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            Preface
 
            to the Third Edition
            

         
 
         Do you have trouble with punctuation? Are you frustrated when you can’t remember whether to use a comma or a full stop? Do you have difficulty constructing a sentence that sounds right? If so, then this book should help you. Written in an easy-to-read style, it takes you through the basics of English grammar. It explains the various parts of speech showing what role they each play in a sentence. It shows you how to improve your writing by choosing the right words and varying your sentence structure.
 
         The use of the various punctuation marks is explained and examples given. After reading this book, you will never again use a comma instead of a full stop! There is a chapter on the use of apostrophes. You are shown how to write dialogue and even how to set out a play. There is a chapter on avoiding the most common mistakes. At the end of each chapter there are exercises which will help to reinforce what you have learnt.
 
         Written in a simple style with frequent headings, this book is for anyone – of any age – who wishes to improve the standard of his or her English.
 
         Marion Field 
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            Following Grammatical Guidelines

         
 
         The organisation of language is known as grammar. Every word in the English language is a particular part of speech and has a name by which to identify it. Some parts of speech must be included in a sentence for it to make sense. Others are used to enhance your writing and make it interesting to read. The parts of speech that are essential for every sentence are nouns (or pronouns) and verbs.
         
 
         DISCOVERING NOUNS
 
         Nouns are the names of things, people or places. There are different types of nouns but you must include at least one noun or one pronoun in each sentence you write. There will be more about pronouns later.
         
 
         Identifying concrete or common nouns
 
         A concrete or common noun is the name given to a physical thing – something that can be seen:
         
 
         
            
                    
                           
                                  
                        	              
                        	book             
                        	cake             
                        	dog             
                        	elephant         
                     
         
                                  
                        	              
                        	fire             
                        	garage             
                        	hair             
                        	jewel         
                     
         
                                  
                        	              
                        	key             
                        	letter             
                        	needle             
                        	orchid         
                     
         
                                  
                        	              
                        	parchment             
                        	queen             
                        	recipe             
                        	sailor         
                     
         
                                  
                        	              
                        	tattoo             
                        	volunteer             
                        	watch             
                        	zoo         
                     
     
                   
               

            

         
 
         
         
 
         Forming plurals
 
         A noun is singular if it refers to one thing. Plural means  there is more than one of the item. To make a concrete noun  plural, it is usually necessary to add an ‘s’ at the end of the  word:
 
         
            
                    
                           
                                  
                        	              
                        	Singular 
                                     
                        	Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	bone             
                        	bones             
                        	          
                     
         
                                  
                        	              
                        	dog             
                        	dogs             
                        	          
                     
         
                                  
                        	              
                        	ear             
                        	ears             
                        	          
                     
         
                                  
                        	              
                        	friend             
                        	friends             
                        	          
                     
         
                                  
                        	              
                        	simile             
                        	similes             
                        	          
                     
         
                                  
                        	              
                        	metaphor             
                        	metaphors             
                        	          
                     
         
                                  
                        	              
                        	zoo             
                        	zoos             
                        	          
                     
     
                   
               

            

         
 
         Words that end in ‘ch’, ‘s’, ‘sh’ and ‘z’ have to add ‘es’ for ease of pronunciation:
 
         
            
                    
                           
                                  
                        	              
                        	Singular
                                     
                        	Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	bush             
                        	bushes             
                        	          
                     
         
                                  
                        	              
                        	buzz             
                        	buzzes             
                        	          
                     
         
                                  
                        	              
                        	crutch             
                        	crutches             
                        	          
                     
         
                                  
                        	              
                        	church             
                        	churches             
                        	          
                     
         
                                  
                        	              
                        	dash             
                        	dashes             
                        	          
                     
         
                                  
                        	              
                        	duchess             
                        	duchesses             
                        	          
                     
         
                                  
                        	              
                        	flash             
                        	flashes             
                        	          
                     
         
                                  
                        	              
                        	princess             
                        	princesses             
                        	          
                     
         
                                  
                        	              
                        	witness             
                        	witnesses             
                        	          
                     
     
                   
               

            

         
 
         Some words keep the same word for the plural as the  singular:
 
         
            
                    
                           
                                  
                        	              
                        	Singular
                                     
                        	Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	cod             
                        	cod             
                        	          
                     
         
                                  
                        	              
                        	deer             
                        	deer             
                        	          
                     
         
                                  
                        	              
                        	salmon             
                        	salmon             
                        	          
                     
         
                                  
                        	              
                        	sheep             
                        	sheep             
                        	          
                     
     
                   
               

            

         
 
          
         Other words change the form of the word as in the following:
 
         
            
                    
                           
                                  
                        	              
                        	Singular
                                     
                        	Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	child             
                        	children             
                        	          
                     
         
                                  
                        	              
                        	foot             
                        	feet             
                        	          
                     
         
                                  
                        	              
                        	goose             
                        	geese             
                        	          
                     
         
                                  
                        	              
