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Reference
PARTS OF SPEECH

PART OF SPEECH DEFINITION EXAMPLES

noun a name, object, concept or person

adjective describes a noun or pronoun

verb shows an action or a state of being

adverb describes verbs, adjectives, and other adverbs, giving 
information on how, where, when, or how much

pronoun takes the place of a noun

preposition describes the relationship between a noun or pronoun and 
another word in the sentence

conjunction a joining word, used to link words, phrases, or clauses

interjection an exclamation or remark

article used with a noun to specify whether the noun is 
a particular person or thing, or something general

determiner precedes a noun and puts the noun in context

The different types of words that make up sentences are called 
parts of speech. Only nouns and verbs are essential elements of 
a sentence, but other parts of speech, such as adjectives and 
adverbs, can make a sentence more descriptive.

The English alphabet has 26 letters. “A,” “E,” “I,” “O,” and “U”  
are vowels, and the rest are consonants.

THE ALPHABET

R
R1

R2
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PUNCTUATION

PUNCTUATION MARK NAME USE

period (US) 
full stop (UK)

• marks the end of a complete statement
• marks the end of an abbreviated word

ellipsis • marks where text has been omitted or a sentence is unfinished

comma

• follows an introductory word, phrase, or clause
•  can separate a non-essential part of a sentence
• can be used with a conjunction to join two main clauses
• separates words or phrases in a list
• represents omitted words to avoid repetition in a sentence
•  can be used between an introduction to speech and direct speech

semi-colon • separates two main clauses that are closely related
• separates items in a complex list

colon

•  connects a main clause to a clause, phrase, or word that is an 
explanation of the main clause, or that emphasizes a point  
in the main clause

• introduces a list after a complete statement
• introduces quoted text

apostrophe • marks missing letters
• indicates possession

hyphen
• links two words in compound modifiers and some compound nouns
•  can be used in fractions and in numbers from twenty-one  

to ninety-nine
• can join certain prefixes to other words

inverted commas
• can be used before and after direct speech and quoted text
• pick out a word or phrase in a sentence
• can be used around titles of short works

question mark • marks the end of a sentence that is a question

exclamation mark • marks the end of a sentence that expresses strong emotions
• can be used at the end of an interruption to add emphasis

parentheses (US) 
brackets (UK)

• can be used around non-essential information in a sentence
• can be used around information that provides clarification

dash
• can be used in pairs around interruptions
• marks a range of numbers (5–6 hours)
• indicates start and end of a route (Paris–Dover rally)

bullet point • indicates a point in a list

slash • can be used to show an alternative instead of using the word “or”

R3
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The present continuous is used to talk about ongoing actions that are happening 
in or around the present moment. It is formed with “be” and a present participle.

The present simple is used to make simple statements of fact, to talk about things 
that happen repeatedly, and to describe things that are always true.

Imperatives are used to give commands or to make requests.  
They are formed using the base form of the verb.

PRESENT TENSES

THE IMPERATIVE

SUBJECT

SUBJECT

VERB

“DON’T”

REST OF SENTENCE

PRESENT PARTICIPLE

VERB

“BE”

REST OF SENTENCE

VERB REST OF SENTENCE

REST OF SENTENCE

Add “do not” or “don’t” to 
make an imperative negative.

R4

R5
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The present perfect continuous describes an activity that took place over a period of time 
in the recent past. The activity might just have stopped or might still be happening.

The past continuous is used in English to talk about actions or events that were ongoing 
at some time in the past. It is formed with “was” or “were” and a present participle.

The present perfect simple is used to talk about events in the past that still have 
an effect on the present moment. It is formed with “have” and a past participle.

The past simple describes single, completed actions in the past. 
It is the most commonly used past tense in English.

PRESENT PERFECT TENSES

PAST TENSES

SUBJECT

SUBJECT

SUBJECT

PAST PARTICIPLE

PRESENT PARTICIPLE REST OF SENTENCE

“BEEN”

“HAVE / HAS”

“BE”

“HAVE / HAS”

REST OF SENTENCE

PRESENT PARTICIPLE REST OF SENTENCE

SUBJECT REST OF SENTENCEVERB

R7

R6
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The future with “going to” is used to talk about decisions that have already been made, 
or to make predictions when there is evidence in the present moment to support them.

FUTURE FORMS

SUBJECT “GOING TO”“BE” BASE FORM REST OF SENTENCE

The past perfect continuous describes a repeated action or ongoing activity 
that was taking place before another completed event in the past.

“Used to” is used with the base form of a verb to talk about past habits or past 
states.  “Would” can also be used in this way, but only to talk about past habits.

The past perfect simple is used to talk about a completed action that 
took place before another completed action in the past.

“USED TO” AND “WOULD”

PAST PERFECT TENSES

SUBJECT PAST PARTICIPLE

BASE FORM

“HAD”

“USED TO / WOULD”

REST OF SENTENCE

REST OF SENTENCE

SUBJECT PRESENT PARTICIPLE“HAD BEEN” REST OF SENTENCE

R10

R9

R8

SUBJECT
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The future with “will” is used to talk about decisions made at the time 
of speaking, to make predictions not supported by evidence, to offer 
to do something, or to make promises.

