
Grammar and 

Punctuation 

Glossary 

 
Helping your child with 

grammar and punctuation 

at home. 

At the end of KS1 and KS2, children are given a spelling, punctuation 
and grammar test (SPaG), designed to assess their understanding of 
how the English language ‘works’. Listed below is a glossary of terms 
related to English grammar and punctuation that they may be asked 
questions about. 
 



Word Classes  
TERM   DEFINITION 
Noun A noun is a ‘naming’ word: a word used for naming an animal, a person, a place or a 

thing: giraffe, telephone, Rachel. 
 
Nouns can be further subdivided. Here are some types of noun:  
 
Proper noun:  this is a noun used to name particular people and places: Jim, Betty, 
London and some ‘times’: Monday, April, Easter. 
Proper nouns always begin with a capital letter.  
 
Common noun:  a common noun is a noun that is used to name everyday things 
(nonspecific): cars, toothbrushes, trees… and kinds of people: man, woman, child. 
 
Collective noun:  this is a noun that describes a group or collection of people or 
things: army, bunch, team, swarm. 
 
Abstract noun:  an abstract noun describes things that cannot actually be seen, 
heard, smelt, felt or tasted: sleep, honesty, boredom, freedom, power, love. 

Adjective An adjective is a ‘describing’ word: it is a word used to describe (or tell you more 
about) a noun.  
 
The burglar was wearing a black jacket, a furry hat and a large mask over his face. 
(The words in blue tell us more about the noun that follows)  
 
An adjective usually comes before a noun, but sometimes it can be separated from 
its noun and come afterwards e.g. Ben looked frightened. The dog was fierce.  

Verb A verb is a word, or a group of words that tells you what a person or thing is being 
or doing. It is often called a ‘doing’ word: running, eating, sitting. 
  
All sentences have a subject and a verb. The subject is the person or thing doing the 
action: cats purr (cats is the subject and purr is the verb).  
 
Auxiliary verb: a verb is often made up of more than one word. The actual verb-
word is helped out by parts of the special verbs: the verb to be and the verb to 
have. These ‘helping’ verbs are called auxiliary verbs and can help us to form 
tenses.  
 
Auxiliary verbs for ‘to be’ include: am, are, is, was, were  
Auxiliary verbs for ‘to have’ include: have, had, hasn’t, has, will have, will not have. 
 
I have arrived (‘arrived’ is the main verb and ‘have’ is the auxiliary verb)  
We are waiting (‘waiting’ is the main verb and ‘are’ is the auxiliary verb) 

Adverb An adverb tells you more about the verb (it ‘adds’ to the verb). It nearly always 
answers the questions: How? When? Where? Why?  
Most adverbs in English end in –ly and come from adjectives: softly, slowly. 
Some adverbs do not end in –ly, such as: soon, often, very 

Pronoun Sometimes you refer to a person or a thing not by its actual name, but by another 
word which stands for it. The word you use to stand,  for a noun is called a pronoun 
(which means ‘for a noun’)  
 
We use pronouns so that we do not have to repeat the same nouns over again: 
When Barnaby stroked the cat and listened to it purring softly, he felt calm and 
peaceful.  
 
Pronouns can be further subdivided. Here are some types of pronoun:  
 
 



Singular pronouns: singular pronouns are used to refer to one person or thing: e.g. 
I, you, me, he, she, it, you, him, her, mine, yours, his, hers, its  
 
Plural pronouns: plural pronouns are used to refer to more than one person or 
thing: e.g. we, they, us, them, ours, yours, theirs  

Article An article is always used with and gives some information about a noun. There are 
three articles: ‘a’, ‘an’ and ‘the’ e.g. the chair; a table; an elephant  
 
There is sometimes confusion about whether to use a or an. The sound of a first 
letter helps us to know which to use: if a word begins with a vowel sound, you 
should use an; if a word begins with a consonant sound, you should use a. 

Determiner A determiner is a word that goes before a noun and identifies the noun in further 
detail.  
There are different types of determiners: 

 

Prepositions Prepositions are words which show the relationship of one thing to another. It can 
be information such as time, location or direction: up, after, across, into, past, 
under, below, above. 
 
e.g. Tom jumped over the cat. The monkey is in the tree.  
 
These words tell you where one thing is in relation to something else. 

Conjunctions Conjunctions are words that are used to link clauses within a sentence.  
 