                        	ox             
                        	oxen             
                        	          
                     
         
                                  
                        	              
                        	man             
                        	men             
                        	          
                     
         
                                  
                        	              
                        	tooth             
                        	teeth             
                        	          
                     
         
                                  
                        	              
                        	woman             
                        	women             
                        	          
                     
     
                   
               

            

         
 
         Identifying vowels and consonants
 
         All words are composed of vowels (a, e, i, o, u) and consonants (all other letters). Words that end in ‘y’ preceded by a consonant change the ‘y’ to an ‘i’ before adding ‘es’:
         
 
         
            
                    
                           
                                  
                        	              
                        	Singular
                                     
                        	Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	ally             
                        	allies             
                        	          
                     
         
                                  
                        	              
                        	county             
                        	counties             
                        	          
                     
         
                                  
                        	              
                        	cry             
                        	cries             
                        	          
                     
         
                                  
                        	              
                        	enemy             
                        	enemies             
                        	          
                     
         
                                  
                        	              
                        	reply             
                        	replies             
                        	          
                     
     
                   
               

            

         
 
         Some nouns that end in ‘f’ or ‘fe’ change the ending to ‘ves’ to make the plural:
 
         
            
                    
                           
                                  
                        	              
                        	Singular 
                                     
                        	Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	half             
                        	halves             
                        	          
                     
         
                                  
                        	              
                        	knife             
                        	knives             
                        	          
                     
         
                                  
                        	              
                        	wolf             
                        	wolves             
                        	          
                     
     
                   
               

            

         
 
         Unfortunately some words ending in ‘f’ keep it before adding an ‘s’:
 
         
            
                    
                           
                                  
                        	              
                        	Singular
                                     
                        	Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	hoof             
                        	hoofs             
                        	          
                     
         
                                  
                        	              
                        	proof             
                        	proofs             
                        	          
                     
     
                   
               

            

         
 
          
         For the following word you have a choice:
 
         
            
                         
                           
                                  
                        	              
                        	 dwarf             
                        	 dwarfs or dwarves             
                        	          
                     
     
                   
               

            

         
 
         Using proper nouns
 
         A proper noun is the name of a person, a place or a particular thing or institution. It always starts with a capital letter.
         
 
         Names of people
         
 
         
            
                    
                           
                                  
                        	              
                        	Alice             
                        	Bernard             
                        	Betty             
                        	Clive         
                     
         
                                  
                        	              
                        	Elizabeth             
                        	Lennie             
                        	Lucy             
                        	Richard         
                     
     
                   
               

            

         
 
         Titles are also written with a capital letter:
 
         
            
                    
                           
                                  
                        	              
                        	Mrs Alexander             
                        	Mr Bell             
                        	          
                     
         
                                  
                        	              
                        	Prince Edward             
                        	The Earl of Northumberland             
                        	          
                     
         
                                  
                        	              
                        	Lady Thatcher             
                        	The Countess of Wessex             
                        	          
                     
         
                                  
                        	              
                        	The Duchess of York             
                        	              
                        	          
                     
     
                   
               

            

         
 
         Names of places
 
         
            
                    
                           
                                  
                        	              
                        	England             
                        	Guildford             
                        	Hampshire             
                        	London         
                     
         
                                  
                        	              
                        	River Thames             
                        	Mount Everest             
                        	The Forest of Dean         
                     
         
                                  
                        	              
                        	The Lake District             
                        	              
                        	          
                     
     
                   
               

            

         
 
         Names of buildings and institutions
 
         
            
                    
                           
                                  
                        	              
                        	The British Broadcasting Corporation             
                        	The British Museum             
                        	          
                     
         
                                  
                        	              
                        	Buckingham Palace             
                        	Cleopatra’s Needle             
                        	          
                     
         
                                  
                        	              
                        	Nelson’s Column             
                        	The Royal Academy             
                        	          
                     
         
                                  
                        	              
                        	The Royal Air Force             
                        	The United Nations             
                        	          
                     
         
                                  
                        	              
                        	 Windsor Castle             
                        	              
                        	          
                     
     
                   
               

            

         
 
         
         
 
         Religious names
 
         All proper nouns connected with religion start with capital letters.
 
         
            
                    
                           
                                  
                        	              
                        	Bible             
                        	Christian             
                        	Christianity             
                        	Christmas         
                     
         
                                  
                        	              
                        	Easter             
                        	Eid             
                        	Judaism             
                        	Jew         
                     
         
                                  
                        	              
                        	Hanukka             
                        	Hindu             
                        	Islam             
                        	Koran         
                     
     
                   
               

            

         
 
         Looking at abstract nouns
 
         An abstract noun is more vague. It refers to a quality, an idea, a state of mind, an occasion, a feeling or a time. It cannot be seen or touched. The following are all abstract nouns:
 
         
            
                    
                           
                                  
                        	              
                        	anger             
                        	beauty             
                        	birth             
                        	brightness         
                     
         
                                  
                        	              
                        	criticism             
                        	comfort             
                        	darkness             
                        	excellence         
                     
         
                                  
                        	              
                        	happiness             
                        	health             
                        	jealousy             
                        	month         
                     
         
                                  
                        	              
                        	patience             
                        	peace             
                        	pregnancy             
                        	war         
                     
     
                   
               

            

         
 
         Finding collective nouns
 
         Collective nouns are nouns that refer to a group of objects or people. Although they represent a number of things, they are singular words as they can be made plural.
 