The future continuous uses “will” or “going to” and “be” with a present participle to 
describe an event or situation that will be in progress at some point in the future.

The future perfect is used to talk about an event that will overlap with, 
or finish before, another event or point in the future.

FUTURE PERFECT

The future perfect continuous is used to predict the length of an activity. 
This tense looks back from that imagined time in the future.

SUBJECT

SUBJECT

SUBJECT

SUBJECT

BASE FORM

PRESENT PARTICIPLE

PAST PARTICIPLE

PRESENT PARTICIPLE

REST OF SENTENCE

REST OF SENTENCE

REST OF SENTENCE

REST OF SENTENCE

“WILL”

“WILL BE”

“WILL HAVE”

“WILL HAVE BEEN”

R11

330-349_Reference.indd   335 26/07/2016   12:42



335

The future with “will” is used to talk about decisions made at the time 
of speaking, to make predictions not supported by evidence, to offer 
to do something, or to make promises.

The future continuous uses “will” or “going to” and “be” with a present participle to 
describe an event or situation that will be in progress at some point in the future.

The future perfect is used to talk about an event that will overlap with, 
or finish before, another event or point in the future.

FUTURE PERFECT

The future perfect continuous is used to predict the length of an activity. 
This tense looks back from that imagined time in the future.

SUBJECT

SUBJECT

SUBJECT

SUBJECT

BASE FORM

PRESENT PARTICIPLE

PAST PARTICIPLE

PRESENT PARTICIPLE

REST OF SENTENCE

REST OF SENTENCE

REST OF SENTENCE

REST OF SENTENCE

“WILL”

“WILL BE”

“WILL HAVE”

“WILL HAVE BEEN”

R11

330-349_Reference.indd   335 26/07/2016   12:42



336

FORMING NEGATIVES

TENSE

MODAL VERB

NEGATIVE STATEMENT

NEGATIVE STATEMENT

POSITIVE STATEMENT

POSITIVE STATEMENT

Present simple with “be” 

Present simple with other verbs

Present continuous

Past simple with “be”

Past simple with other verbs

Past continuous

Present perfect simple

Present perfect continuous

Past perfect simple

Past perfect continuous

Future with “going to”

Future with “will”

Future continuous

Future perfect simple

Future perfect continuous

R12
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“HAD”“HAVE”“WOULD”“WILL”“BE”PRONOUN

VERB AND “NOT” MODAL VERB AND “HAVE”CONTRACTION CONTRACTION

CONTRACTIONSR13

These contractions are often spelled incorrectly 
because they look and sound very similar to other 
words. Contracted forms always use an apostrophe.

COMMON MISTAKES CONTRACTIONS
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Prepositions are words that are used to create or show relationships between 
different parts of a clause, for example time, place, or reason. They can only  
be followed by a noun, pronoun, noun phrase, or gerund.

PREPOSITION PREPOSITIONSAMPLE SENTENCE SAMPLE SENTENCE

PREPOSITIONSR14
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ADJECTIVE PREPOSITION SAMPLE SENTENCE

Some adjectives have to be followed by a specific preposition. 

ADJECTIVES AND PREPOSITIONSR15
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ADJECTIVE PREPOSITION SAMPLE SENTENCE

Some adjectives have to be followed by a specific preposition. 

ADJECTIVES AND PREPOSITIONSR15
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Some nouns have to be followed by a specific preposition. 

NOUNS AND PREPOSITIONS

NOUN PREPOSITION SAMPLE SENTENCE

R16
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Some verbs have to be followed by a specific preposition.

VERBS AND PREPOSITIONSR17

VERB PREPOSITION SAMPLE SENTENCE
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Some verbs have to be followed by a specific preposition.

VERBS AND PREPOSITIONSR17

VERB PREPOSITION SAMPLE SENTENCE
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Some verbs are followed by an infinitive or a gerund. Some 
can be followed by either without changing their meaning.

VERBS WITH GERUNDS OR INFINITIVES

VERBS FOLLOWED BY AN INFINITIVE

VERBS FOLLOWED BY A GERUND

VERBS FOLLOWED BY AN INFINITIVE OR A GERUND (NO CHANGE IN MEANING)

R18
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State verbs describe states, such as emotions, possession, senses,  
or thoughts. They are not usually used in continuous tenses.

COMMON STATE VERBS

MEANING STATE VERB SAMPLE SENTENCE

feeling / wanting

thinking

being / existing

possessing

sensing

having a quality

R19
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Some phrasal verbs can be separated by the object of the verb. In these cases, the verb goes first, 
then the object, then the particle. This separation is usually optional. However, if the object of a 
separable phrasal verb is a pronoun, then the phrasal verb must be separated by the pronoun.

SEPARABLE PHRASAL VERBS

PHRASAL VERB DEFINITION SAMPLE SENTENCE

look after a child until he / she is an adult

mention something

perform an action

clean something thoroughly

restore / decorate something

write information in a form

make something completely full

find / get something after it has been lost / taken

stop doing something

distribute something

not include something / someone

release something / someone

find information, e.g. in a dictionary

invent something

take hold of something and lift it

demolish / destroy something

delay doing something

arrange / organize something

start a new hobby

get rid of something

refuse / reject something / someone

start an electrical device

make someone stop sleeping

write something on paper

R20
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Some phrasal verbs cannot be separated. Their object 
always comes after them, even if it is a pronoun.

