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Tenses 
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Non-negotiables are things that we ALWAYS 

include in our writing.  

No matter what! 
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Clauses and sentences: 
A sentence is a group of words containing a verb. 

Eg Carriages thundered along the cobbled streets. 

 

A main clause is a group of words that makes sense on its own 

E.g. There is a girl. 

 

We can put two clauses together using a conjunction: 

E.g I like writing but I prefer drawing. 

I like writing, although it takes a long time.  

 

If we use a co-ordinating conjunction within our sentence we have 

created a compound sentence.  

Both clauses make sense on their own but is connected with the 

conjunction 

E.g I like writing but I prefer drawing. 
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If we use a subordinating conjunction within our sentence we have 

created a complex sentence.  

The main clause makes sense on its own, but the subordinate clause 

does not make sense on its own.  

 

E.g. I like writing, although it takes a long time.  

A subordinate clause adds more information to the main clause and 

always starts with subordinating conjunction.  

The subordinating clause can go before or after the main clause – make 

sure you remember your commas! 

E.g. Although it takes a long time, I like writing. 
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Paragraphs 

Paragraphs are a collection of 
coherent sentences that are organised 
and all link to a single topic. 
 
Paragraphs help writers to separate 
different sections of writing, while 
making it simpler for readers to 
interpret a text.  

 

Paragraphs change when a new 
person talks, when the topic 
changes, when the location changes 
or when there is a time change.  
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Cohesion means that writing is well structured with linked 
ideas that follow a logical pattern.  
 
Sentences and paragraphs flow smoothly, and are written in 
the same tense, meaning the piece of writing as a whole is 
fluid and makes sense.  
 
Fronted adverbials: 
  
Adverbials are words or phrases that give more information to 
the sentence. They can be used to link sentences/paragraphs 
together. 
 
A fronted adverbial is when the adverbial word or phrase is 
moved to the front of the sentence, before the verb.  
 

E.g. Firstly, you need to cut the banana. 
DON’T FORGET THE COMMA! 
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Adjectives:  

An adjective is a word that describes a noun (the name of a 

thing or a place). 

E.g. The brave knight fought the aggressive dragon. 

 

Nouns: 

A noun is the name of a thing, such as an object, a place, 

or a person. 
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Verbs: 

A verb is a word used to describe an action, state or 

occurrence. 

Verbs can be used to describe an action, that’s doing 

something. 

E.g. The rabbit jumps through the field. 

They can also be used to describe a state of being, that’s 

feeling something. 

E.g. The monster likes popcorn. 

 

Or a verb can be used to describe an occurrence, that’s 

something happening. 

E.g. The caterpillar became a butterfly. 

 

 

 



11 
 

 

Modal verbs  

Modal verbs show possibility (eg could), ability (eg can), 
obligation (eg should) or permission (eg may). 

 

E.g. The teacher may allow you to go outside. 
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Pronouns: 

Pronouns take the place of nouns in a sentence. 

There are two main types of pronouns: possessive and 
personal 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure you use a 

range of pronouns to 

help build cohesion.  

E.g. Danni went to 

the park. After, she 

had fish and chips. 
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Imperative verbs (bossy verbs)                                                           

We use imperative verbs when we need to give an order or a 
command. They are especially useful when writing 
instructions. 

E.g Add the flour to the mix. 

“Tuck in your shirt and sit down” shouted Mr Jolley. 

 

Synonyms and Antonyms: 

Synonyms are words with the same or similar meaning: 

E.g. Words such as happy, cheerful and merry. 

Words such as sad, miserable and heartbroken. 

Synonyms can be used to change your vocabulary to make 
your work more interesting. 

Antonyms are words with opposite meanings: 

E.g. Words such as angry and peaceful. 

Words such as funny and serious. 
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What is Past and Present Tense? 

Past and present tense is all about the time when an action is 

taking place. If an action has already happened it is past 

tense, if it is happening now it is present tense and if it is 

about to happen it is future tense. 

 

Simple Present  
The Simple Present can be used to describe something that 
happens regularly.  

E.g. I work in London.

Present progressive  
Present progressive describes events which are happening right now 
in the present moment that are ongoing. They usually include is, 
am, are and -ing.  
 

E.g. I am working in London. 
 

Perfect present tense: 
Shows that it started in the past but it is still relevant to the 
present. Includes have and has.  
 

E.g. I have worked in London.  
 
 

Simple Past  
Simple Past describes events which happened at a specific time, but 
are now completed. Using -ed.   

E.g.  I worked in London.  
 
Past progressive:  
Shows that the verb was ongoing. Using was, were and -ing.  
E.g. I was working in London. 
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Expanded noun phrase: 
Expanded noun phrases tell you more about the noun.  
 
You need a determiner such as:  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
One or two adjectives  and then your noun.  
 

e.g. A large, slimy snake was in the zoo. 



16 
 

Relative clause:  

Another type of clause is a relative clause.  

A relative clause adds extra information to main clauses and 
doesn’t make sense on their own.  