         
            
                    
                           
                                  
                        	              
                        	Singular
                                     
                        	Plural
                                     
                        	          
                     
         
                                  
                        	              
                        	class             
                        	classes             
                        	          
                     
         
                                  
                        	              
                        	choir             
                        	choirs             
                        	          
                     
         
                                  
                        	              
                        	collection             
                        	collections             
                        	          
                     
         
                                  
                        	              
                        	congregation             
                        	congregations             
                        	          
                     
         
                                  
                        	              
                        	crew             
                        	crews             
                        	          
                     
         
                                  
                        	              
                        	crowd             
                        	crowds             
                        	          
                     
         
                                  
                        	              
                        	flock             
                        	flocks             
                        	          
                     
         
                                  
                        	              
                        	group             
                        	groups             
                        	          
                     
         
                                  
                        	              
                        	herd             
                        	herds             
                        	          
                     
         
                                  
                        	              
                        	orchestra             
                        	orchestras             
                        	          
                     
         
                                  
                        	              
                        	team             
                        	teams             
                        	          
                     
     
                   
               

            

         
 
         
         
 
         Introducing verbal nouns or gerunds
 
         The form of the verb known as the present participle always ends in ‘ing’. As well as being used as a verb, this form can also be used as a noun. It is called a gerund or verbal noun. Look at the following sentences which use gerunds.
 
         
            I like shopping.
            
 
            The baby’s crying annoyed her.
            
 
            The howling of the wolves kept the hunters awake.
            
 
            The growling of the guard dog terrified the burglars.
            
 
            The pianist’s playing was superb.
            

         
 
         Sorting out subjects and objects
 
         The subject of the sentence is the noun or pronoun that is the main reason for the sentence. It performs the action.
         
 
         
            The boy ran across the road.
            

         
 
         ‘The boy’ is the subject of the sentence.
         
 
         The object of a sentence is the noun or pronoun to which something is done.
         
 
         
            Lucy played the piano.
            

         
 
         The ‘piano’ is the object of the sentence. A sentence must contain a subject but there does not have to be an object in the sentence. The following sentence does not contain an object:
         
 
         
            Lucy plays very well.

         
 
         
         
 
         KNOWING THE ARTICLES
 
         There are three articles:
 
         
            
                    
                           
                                  
                        	              
                        	the             
                        	a             
                        	an         
                     
     
                   
               

            

         
 
         ‘The’ is the definite article as it refers to a specific thing.
         
 
         
            The dress you made is beautiful.
            

         
 
         ‘A’ and ‘an’ are indefinite articles and are used more generally.
         
 
         
            Cathy is going to make a dress.

         
 
         ‘An’ is also an indefinite article and is used before a vowel for ease of pronunciation.
 
         
            I saw an elephant today.
            

         
 
         MAKING USE OF PRONOUNS
 
         A pronoun is a word that replaces a noun, a noun phrase or a noun clause. There will be more about phrases and clauses later. Each sentence must contain at least one noun or one pronoun.
         
 
         Discovering personal pronouns
 
         Personal pronouns take the place of nouns, noun phrases and noun clauses. They are known as the first, second and third persons. They can be used as both subjects and objects within your sentence. Look at the following table. 
         
 
         
            
                    
                           
                                  
                        	              
                        	Singular 
                                     
                        	Plural
                                 
                     
         
                                  
                        	              
                        	Subject
                                     
                        	Object
                                     
                        	Subject
                                     
                        	Object
                                 
                     
         
                                  
                        	First person             
                        	I             
                        	me             
                        	we             
                        	us         
                     
         
                                  
                        	Second person             
                        	you             
                        	you             
                        	you             
                        	you         
                     
         
                                  
                        	Third person             
                        	he             
                        	him             
                        	they             
                        	them         
                     
         
                                  
                        	              
                        	she             
                        	her             
                        	they             
                        	them         
                     
         
                                  
                        	              
                        	it             
                        	it             
                        	they             
                        	them         
                     
     
                   
               

            

         
 
         Notice that the second person is the same in both the singular and plural. In the past thou (subject) and thine/thee (object) was used as the singular but today you is in general use for both although you may still hear thou in some parts of the country.
         
 
         Replacing nouns with personal pronouns
 
         So that a noun is not repeated too frequently, a personal pronoun is often used to replace it. Look at the following sentence:
         
 
         
            Sarah was annoyed that Sarah was not allowed to go to the party.