INSEPARABLE PHRASAL VERBS

PHRASAL VERB DEFINITION SAMPLE SENTENCE

announce your arrival

find by chance

reduce / decrease something

handle / manage someone or something

manage without something

have a good relationship

walk / climb on or off a bus, train, plane, etc.

leave a car / taxi, etc.

recover (from an illness)

finish something successfully

check or examine something

match, suit

get news from somebody

keep the same pace as others

take care of someone

try to find, search 

be excited about something in the future

examine something carefully

respect and admire someone

meet someone by chance

not have any left

mean, represent

be similar to an older relative

become something else

R21
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Some words in English sound the same or very similar,  
but mean different things. It is essential to spell the words 
correctly to achieve the correct meaning in a sentence. 

COMMONLY CONFUSED WORDSR22
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Regular past participles are made 
with the base form of the verb  
plus “-ed.” The spelling of some  
of these base forms changes  
slightly before adding “-ed.”

All present participles and gerunds 
are formed by adding “-ing” to the 
base form of the verb. The spelling 
of some base forms changes slightly 
before adding “-ing.”

Most plurals in English are formed by adding “-s” to the end of the singular noun.  
However, some plurals are irregular, either taking a different ending, or not changing at all.

SPELLING RULES

IRREGULAR PLURALS

SINGULAR SINGULARPLURAL PLURAL

R23

R24

BASE FORM

BASE FORM

GERUND

PAST PARTICIPLE

RULE

RULE

Remove the silent "-e" before adding "-ing."

Change "-ie" to "y" before adding "-ing."

Double last letter if word ends with stressed 
syllable of consonant-vowel-consonant.

Last letter is "-e," so just add "-d"

Change consonant plus "-y" to "-ied."

Double last letter if word ends with stressed 
syllable of consonant-vowel-consonant.
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Linking words are used to link two or more words, phrases or clauses together. 
They are usually conjunctions, but can also be adverbial phrases.

LINKING WORDS

LINKING WORD USE SAMPLE SENTENCE

adds a contrast

contrasts with something just said

links two similar words, phrases, or clauses

gives a reason for an action

adds a condition

adds further information 

gives a reason for an action

links two contrasting words, phrases, or clauses

gives a result of a previous action

adds supporting information

adds contrasting information

adds a condition

adds information

gives a purpose for an action

adds supporting information

links two things that are not true or possible

links two alternatives

gives a reason for an action

gives a reason for an action

gives a purpose for an action

gives a result of an action

adds a condition

adds a contrast

adds a contrast

R25
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English has lots of words to talk about when things happen. They usually act as prepositions, conjunctions, or adverbs. 

TIME WORDS

TIME WORD USE SAMPLE SENTENCE

shows an event will happen very soon

shows an event in the main clause follows 
another event 

shows an event has happened before another 
event or a particular time

indicates an event happens at the same time as 
another event

indicates an event (in the main clause) happens 
straight after another event

shows an event (in the main clause) precedes 
another event

shows an event precedes or happens at  
the same time as an event in the main clause

shows an event happened after a long time

indicates an event at the end of a list / 
sequence, or that happened after a long time

shows an event happened after a long time

shows an event happened very recently

indicates an event after the time of speaking or 
the time that is being talked about

indicates an event happens at the same time as 
another event

indicates an event in a sequence

indicates an event starts to happen (in the main 
clause) after another one

shows an event continuing from a past time to 
the present

shows an event at the time of speaking started 
in the past and is continuing

indicates an event in a sequence, or one event 
that happens after another 

shows an event continues up to the time of 
another event

shows an event happens at the same time as or 
after another event

indicates an event happens at the same time as 
another event

shows an expected event has not happened, or 
asks whether it has happened

R26
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absolute adjective 
A word that describes a quality 
which cannot be changed or 
modified, e.g. unique.

abstract noun  
A word that refers to a quality 
rather than a thing or person, 
e.g. beauty, hope.

action verb (dynamic verb) 
A type of verb that describes  
an action, e.g. run, and can  
be used in the simple  
and continuous tenses. 
see also state verb

active voice  
Indicates that the person or 
thing who is doing the action  
is the subject of the verb. 
see also passive voice

adjective 
A word that describes a noun 
or pronoun, e.g. quick.

adverb 
A word that describes a verb, 
adjective, or another adverb, 
e.g. quickly.

adverb of degree 
An adverb that tells you “how 
much,” e.g. extremely.

adverb of frequency 
An adverb that tells you “how 
often,” e.g. usually.

adverb of manner 
An adverb that tells you “how,” 
e.g. badly.

adverbial 
A phrase that is used as an 
adverb, e.g. on the table 
(expressing place), tomorrow 
evening (expressing time).

agent 
The person or thing that does 
the action. The subject of the 
verb in an active clause, but 
not in a passive clause.

agreement 
When the verb form is correct 
for the subject, e.g. He is = 
singular subject + singular verb.

apostrophe 
The punctuation mark that 
shows either belonging, e.g. 
John’s cat, or a contraction  
e.g. I’m happy.

