorly.
b This has simply got to be stopped!
¢ Arthur was a kindly old soul who enjoyed pottering in his garden.
d Michael rowed his boat ashore.
e The typist was sacked after he misspelt the words knighthood, bicycle and submarine.
f Today | learnt all about prefixes and suffixes.
g We arrived on an international flight from Singapore.
h Some people go to extraordinary lengths to seek attention.

i Do you believe in a parallel universe?

Unit 34 Introduction to prefixes and suffixes 37