         
 
         Obviously this sentence would be better if the second ‘Sarah’ was replaced by ‘she’.
 
         
            Sarah was annoyed that she was not allowed to go to the party.
            

         
 
         ‘She’ is the subject of the second part of the sentence.
 
         
            Tracy went to the party. She enjoyed the party.

         
 
         This sentence would be better if ‘party’ was not used twice. 
         
 
         
            Tracy went to the party. She enjoyed it.

         
 
         ‘It’ is the object of the second sentence.
 
         When writing, check that you don’t repeat nouns unnecessarily. Replace them with pronouns.
 
         Using demonstrative pronouns
 
         Demonstrative pronouns can also replace nouns. The demonstrative pronouns are:
         
 
         
            
                    
                           
                                  
                        	              
                        	Singular:
                                     
                        	this             
                        	that         
                     
         
                                  
                        	              
                        	Plural:
                                     
                        	these             
                        	those         
                     
     
                   
               

            

         
 
         
            This is their house.
            

         
 
         In the above sentence ‘this’ stands for ‘their house’.
 
         
            Those are his cattle.
            

         
 
         ‘Those’ replaces ‘his cattle’.
 
         ‘This’, ‘that’, ‘these’ and ‘those’ can also be used as adjectives if they are attached to a noun. There will be more about this in a later chapter.
 
         Using possessive pronouns
 
         Possessive pronouns also replace nouns and indicate that something ‘belongs’. They are related to the personal pronouns. 
         
 
         
            
                    
                           
                                  
                        	              
                        	              
                        	              
                        	Personal
                                     
                        	Possessive
                                 
                     
         
                                  
                        	              
                        	First person             
                        	– singular             
                        	I             
                        	mine         
                     
         
                                  
                        	              
                        	              
                        	– plural             
                        	we             
                        	ours         
                     
         
                                  
                        	              
                        	Second person             
                        	– singular             
                        	you             
                        	yours         
                     
         
                                  
                        	              
                        	              
                        	– plural             
                        	you             
                        	yours         
                     
         
                                  
                        	              
                        	Third person             
                        	– singular             
                        	he             
                        	his         
                     
         
                                  
                        	              
                        	              
                        	              
                        	she             
                        	hers         
                     
         
                                  
                        	              
                        	              
                        	              
                        	it             
                        	its         
                     
         
                                  
                        	              
                        	              
                        	– plural             
                        	they             
                        	theirs         
                     
     
                   
               

            

         
 
         
            This book is mine.
            
 
            Yours is the blame.
            
 
            The prize was his.
            
 
            That new house is theirs.
            

         
 
         Using reflexive pronouns
 
         Reflexive pronouns are used when the subject and the object of the sentence refer to the same person or thing. They ‘reflect’ the subject.
         
 
         
            
                    
                           
                                  
                        	              
                        	              
                        	Personal pronouns 
                                     
                        	Reflexive pronouns
                                 
                     
         
                                  
                        	              
                        	First person singular             
                        	I             
                        	myself         
                     
         
                                  
                        	              
                        	Second person singular             
                        	you             
                        	yourself         
                     
         
                                  
                        	              
                        	Third person singular             
                        	he             
                        	himself         
                     
         
                                  
                        	              
                        	              
                        	she             
                        	herself         
                     
         
                                  
                        	              
                        	              
                        	it             
                        	itself         
                     
         
                                  
                        	              
                        	First person plural             
                        	we             
                        	ourselves         
                     
         
                                  
                        	              
                        	Second person plural             
                        	you             
                        	yourselves         
                     
         
                                  
                        	              
                        	Third person plural             
                        	they             
                        	themselves         
                     
     
                   
               

            

         
 
         
            I washed myself thoroughly.
            
 
            The cat licked itself all over.
            
 
            You mustn’t blame yourself.
            

         
 
         Notice that the reflexive third person plural pronoun is themselves not theirselves.
         
 
         
            They wore themselves out.
            

         
 
         not
         
 
         
            They wore theirselves out.
            

         
 
         Using intensive pronouns
 
         Intensive pronouns are the same words as reflexive pronouns but are used for emphasis.
         
 
         
            He, himself, presented the prizes.
            
 
            I wrote it myself.
            

         
 
         It is not correct to use this form of the pronoun when the object does not reflect the subject.
         
 
         
            That house belongs to myself.
            

         
 
         This is incorrect. It should be:
 
         
            That house belongs to me.
            

         
 
         Asking a question
 
         Interrogative pronouns are used to ask a question and are usually at the beginning of a sentence. They are:
         
 
         
            
                    
                           
                                  
                        	              
                        	which             
                        	who             
                        	whom             
                        	whose         
                     
     
                   
               

            

         
 
         
            Which will you wear?
            
 
            Who is that boy?
            
 
            To whom are you speaking?
            
 
            Whose is that?
            

         
 
         
         
 
         
            Do remember to put a question mark at the end of your sentence.
            