article 
The words a, an, and the, which 
show whether something is 
general or specific. 
see also zero article

auxiliary verb 
A verb which is used with 
another verb, e.g. to form 
tenses, most commonly be, do, 
and have.  
see also main verb

backchanneling 
The words and noises that  
a listener makes to show they 
are listening, e.g. Really?

backshift 
In reported speech, when the 
verb moves back one tense 
into the past, e.g. present 
simple to past simple.

base form (bare infinitive) 
The most basic form of a verb, 
e.g. be, run, write.  
see also infinitive

cardinal number 
The numbers used for 
counting, e.g. one, two. 
see also ordinal number

classifying adjective 
An adjective that describes the 
type of the noun that it defines, 
e.g. in medical student, 
“medical” describes the  
type of student.

clause 
A group of words that  
contains a verb.

closed question 
A question that can be 
answered with “yes” or “no,”  
e.g. Are you English?  
see also open question

collective noun 
A singular noun that refers to  
a group of people or things,  
e.g. family, team.

comparative adjective 
An adjective that compares 
one thing or group of things 
with another, e.g. better.  
see also superlative adjective

complement 
The word or phrase that comes 
after verbs such as be, become, 
seem, appear, e.g. “happy” in 
She’s happy.  
see also linking verb

complex preposition 
A preposition that contains two 
or more words, e.g. next to, 
because of.

compound noun 
A noun that contains two or 
more words, e.g. post office.

compound tense 
A tense which uses an auxiliary 
verb, e.g. the present perfect: 
has done.

concrete noun 
A noun that refers to 
something you can touch,  
see, hear, smell, or taste,  
e.g. table, teacher.

conditional 
The verb structure used when 
one event or situation depends 
on another event or situation 
happening first.

conjunction 
A word that links two words  
or groups of words, e.g. and, 
because, if.

consonant 
Most letters / sounds in English, 
but not a, e, i, o, u. y can 
operate as a consonant or  
a vowel. 

continuous (progressive) 
Continuous tenses express 
actions that are in progress at  
a specific time, e.g. I’m writing.

contraction 
Two words that are joined with 
an apostrophe to form one 
word, e.g. we’re.

conversational ellipsis 
When words are left out in 
informal conversation, e.g.  
[Do you] Want a cup of coffee?

coordinating conjunction 
A word that links two clauses  
of equal importance, e.g. and, 
but, or.  
see also subordinating 
conjunction

countable 
A noun that can be counted, 
e.g. one book, two books.  
see also uncountable

defining relative clause 
A clause that starts with a 
relative pronoun (such as who 
or which). It gives information 
that defines something in the 
main clause. 
see also non-defining  
relative clause

definite article 
The word the, which specifies 
which noun that follows it,  
e.g. the house in the woods.  
see also indefinite article

demonstrative determiner /
pronoun 
Words that specify a noun as 
closer to (this, these) or more 
distant from (that, those) the 
speaker, e.g. This watch is 
cheaper than that one  
in the window.

dependent preposition 
A preposition that always 
follows a particular verb, noun, 
or adjective, e.g. afraid of.

determiner 
A word that comes before  
a noun and identifies it, e.g. the 
book, this book.
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direct object 
The person or thing affected  
by the action of the verb,  
e.g. “him” in We followed him. 
see also indirect object

direct question 
A question without an 
introductory phrase,  
e.g. What time is it?

direct speech 
The words that are actually  
said to make a statement or 
question, e.g. It’s raining.

discourse marker 
A word or phrase that is  
used in conversation to  
direct the discussion or add 
comment, e.g. Well, Right.

double object verb 
A verb that has two objects, 
e.g. “me” and “the phone” in 
Give me the phone.

dummy subject 
The word “it” used without 
referring to a noun,  
e.g. It’s five o’clock.

-ed adjective 
An adjective that describes 
how somthing is affected,  
e.g. bored, excited.  
see also -ing adjective

ellipsis 
When words or phrases are left 
out of a clause, usually because 
they don’t need to be repeated, 
e.g. He got up and [he] had  
a shower.

emphasis 
When a word is said more 
loudly because it is more 
important.  
see also stress

extreme adjective 
An adjective that has a stronger 
meaning than a gradable 
adjective with a similar 
meaning, e.g. freezing is the 
extreme adjective for cold.

first conditional 
A sentence with “if ” that 
describes a possible future 
situation that depends on 
another situation, e.g. If it rains, 
I’ll stay here.

focus 
Part of a sentence that is  
moved to the beginning 
because it is more important.

formal 
Formal language is used in 
situations where you don’t 
know the people very well,  
or when you want to keep 
social distance.  
see also informal

future continuous 
A tense that is formed with will 
be and the present participle.  
It expresses an action that will 
be in progress at a point in  
the future.

future perfect 
A tense that is formed with will 
have and the past participle, 
e.g. will have done. It expresses 
an action that will be complete 
at a point in the future.

future perfect continuous 
A tense that is formed with will 
have been and the present 
participle, e.g. will have been 
doing. It expresses an ongoing 
action that will be complete at 
a point in the future.

gerund (verbal noun) 
The -ing form of a verb, when  
it is used as a noun,  
e.g. No smoking.