Relative clauses start with relative pronouns such as:  

 

 

 

 

 

 

 

 

 

 

 

 

Eg They walked slowly into the cafeteria, which was heaving 

with other students. 
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Parenthesis 

Parenthesis adds extra information to a sentence. There are 

three types of punctuation you can use: 

1. Brackets 

2. Dashes 

3. Commas 

Eg Joyfully, I bounced on my bed (my helmet on my 

head) and felt invincible. 

If you insert parenthesis at the end of your sentence, include 

both brackets, but only use a single dash or comma. 

Eg Miss Hills went away for the weekend – to the Lake 

District. 

Miss Hills went away for the weekend, to the Lake District. 

Miss Hills went away for the weekend (to the Lake District). 

 

 

Eg Mrs Bourner, whose favourite film is Jurassic Park, 

loves going to the cinema. 

 

 

 

 

 

 

 

A relative clause is a type of parenthesis because it gives extra 

information and if you remove it, the main clause still makes sense 

on its own. 
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Apostrophes for possession: 

An apostrophe can be used to show that one thing belongs to 
or is connected to something. This is called a possessive 
apostrophe. 

E.g. The cat's tail was fluffy. 

Cat is a singular noun, so you need to add an apostrophe 
and "s" to show that the tail belongs to the cat. 

E.g. Thomas' cat was naughty. 

Thomas is a singular noun that ends in an "s", so you need 
to add an apostrophe to show that the cat belongs to 
Thomas. 

E.g. The brothers' feet were muddy. 

Brothers is a plural noun that ends in an "s" so you don't 
add another "s" after your apostrophe. You can just add an 
apostrophe to show the feet belongs to the brothers. 

E.g. The children's toys were broken 

Children is a plural noun but it doesn't end with an "s" so 
you need to add an apostrophe and "s" to show that the toys 
belong to the children. 
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Apostrophes for contraction: 

You can use apostrophes to show that you have left out some 
letters when you are joining words together. 

E.g. you can join the words ‘you’ and ‘are’ together. You + 
are = you're. The apostrophe takes the place of the removed 

letters. In this example, the letter a. 

Sometimes, you need to rearrange the letters a bit when you 
contract the words.  

E.g. will + not = won't. 

Using contractions like these makes your writing easier to read 
and more friendly. 
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Inverted commas:  

When you are writing, inverted commas or speech marks go 
before and after direct speech, surrounding what was said. 

E.g. "I'm hungry," she complained. 

If another character replies, use another set of inverted 
commas. 

E.g. "What's for tea?" she asked. "Delicious ants!" her mum 
replied. 

Punctuation, such as question marks, full stops and 
exclamation marks go inside the speech marks. 
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Bullet points  

Bullet points are used to list 

equipment, names, resources, 

questions to ask or facts of 

information. 

E.g. Team A: 

o Lucy 

o Sophie 

o Toby 

o George 

 

Colons to separate items in a list: 

Colons can be used to introduce a list or to elaborate your 
main clause.  

E.g. The shopping list had the following: pencils, oranges and 
milk. 

I like two foods: chocolate and pizza. 
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Commas: In lists:  

When writing a list, you should put a comma between each 
item, except for the last item where you use ‘and’.  

E.g. "I need to go to the supermarket to buy eggs, milk, bread, 
sugar and orange juice." 

 

Commas: Fronted adverbials.  

Adverbials are words or groups of words that modify 
(change) the verb. If they go at the beginning of the sentence, 
we call them fronted adverbials.  

A comma must come after the fronted adverbial.  

 

E.g. Yesterday, the child forgot the comma after a fronted 
adverbial. 

 

Commas: to separate clauses 

Commas can be used to break up sentences that have more 
than one clause and make them easier to read.  

E.g. When Albert saw the food, his tummy started to rumble. 
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Similies:  

A descriptive device that compares two things with the words 

‘like’ or ‘as’ 

E.g. Her hair was as black as ebony. 

Tarzan swung from the tree like a monkey. 

The dog ran like a cheetah. 

 

When using ‘as’ you must use it twice – as … as 

 

E.g. The apple was as large as an elephant. 

The girl was as pretty as a goddess. 

 

 

Metaphors: 

A metaphor is a word or a phrase used to describe something 

as if it were something else 

E.g "A wave of terror washed over him." 

The terror isn't actually a wave, but a wave is a good way 

of describing the feeling. 

E.g. "Jess is dynamite." 

She's not made of dynamite, but it's a way to explain how 
exciting she is. 
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Onomatopoeia  

Onomatopoeia is a word which sounds like what it means. 

E.g. 'Thud', 'crash', 'bang' and 'buzz' 
 

  

 

.  

 

 

 

 

 

Personification 

Personification is giving an object human feelings or actions. 
 

E.g. Jess's heart is racing at 100 miles per hour. 
 

A heart can’t literally race.  

E.g. The apple sat proud as punch at the top of the fruit 
bowl.' 

The personification of the 'proud' apple and its position at the 
top of the fruit bowl makes it seem more appealing
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