         
 
         FINDING OUT ABOUT VERBS
 
         Verbs are the ‘doing’ or ‘being’ words in a sentence. Without them your work will make no sense. There is one ‘being’ verb, the verb ‘to be’; the rest are ‘doing’ verbs. The verb ‘to be’ and the verb ‘to have’ are often joined with other words to change the tense. They are known as auxiliary verbs. The verb ‘to do’ can also sometimes be used as an auxiliary verb and placed before another verb.
         
 
         
            The truant was running down the street.
            
 
            The child has fallen over.
            
 
            She did bake a cake for the competition.
            

         
 
         Using finite verbs
 
         For a sentence to make sense it must contain a finite verb as well as the noun or pronoun which is the subject of the sentence. The verb must show ‘person’ (first, second or third), number (singular or plural) and tense (past, present or future). A finite verb changes its form depending on the tense. Look at the following sentence:
         
 
         
            Mary drew a picture.

         
 
         ‘Mary’ (third person– she) is the subject of the sentence. The verb ‘drew’ has a ‘person’ connected to it, ‘Mary’, who is singular (number), and ‘drew’ is the past tense of the verb ‘to draw’. Therefore it is a finite verb. It would also be a finite verb in the present tense:
         
 
         Mary draws a picture.
 
         
            All sentences must contain at least one finite verb.
            

         
 
         Using non-finite verbs
 
         Non-finite verbs never change their form. The non-finite parts of the verbs are:
         
 
         
            ♦ the base form of the verb: write, dance
 
            ♦ the infinitive – the verb introduced by ‘to’: to be, to write, to dance
 
            ♦ the present participle which always ends in ‘ing’: writing, dancing
 
            ♦ the past participle which sometimes ends in ‘ed’ but has exceptions as many verbs are irregular.

         
 
         Looking at the participles
 
         The present and the past participles of ‘doing’ verbs can be used with the auxiliary verbs ‘to be’ and ‘to have’. This will change the form of the verb and make a finite verb. A verb sometimes consists of more than one word. 
         
 
         Revising the verb ‘to be’
 
         Present and past tenses of the verb ‘to be’
 
         
            
                    
                           
                                  
                        	              
                        	              
                        	Present tense
                                     
                        	Past tense
                                 
                     
         
                                  
                        	              
                        	I             
                        	am             
                        	was         
                     
         
                                  
                        	              
                        	you             
                        	are             
                        	were         
                     
         
                                  
                        	              
                        	he, she, it             
                        	is             
                        	was         
                     
         
                                  
                        	              
                        	we             
                        	are             
                        	were         
                     
         
                                  
                        	              
                        	they             
                        	are             
                        	were         
                     
     
                   
               

            

         
 
         Present and past tenses of the verb ‘to have’
 
         
            
                    
                           
                                  
                        	              
                        	I             
                        	have             
                        	had         
                     
         
                                  
                        	              
                        	you             
                        	have             
                        	had         
                     
         
                                  
                        	              
                        	he, she, it             
                        	has             
                        	had         
                     
         
                                  
                        	              
                        	we             
                        	have             
                        	had         
                     
         
                                  
                        	              
                        	they             
                        	have             
                        	had         
                     
     
                   
               

            

         
 
         Using the present participle
 
         The present participle of the verb can be used with the verb ‘to be’ to form the present and past ‘progressive’ tenses. This suggests that the action is still continuing. The participle remains the same but the tense of the verb ‘to be’ changes.
 
         The present progressive tense using the present participle ‘writing’
         
 
         
            I am writing.
            
 
            You are writing.
            
 
            He, she is writing.
            
 
            We are writing.
            
 
            They are writing.
            

         
 
         
         
 
         The past progressive tense using ‘writing’
 
         
            I was writing.
            
 
            You were writing.
            
 
            He, she was writing.
            
 
            We were writing.
            
 
            They were writing.
            

         
 
         Checking the tenses
 
         Both the present progressive and the past progressive tenses use the present participle not the past. Mistakes are often made with the verb ‘to sit’.
         
 
         
            I was sat in my place.
            

         
 
         This is wrong. ‘Sat’ is the past participle of the verb to ‘to sit’ and should be used with the verb ‘to have’ not ‘to be’. The sentence should read:
         
 
         
            
                    
                           
                                  
                        	              
                        	I was sitting in my place.
                                     
                        	(verb ‘to be’ + the present participle)         
                     
     
                   
               

            

         
 
         or
 
         
            I had sat in my place. (verb ‘to have’ + the past participle)
            

         
 
         The progressive aspect of the verb can also be used in the perfect tense. This also suggests a continuous action. In this case the past participle of the verb ‘to be’, ‘been’ is placed with the verb ‘to have’ and the verb that is being used.
 
         Present perfect progressive tense
 
         
            The baby has been crying all day.
            

         
 
         
         
 
          Past perfect progressive
         
 
         
            The student had been working hard all summer.
            