gradable adjective 
An adjective that can be used 
with adverbs of degree (such as 
very) and can be used in the 
comparative form.  
see also non-gradable adjective

grading adverb 
An adverb of degree that can 
be used with gradable 
adjectives. 
see also non-grading adverb

hedging 
Words or phrases that make  
a speaker seem less certain or 
direct, e.g. apparently, I think.

imperative 
An order to someone, e.g. 
Stop! The imperative is often  
a verb on its own in its  
base form.

indefinite article 
The words a and an, which 
come before nouns when it 
doesn’t matter which noun is 
being referred to, or if it is 
being mentioned for the first 
time, e.g. Can I borrow a pen?  
see also definite article

indefinite pronoun 
A pronoun that does not refer 
to a specific person or thing, 
e.g. someone, nothing.

indirect object 
The person or thing that is 
affected by the action of  
a transitive verb, but is not the 
direct object, e.g. “the dog” in  
I gave the ball to the dog. 
see also direct object

indirect question 
A question that begins with  
a polite phrase, e.g. Can you 
tell me what time it is?

infinitive 
The base form of a verb, often 
with the infinitive marker “to,” 
e.g. to go, to run. 

infinitive clause 
A clause whose verb is in  
the infinitive form, e.g. It’s 
important to complete the form 
in full. 

informal 
Informal language is used in 
situations where you know the 
people well and feel relaxed.  
see also formal

-ing adjective 
An adjective that describes  
the effect something has,  
e.g. boring, exciting.  
see also -ed adjective

inseparable phrasal verb 
A phrasal verb that is always 
used with the particle,  
e.g. I take after my mother.  
see also separable phrasal verb

intransitive verb 
A verb that does not take  
a direct object.  
see also transitive verb

introductory “it” 
“It is” used at the start of  
a sentence to refer to a general 
idea, e.g. It is difficult to ski.

inversion 
When positions of two parts  
of a clause swap around,  
e.g. the subject and the verb  
in questions.

irregular 
A word that behaves differently 
from most words like it,  
e.g. men is an irregular plural 
noun. see also regular

linking verb 
A verb that links two parts  
of a clause (the subject and 
complement) rather than 
describing an action, such  
as be, seem, become,  
e.g. She is really angry.

main clause 
A clause that could form  
a complete sentence on its own. 
see also subordinate clause

main verb 
The verb in a group of verbs 
that carries the meaning,  
e.g. “ride” in I can ride a bike.

modal verb 
A type of auxiliary verb that  
is used with a main verb  
to show ideas like ability  
and permission.

modifier 
A word that adds information 
to another word, e.g. “really”  
in really interesting.

negative 
A clause that contains a word 
like not or never.
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direct object 
The person or thing affected  
by the action of the verb,  
e.g. “him” in We followed him. 
see also indirect object

direct question 
A question without an 
introductory phrase,  
e.g. What time is it?

direct speech 
The words that are actually  
said to make a statement or 
question, e.g. It’s raining.

discourse marker 
A word or phrase that is  
used in conversation to  
direct the discussion or add 
comment, e.g. Well, Right.

double object verb 
A verb that has two objects, 
e.g. “me” and “the phone” in 
Give me the phone.

dummy subject 
The word “it” used without 
referring to a noun,  
e.g. It’s five o’clock.

-ed adjective 
An adjective that describes 
how somthing is affected,  
e.g. bored, excited.  
see also -ing adjective

ellipsis 
When words or phrases are left 
out of a clause, usually because 
they don’t need to be repeated, 
e.g. He got up and [he] had  
a shower.

emphasis 
When a word is said more 
loudly because it is more 
important.  
see also stress

extreme adjective 
An adjective that has a stronger 
meaning than a gradable 
adjective with a similar 
meaning, e.g. freezing is the 
extreme adjective for cold.

first conditional 
A sentence with “if ” that 
describes a possible future 
situation that depends on 
another situation, e.g. If it rains, 
I’ll stay here.

focus 
Part of a sentence that is  
moved to the beginning 
because it is more important.

formal 
Formal language is used in 
situations where you don’t 
know the people very well,  
or when you want to keep 
social distance.  
see also informal

future continuous 
A tense that is formed with will 
be and the present participle.  
It expresses an action that will 
be in progress at a point in  
the future.

future perfect 
A tense that is formed with will 
have and the past participle, 
e.g. will have done. It expresses 
an action that will be complete 
at a point in the future.

future perfect continuous 
A tense that is formed with will 
have been and the present 
participle, e.g. will have been 
doing. It expresses an ongoing 
action that will be complete at 
a point in the future.

gerund (verbal noun) 
The -ing form of a verb, when  
it is used as a noun,  
e.g. No smoking.

gradable adjective 
An adjective that can be used 
with adverbs of degree (such as 
very) and can be used in the 
comparative form.  
see also non-gradable adjective

grading adverb 
An adverb of degree that can 
be used with gradable 
adjectives. 
see also non-grading adverb

hedging 
Words or phrases that make  
a speaker seem less certain or 
direct, e.g. apparently, I think.

imperative 
An order to someone, e.g. 
Stop! The imperative is often  
a verb on its own in its  
base form.

indefinite article 
The words a and an, which 
come before nouns when it 
doesn’t matter which noun is 
being referred to, or if it is 
being mentioned for the first 
time, e.g. Can I borrow a pen?  
see also definite article

indefinite pronoun 
A pronoun that does not refer 
to a specific person or thing, 
e.g. someone, nothing.