         
 
         Using the past participle
 
         The past participle of a verb is often the same as the ordinary past tense and ends in ‘ed’. It can be used with the verb ‘to have’ to form the present perfect tense and the past perfect tense. The present perfect tense uses the present tense of the verb ‘to have’ and the past perfect uses the past tense.
 
         
            
                    
                           
                                  
                        	              
                        	Present perfect tense
                                     
                        	Past perfect tense
                                 
                     
         
                                  
                        	              
                        	I have danced             
                        	I had danced         
                     
         
                                  
                        	              
                        	you have danced             
                        	you had danced         
                     
         
                                  
                        	              
                        	he, she has danced             
                        	he, she had danced         
                     
         
                                  
                        	              
                        	we have danced             
                        	we had danced         
                     
         
                                  
                        	              
                        	they have danced             
                        	they had danced         
                     
     
                   
               

            

         
 
         The past participle will have a different ending from ‘-ed’ if it is an irregular verb.
 
         
            
                    
                           
                                  
                        	              
                        	Present perfect tense
                                     
                        	Past perfect tense
                                 
                     
         
                                  
                        	              
                        	I have written             
                        	I had written         
                     
         
                                  
                        	              
                        	You have written             
                        	You had written         
                     
         
                                  
                        	              
                        	He has written             
                        	She had written         
                     
         
                                  
                        	              
                        	We have written             
                        	We had written         
                     
         
                                  
                        	              
                        	They have written             
                        	They had written         
                     
     
                   
               

            

         
 
         The following table shows some of the irregular verbs:
 
         
            
                    
                           
                                  
                        	              
                        	Base form
                                     
                        	Infinitive
                                     
                        	Present participle
                                     
                        	Past participle
                                 
                     
         
                                  
                        	              
                        	be             
                        	to be             
                        	being             
                        	been         
                     
         
                                  
                        	              
                        	build             
                        	to build             
                        	building             
                        	built         
                     
         
                                  
                        	              
                        	do             
                        	to do             
                        	doing             
                        	done         
                     
         
                                  
                        	              
                        	drink             
                        	to drink             
                        	drinking             
                        	drunk         
                     
         
                                  
                        	              
                        	fling             
                        	to fling             
                        	flinging             
                        	flung         
                     
         
                                  
                        	              
                        	go             
                        	to go             
                        	going             
                        	gone         
                     
         
                                  
                        	              
                        	know             
                        	to know             
                        	knowing             
                        	know         
                     
         
                                  
                        	              
                        	see             
                        	to see             
                        	seeing             
                        	seen         
                     
         
                                  
                        	              
                        	speak             
                        	to swim             
                        	swimming             
                        	swum         
                     
         
                                  
                        	              
                        	wear             
                        	to wear             
                        	wearing             
                        	worn         
                     
         
                                  
                        	              
                        	write             
                        	to write             
                        	writing             
                        	written         
                     
     
                   
               

            

         
 
         
         
 
         
            Use ‘to be’ with the present participle.
            
 
            Use ‘to have’ with the past participle.
            

         
 
         Introducing phrases
 
         If you have only non-finite parts of the verb – base form, infinitive, present and past participles, in your work, you are not writing in sentences. The following examples are phrases because they do not contain a finite verb. There will be more about phrases in the next chapter.
         
 
         
            Leap a hurdle
 
            To be a teacher
 
            Running across the road
 
            Written a letter

         
 
         None of the above has a subject and the participles ‘running’ and ‘written’ need parts of the verbs ‘to be’ or ‘to have’ added to them. A sentence must have a subject. The previous examples have none. A subject must be added. Look at the revised sentences.
         
 
         
            She leapt the hurdle.

         
 
         A subject ‘she’ has been added and ‘leapt’ is the past tense. 
         
 
         
            John wanted to be a teacher.

         
 
         ‘John’ is the subject and ‘wanted’ is the finite verb. It has person, number and tense so this is a sentence.
         
 
         
            She was running across the road.

         
 
         The subject is ‘she’ and ‘was’ has been added to the present participle to make the past progressive tense. The finite verb is ‘was running’.
 
         
            He has written a letter.

         
 
         ‘He’ is the third person and ‘has’ has been added to the past participle to make the perfect tense. The finite verb is ‘has written’.
 
         
            A finite verb can be more than one word.
            

         
 
         Looking at tenses
 
         Finite verbs show tense – past, present and future.
 
         The present and past tenses
 
         The past tense often ends in ‘ed’. Notice that the third person singular in the present tense usually ends in ‘s’.
 
         
            
                    
                           
                                  
                        	              
                        	              
                        	To play
                                     
                        	          
                     
         
                                  
                        	              
                        	Present tense
                                     
                        	              
                        	Past tense
                                 
                     
         
                                  
                        	              
                        	I play             
                        	              
                        	I played         
                     
         
                                  
                        	              
                        	you play             
                        	              
                        	you played         
                     
         
                                  
                        	              
                        	he, she, it plays             
                        	              
                        	he, she, it played         
                     
         
                                  
                        	              
                        	we play             
                        	              
                        	we played         
                     
         
                                  
                        	              
                        	they play             
                        	              
                        	they played         
                     
     
                   
               

            

         
 
         There are however, many exceptions where the past tense does not end in ‘ed’. Following are some of the verbs which have irregular past tenses. As with verbs that end in ‘ed’, the word remains the same for all persons.
         
 
         
            
                    
                           
                                  
                        	              
                        	Infinitive
                                     
                        	Past tense
                                 
                     
         
                                  
                        	              
                        	to build             
                        	built         
                     
         
                                  
                        	              
                        	to do             
                        	did         
                     
         
                                  
                        	              
                        	to drink             
                        	drank         
                     
         
                                  
                        	              
                        	to fling             
                        	flung         
                     
         
                                  
                        	              
                        	to grow             
                        	grew         
                     
         
                                  
                        	              
                        	to hear             
                        	heard         
                     
         
                                  
                        	              
                        	to know             
                        	knew         
                     
         
                                  
                        	              
                        	to leap             
                        	leapt         
                     
         
                                  
                        	              
                        	to swim             
                        	swam         
                     
         
                                  
                        	              
                        	to tear             
                        	tore         
                     
         
                                  
                        	              
                        	to write             
                        	wrote         
                     
     
                   
               

            

         
 
         The past and perfect tenses
 
         Your essays and short stories will usually be written in the past tense. For the purpose of your writing, this will be the time at which the actions are taking place. If you wish to go further back in time, you will have to use the past perfect tense. Look at the following example:
 
         
            He looked at the letter. Taking another one from the drawer, he compared the handwriting. It was the same. He had received the first letter a week ago.
            

         
 
         ‘Looked’ and ‘compared’ are the past tense because the actions are taking place ‘now’ in terms of the passage. ‘Had received’ is the past perfect tense because the action is further back in time.
 
         
         
 
         The future tense
 
         When writing the future tense of the verb, use ‘shall’ with the first person and ‘will’ with the second and third person.
 
         
            I shall go to London tomorrow.
            
 
            You will work hard at school.
            
 
            Mark will write to you this evening.
            
 
            That tree will shed its leaves in the aturum.
            
 
            We shall win the match.
            
 
            They will move house next month.
            

         
 
         However, sometimes ‘shall’ and ‘will’ can change places for emphasis.
 
         
            I will go to London tomorrow. (This suggests determination)
            
 
            You shall go to the ball, Cinderella. (It will be made possible)
            

         
 
         Present participle and infinitive
 
         The verb ‘to be’ followed by the present participle ‘going’ is also used to express the future tense. It is followed by the infinitive of the appropriate verb. The use of this is becoming more common.
 
         
            I am going to start writing a novel.
            
 
            They are going to visit their mother.
            

         
 
         Sometimes the verb ‘to be’ followed by the present participle also indicates the future.
         
 
         
            The train is leaving in five minutes.
            
 
            The film is starting soon.
            

         
 
         The future progressive
 
         As with the present progressive and the past progressive tenses, the future progressive also uses the present participle.
 
         
            I shall be visiting her next week.
            
 
            The Browns will be buying a dog soon.
            

         
 
         Looking at direct and indirect objects
 
         There are both direct and indirect objects. If there is only one object in a sentence, it will be a direct object and will have something ‘done to it’ by the subject.
         
 
         
            Tom scored a goal (direct object).
            
 
            Judy ate her lunch (direct object).
            

         
 
         Sometimes there are two objects as in the following sentences:
 
         
            She gave me some sweets.
            
 
            He threw Mary the ball.
            

         
 
         ‘Sweets’ and ‘ball’ are both direct objects. ‘Me’ and ‘Mary’ are indirect objects. The word ‘to’ is ‘understood’ before them.
 
         
         
 
         
            She gave (to) me the sweets.
 
            He threw (to) Mary the ball.

         
 
         Looking at complements
 
         If the word at the end of the sentence refers directly to the subject, it is known as the complement and the preceding verb will usually be the verb ‘to be’.
         
 
         
            Joan (subject) is a nurse (complement).
            
 
            Michael (subject) was the winner of the race (complement).
            

         
 
         Transitive and intransitive verbs
 
         Verbs that are followed by an object are called transitive verbs. Those that have no object are intransitive. Some verbs can be used both transitively and intransitively.
         
 
         Transitive verbs
 
         If there is an object in the sentence, the verb is transitive.
 
         
            He threw the ball.
            

         
 
         ‘The ball’ is the object and therefore the verb ‘threw’ is transitive.
 
         
            The doctor examined the patient.
            

         
 
         ‘The patient’ is the object. The verb ‘examined’ is transitive. 
         
 
         Intransitive verbs
 
         If the verb is not followed by an object, then it is an intransitive verb.
         