indirect object 
The person or thing that is 
affected by the action of  
a transitive verb, but is not the 
direct object, e.g. “the dog” in  
I gave the ball to the dog. 
see also direct object

indirect question 
A question that begins with  
a polite phrase, e.g. Can you 
tell me what time it is?

infinitive 
The base form of a verb, often 
with the infinitive marker “to,” 
e.g. to go, to run. 

infinitive clause 
A clause whose verb is in  
the infinitive form, e.g. It’s 
important to complete the form 
in full. 

informal 
Informal language is used in 
situations where you know the 
people well and feel relaxed.  
see also formal

-ing adjective 
An adjective that describes  
the effect something has,  
e.g. boring, exciting.  
see also -ed adjective

inseparable phrasal verb 
A phrasal verb that is always 
used with the particle,  
e.g. I take after my mother.  
see also separable phrasal verb

intransitive verb 
A verb that does not take  
a direct object.  
see also transitive verb

introductory “it” 
“It is” used at the start of  
a sentence to refer to a general 
idea, e.g. It is difficult to ski.

inversion 
When positions of two parts  
of a clause swap around,  
e.g. the subject and the verb  
in questions.

irregular 
A word that behaves differently 
from most words like it,  
e.g. men is an irregular plural 
noun. see also regular

linking verb 
A verb that links two parts  
of a clause (the subject and 
complement) rather than 
describing an action, such  
as be, seem, become,  
e.g. She is really angry.

main clause 
A clause that could form  
a complete sentence on its own. 
see also subordinate clause

main verb 
The verb in a group of verbs 
that carries the meaning,  
e.g. “ride” in I can ride a bike.

modal verb 
A type of auxiliary verb that  
is used with a main verb  
to show ideas like ability  
and permission.

modifier 
A word that adds information 
to another word, e.g. “really”  
in really interesting.

negative 
A clause that contains a word 
like not or never.
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negative adverbial 
A phrase that acts as an adverb 
and has a negative meaning, 
e.g. not only, not until.

non-defining relative clause 
A clause that starts with  
a relative pronoun (such as 
who or which). It gives 
non-essential information 
about the main clause.  
see also defining relative clause

non-gradable adjective 
An adjective that cannot be 
used in the comparative form 
and can only be used with 
certain adverbs of degree  
(such as absolutely). 
see also gradable adjective

non-grading adverb 
An adverb of degree that can 
be used with non-gradable 
adjectives.

noun 
A word that refers to a person, 
place, or thing.

noun phrase 
A noun, pronoun, or a number 
of words that are linked to  
a noun, e.g. the blue house.

object 
A noun or pronoun that follows 
a verb or a preposition.

object pronoun 
A pronoun that usually follows 
a verb or a preposition,  
e.g. me, them.

object question 
A question where the question 
word is the object, e.g. “What” 
in What did you say?

open question 
A question that cannot be 
answered with “yes” or “no” and 
starts with a question word 
(such as when or who). 
see also closed question

ordinal number 
The numbers used for 
ordering, e.g. first, second. 
see also cardinal number

participle 
The form of a verb used to 
make compound tenses.  
see also past participle and 
present participle

particle  
A word that follows a verb  
to form a phrasal verb. 

passive voice 
Indicates that the person or 
thing affected by the action  
is the subject of the verb.  
see also active voice

past continuous 
A tense that is formed with  
was or were and the present 
participle, e.g. was doing.  
It expresses an ongoing  
action in the past.

past participle 
The participle form of a verb 
that is used to make perfect 
tenses and the passive,  
e.g. walked, done, eaten.

past perfect 
A tense that is formed with  
had and the past participle,  
e.g. had done. It expresses  
a completed action that 
happened before another 
action or state in the past.

past perfect continuous 
A tense that is formed with  
had been and the present 
participle, e.g. had been doing. 
It expresses an ongoing action 
that happened before another 
action or state in the past.

past simple 
A tense that consists only of the 
past form of a verb, e.g. walked, 
said, ate. It expresses a 
completed action in the past.

perfect  
Perfect tenses express a link 
between two times, e.g. the 
present perfect links the past 
with the present. 

person 
The form of a pronoun that 
shows who is speaking (I, we), 

who is being spoken to (you) 
or who or what is being 
mentioned (he, she, it, they). 
Verbs also reflect person,  
e.g. am is the first person 
singular form of be.

personal pronoun 
A word that refers to people  
or things that have already 
been mentioned, e.g. he, they.

phrasal verb 
A combination of verb + particle 
that is always used together and 
has a different meaning from the 
verb on its own, e.g. make up 
meaning “invent.”

plural 
The form of a word used when 
there is more than one of 
something, e.g. books, they.  
see also singular

positive 
A clause that expresses what 
someone or something is or 
does. It does not contain  
a negative word.  
see also negative

possessive determiner 
A word that comes before a 
noun and shows belonging, 
e.g. my, our, his.

possessive pronoun 
A word that replaces a noun 
and shows belonging,  
e.g. mine, ours, his.

prefix 
Letters at the beginning of  
a word that change its 
meaning, e.g. “re-” in replace. 
see also suffix

preposition 
A short word that links two 
nouns or pronouns to show  
a relationship, e.g. to, at,  
with, from.

prepositional phrase 
A phrase that starts with a 
preposition, e.g. on the bus,  
at five o’clock.

present continuous 
A tense that is formed with the 
present of be and the present 
participle, e.g. is doing.  
It expresses an ongoing action  
in the present.

present participle 
The participle form of a verb 
that is used to make continuous 
tenses, e.g. walking, doing.

present perfect 
A tense that is formed with the 
present of have and the past 
participle, e.g. have done.  
It expresses an action that 
started in the past and is still 
continuing or that happened  
in the past but has a result  
in the present.

present perfect continuous 
A tense that is formed with  
has / have been and the present 
participle, e.g. has / have been 
doing. It expresses an ongoing 
action that started in the past 
and is still continuing.

present simple 
A tense that consists only of 
 the present form of a verb,  
e.g. walk, say, eat. It expresses  
a general truth about  
the present.

pronoun 
A word that replaces a noun, 
when the noun has already 
been mentioned, e.g. it, that.

proper noun 
A noun that is the name of  
a person, place, day, etc.,  
e.g. Maria, France, Sunday.

quantifier 
A word that usually comes 
before a noun and expresses  
a quantity or amount,  
e.g. several, many, much.

question 
A sentence that asks for 
something, usually information. 
The verb usually comes before 
the subject.
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question word 
A word is used to start open 
questions, e.g. What, Which, 
Who, Why, How.

question tag 
A short phrase that makes  
a statement into a question,  
e.g. “isn’t it” in It’s hot today, 
isn’t it?

reflexive pronoun 
A word that refers to the 
subject of the clause, when  
the subject and object are  
the same, e.g. myself.

regular 
A word that behaves in the 
same way as most words like  
it, e.g. books is a regular plural 
noun and waited is a regular 
past simple form.  
see also irregular

relative clause 
A clause that gives information 
about the subject or object of 
the main clause.

relative pronoun 
A word that introduces  
a relative clause, e.g. who,  
that, which.

reported question 
A question that is repeated 
after it was actually asked, often 
by another person, e.g. She 
asked if the bus was full.

reported speech 
Statements and questions that 
are repeated after they were 
actually said, often by another 
person, e.g. He said the bus  
was full.

reporting verb 
A verb that introduces reported 
speech, e.g. say, tell.

root 
The part of a word to which  
a suffix or prefix is added,  
e.g. “employ” is the root  
of employable.

second conditional 
A sentence with “if ” that 
describes an imaginary future 
situation, or an impossible 
present situation, e.g. If I were 
you, I’d take an umbrella.

sentence 
A group of one or more clauses.

separable phrasal verb 
A phrasal verb that can be  
used with the particle after a 
noun or pronoun, e.g. bring 
the subject up / bring it up. 
see also inseparable  
phrasal verb

short answer 
An answer to a closed question 
that only uses the subject and 
auxiliary verb, e.g. Yes, I do. 

short question 
A question with just an 
auxiliary verb and subject, 
which is used to show interest 
in a conversation, e.g. Is it? 

simple 
Simple tenses are formed with 
a main verb only; they don’t 
need an auxiliary verb in their 
positive forms.

singular 
The form of a word that is used 
to refer to just one person or 
thing, e.g. book. 
see also plural

stalling 
Using words or short phrases in 
conversation to give yourself 
time to think about what to say, 
e.g. Let’s see…

state verb (stative verb) 
A type of verb that describes 
situations, thoughts, or feelings, 
e.g. seem, think, like.  
see also action verb

statement 
A sentence that offers 
information, i.e. not a question 
or an imperative.

stress 
Saying one syllable in a word, 
or one word in a sentence, 
more strongly than the others.   
see also emphasis

subject 
The person / thing / place, etc. 
that usually comes before the 
verb in a clause.

subject pronoun  
A word that replaces a noun  
as the subject of a clause,  
e.g. I, she, they.

subject question 
A question where the question 
word is the subject, e.g. “Who” 
in Who invited you?  
see also object question

subordinate clause 
A clause which is dependent 
on the main clause, usually 
introduced by a subordinating 
conjunction.

subordinating conjunction 
A word that links two clauses that 
are not of equal importance,  
i.e. a subordinate clause to a 
main clause, e.g. because, if.  
see also coordinating 
conjunction

substitution 
The use of a word to replace 
another, e.g. “He” in He’s in the 
kitchen.

suffix 
Letters at the end of a word 
that change its meaning,  
e.g. “-able” in enjoyable.  
see also prefix

superlative adjective 
An adjective that indicates the 
most extreme of a group of 
things, e.g. best.  
see also comparative adjective

syllable 
Every word is made up of  
a number of syllables, each of 
which contain a vowel sound, 
e.g. teach (one syllable), 
teacher (two syllables).

tense 
The form of a verb that shows 
the time of the action,  
e.g. present simple, past simple.

third conditional 
A sentence with “if ” that 
describes an impossible past 
situation and its impossible 
result, e.g. If I had studied 
harder, I would have passed  
the exam.

time marker 
A word or phrase that indicates 
a time, e.g. now, at the 
moment, tomorrow.