 
         
            She dances beautifully.
            
 
            He writes very neatly.
            

         
 
         There is no object in either of these sentences so both ‘dances’ and ‘writes’ are intransitive.
 
         Verbs that are both transitive and intransitive
 
         Many verbs can be used both transitively and intransitively. It depends on how they are used in the sentence.
 
         
            He wrote a letter. (transitive: ‘letter’ is the object.)
 
            She writes beautifully. (intransitive. There is no object.)
 
            Joe swam a length. (transitive: ‘length’ is the object.)
 
            The girls swam quickly. (intransitive. There is no object.)

         
 
         Using the active or passive voice
 
         Look at these two sentences:
 
         
            His mother scolded Tom. (Active voice)
 
            Tom was scolded by his mother. (Passive voice)

         
 
         In the first sentence the mother is doing the action. This is called the active voice. In the second sentence Tom has something done to him. This is known as the passive voice. Both are acceptable but you can choose which is more suitable for the work you are writing. The active voice is commonly used as it has a more direct effect and usually uses fewer words. However, there are certain situations where the passive voice is more appropriate. Look at the following sentence:
         
 
         
            The traitor was condemned to death.

         
 
         The important person here is the traitor. We are not interested in who condemned him to death.
         
 
         RECOGNISING INTERJECTIONS
 
         Interjections have no particular part to play in the sentence. They can express disgust, surprise, fear, fatigue, elation, boredom or some other emotion. Some examples are:
         
 
         
            
                    
                           
                                  
                        	              
                        	ah             
                        	eh             
                        	oh             
                        	er             
                        	hello         
                     
         
                                  
                        	              
                        	well             
                        	really             
                        	              
                        	              
                        	          
                     
     
                   
               

            

         
 
         They can sometimes be more than one word and are often followed by exclamation marks:
 
         
            
                    
                           
                                  
                        	              
                        	Oh dear!             
                        	What a pity!             
                        	Oh no!             
                        	Dear, dear!         
                     
     
                   
               

            

         
 
         CHECKLIST
 
         
            ♦ Nouns are the names of things.
 
            ♦ Proper nouns always start with a capital letter.
 
            ♦ Pronouns take the place of nouns. 
            
 
            ♦ Verbs are ‘doing’ or ‘being’ words.
 
            ♦ A sentence must contain at least one noun or pronoun and one finite verb. 
            

         
 
         PRACTISING WHAT YOU’VE LEARNT
 
         1. Write the plurals of the following words:
 
         
            
                    
                           
                                  
                        	              
                        	cat             
                        	crutch             
                        	child             
                        	deer         
                     
         
                                  
                        	              
                        	duchess             
                        	dwarf             
                        	half             
                        	lady         
                     
         
                                  
                        	              
                        	man             
                        	marriage             
                        	metaphor             
                        	simile         
                     
     
                   
               

            

         
 
         2. In the passage identify all the following:
 
         
            
                    
                           
                                  
                        	              
                        	concrete nouns             
                        	proper nouns             
                        	abstract nouns         
                     
         
                                  
                        	              
                        	collective nouns             
                        	gerunds             
                        	finite verbs         
                     
         
                                  
                        	              
                        	personal pronouns             
                        	demonstrative pronouns             
                        	          
                     
         
                                  
                        	              
                        	possessive pronouns             
                        	interrogative pronouns             
                        	          
                     
     
                   
               

            

         
 
         
            Jenny decided to go to the town. She had suffered a bout of depression  the day before when she had been in the audience at the local theatre.  One of the actors had collapsed. She thought a day’s shopping would be  therapy for her. That had helped her in the past. It started to rain  hard and she went to a cafe for a coffee. She left her umbrella in the  stand. When she left, there were several umbrellas and she couldn’t  remember which was hers. Which one was it?

         

         
            3. In the following passage, identify the non-finite and finite verbs.

Jo was bored. He wanted to play football but it was raining. Staring gloomily out of the window, he looked in vain for some blue sky. Annoyed, he picked up his latest football magazine to see if he could do the crossword.
            
   
            4. In the following sentences identify the complements, direct objects and indirect objects
 
            
               (a) The teacher gave Jack a library book to read.
 
               (b) She wrote several letters while she was waiting.
 
               (c) He bought an ice cream at the kiosk near the beach.
 
               (d) She gave him an apple.
 
               (e) Their headmaster became an inspector.
 
               (f) Peter is a good swimmer.

            
 
            5. In the following sentences which verbs are used transitively and which intransitively?
 
            
               (a) The baby cried all day.
 
               (b) He gave a lecture about the eclipse.
 
               (c) He threw the ball accurately at the wicket.
 
               (d) She is always talking.

            
 
            6. Change the following sentences to the passive voice.
 
            
               (a) The hostess served the guest of honour first.
 
               (b) The landlord installed night storage heaters for his tenants.

            
 
            See page 151 for suggested answers.

         

      

      
    

  


End of sample
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