transitive verb 
A verb that takes a direct object.  
see also intransitive verb

uncountable 
A noun that cannot be 
counted, e.g. water, money.  
see also countable

verb 
A word that refers to a situation 
or an action, e.g. stay, write.

vowel 
The English letters a, e, i, o, u.  
see also consonant

word class 
Shows the function of a word 
in a sentence, e.g. noun, verb, 
adjective are all word classes.

word order 
The position that different 
words have in a clause,  
e.g. the subject usually comes 
before the verb, and adjectives 
of opinion come before  
adjectives of fact.

zero article 
When there is no article before 
plural or uncountable nouns.

zero conditional  
A sentence with “if ” or “when” 
that describes a present 
situation or a regular action, 
e.g. If it rains, the roads flood.
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question word 
A word is used to start open 
questions, e.g. What, Which, 
Who, Why, How.

question tag 
A short phrase that makes  
a statement into a question,  
e.g. “isn’t it” in It’s hot today, 
isn’t it?

reflexive pronoun 
A word that refers to the 
subject of the clause, when  
the subject and object are  
the same, e.g. myself.

regular 
A word that behaves in the 
same way as most words like  
it, e.g. books is a regular plural 
noun and waited is a regular 
past simple form.  
see also irregular

relative clause 
A clause that gives information 
about the subject or object of 
the main clause.

relative pronoun 
A word that introduces  
a relative clause, e.g. who,  
that, which.

reported question 
A question that is repeated 
after it was actually asked, often 
by another person, e.g. She 
asked if the bus was full.

reported speech 
Statements and questions that 
are repeated after they were 
actually said, often by another 
person, e.g. He said the bus  
was full.

reporting verb 
A verb that introduces reported 
speech, e.g. say, tell.

root 
The part of a word to which  
a suffix or prefix is added,  
e.g. “employ” is the root  
of employable.

second conditional 
A sentence with “if ” that 
describes an imaginary future 
situation, or an impossible 
present situation, e.g. If I were 
you, I’d take an umbrella.

sentence 
A group of one or more clauses.

separable phrasal verb 
A phrasal verb that can be  
used with the particle after a 
noun or pronoun, e.g. bring 
the subject up / bring it up. 
see also inseparable  
phrasal verb

short answer 
An answer to a closed question 
that only uses the subject and 
auxiliary verb, e.g. Yes, I do. 

short question 
A question with just an 
auxiliary verb and subject, 
which is used to show interest 
in a conversation, e.g. Is it? 

simple 
Simple tenses are formed with 
a main verb only; they don’t 
need an auxiliary verb in their 
positive forms.

singular 
The form of a word that is used 
to refer to just one person or 
thing, e.g. book. 
see also plural

stalling 
Using words or short phrases in 
conversation to give yourself 
time to think about what to say, 
e.g. Let’s see…

state verb (stative verb) 
A type of verb that describes 
situations, thoughts, or feelings, 
e.g. seem, think, like.  
see also action verb

statement 
A sentence that offers 
information, i.e. not a question 
or an imperative.

stress 
Saying one syllable in a word, 
or one word in a sentence, 
more strongly than the others.   
see also emphasis

subject 
The person / thing / place, etc. 
that usually comes before the 
verb in a clause.

subject pronoun  
A word that replaces a noun  
as the subject of a clause,  
e.g. I, she, they.

subject question 
A question where the question 
word is the subject, e.g. “Who” 
in Who invited you?  
see also object question

subordinate clause 
A clause which is dependent 
on the main clause, usually 
introduced by a subordinating 
conjunction.

subordinating conjunction 
A word that links two clauses that 
are not of equal importance,  
i.e. a subordinate clause to a 
main clause, e.g. because, if.  
see also coordinating 
conjunction

substitution 
The use of a word to replace 
another, e.g. “He” in He’s in the 
kitchen.

suffix 
Letters at the end of a word 
that change its meaning,  
e.g. “-able” in enjoyable.  
see also prefix

superlative adjective 
An adjective that indicates the 
most extreme of a group of 
things, e.g. best.  
see also comparative adjective

syllable 
Every word is made up of  
a number of syllables, each of 
which contain a vowel sound, 
e.g. teach (one syllable), 
teacher (two syllables).

tense 
The form of a verb that shows 
the time of the action,  
e.g. present simple, past simple.

third conditional 
A sentence with “if ” that 
describes an impossible past 
situation and its impossible 
result, e.g. If I had studied 
harder, I would have passed  
the exam.

time marker 
A word or phrase that indicates 
a time, e.g. now, at the 
moment, tomorrow.

transitive verb 
A verb that takes a direct object.  
see also intransitive verb

uncountable 
A noun that cannot be 
counted, e.g. water, money.  
see also countable

verb 
A word that refers to a situation 
or an action, e.g. stay, write.

vowel 
The English letters a, e, i, o, u.  
see also consonant

word class 
Shows the function of a word 
in a sentence, e.g. noun, verb, 
adjective are all word classes.

word order 
The position that different 
words have in a clause,  
e.g. the subject usually comes 
before the verb, and adjectives 
of opinion come before  
adjectives of fact.

zero article 
When there is no article before 
plural or uncountable nouns.

zero conditional  
A sentence with “if ” or “when” 
that describes a present 
situation or a regular action, 
e.g. If it rains, the roads flood.
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