There are two main kinds:  
 
Co-ordinating conjunctions – link two main clauses to make compound sentences.  
The acronym ‘FANBOYS’ can help children to remember coordinating conjunctions: 
for, and, nor, but, or, yet, so  
e.g. I was angry but I didn’t say anything.  
 
Subordinating conjunctions - go at the start of a subordinate clause so they work 
to link the subordinating clause to the main clause: when, while, before, after, 
since, until, if, because, although, that etc  
e.g. We were hungry when we got home. As it was raining, we stayed inside. 

Connecting 
adverbs 

Connecting adverbs link the ideas in two sentences together but the two sentences 
still remain separate.  
 
Connecting adverbs link ideas in several different ways:  
Addition – also, furthermore, moreover. 
Opposition – however, nevertheless, on the other hand. 
Reinforcing – besides, anyway, after all. 
Explaining – for example, in other words, that is to say. 
Listing – first(ly), first of all, finally. 
Indicating result – therefore, consequently, as a result. 
Indicating time – just then, meanwhile, later. 
 
Commas are often used to mark off connecting adverbs. 
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Types of sentences 
 

 
Sentences 
Phrase A group of words that work together.  

e.g. a big dog  
five minutes ago  
 
A phrase doesn’t make sense on its own. As it doesn’t have a verb, it can’t be a 
complete sentence. 

Clause There are two kinds of clause:  
 
Main clause:  a clause that makes sense on its own.  
e.g. She bought a new dress. 
A main clause can be a sentence on its own. 
 
Subordinate clause: a clause that doesn’t make sense on its own – it needs to be 
joined onto a main clause with a subordinating conjunction (see conjunctions). A 
subordinate clause cannot be a sentence on its own.  
 
e.g. When she went shopping, she bought a new dress. 
 
Subordinate clause                 main clause 

 
Other terms 
Synonym These are words that have a similar meaning to another word.  

We use synonyms to make our writing more interesting.  
Synonyms for:  
bad - awful, terrible, horrible  
happy - content, joyful, pleased  
look - watch, stare, gaze  
walk - stroll, crawl, tread 

Antonym These are words with the opposite meaning to another word.  
The antonym of up is down.  
The antonym of tall is short.  
The antonym of add is subtract. 

Word 
families 

These are groups of words that have a common feature or pattern - they have some of 
the same combinations of letters in them and a similar sound.  
 
e.g. at, cat, hat and fat are a family of words with the "at" sound and letter 
combination in common.  

Statement These are sentences that state facts. This is the most common type of sentence. 
e.g. It is hot.  
The butter is in the fridge. 

Question These are sentences that ask for an answer.  
e.g. Are you hot?  
Where is the butter? 

Command These are sentences that give orders or requests. 
e.g. Play the movie. 
Give me a dinosaur for my birthday. 

Exclamation Exclamatory sentences (exclamations) are sentences which express a strong feeling 
of emotion. 
e.g. My goodness, it’s hot!  
I absolutely love this movie! 
(Some exclamation sentences start with what or how, but are not questions.) 
What a lovely day! 
How great that trip was! 



bike, hike, like, spike and strike are a family of words with the "ike" sound and letter 
combination in common.  
 
blame, came, fame, flame and game are a family of words with the "ame" sound and 
letter combination in common. 

Prefix Prefixes are letters added to the beginning of an existing word in order to create a new 
word with a different meaning.  
 
Adding ‘un’ to happy – unhappy  
Adding ‘dis’ to appear – disappear  
Adding ‘re’ to try – retry 

Suffix Suffixes are letters added to the end of an existing word to create a new word with a 
different meaning. This includes –ed and –ing endings. 
Adding ‘ish’ to child – childish  
Adding ‘able’ to like – likeable  
Adding ‘ment’ to commit  – commitment 

Root word Root words are words that have a meaning of their own but can be added to either 
with a prefix (before the root) or a suffix (after the root) to change the meaning of the 
word.  
 
Root words can often be helpful in finding out what a word means or where it is 
‘derived’ from. 
 
help is a root word. It can become:  
helps  
helpful  
helped  
helping  
helpless  
unhelpful 

Singular A singular noun names one person, place or thing (a single item).  
One bike, one mango, one dress, one fly, one turkey, one half 
 
A singular noun can be ‘I’, ‘me’, ‘you’. 

Plural Plurals name more than one person, place or thing.  
 
Most nouns are made into plurals by adding –s:  
Three bikes  
 
Some nouns ending in –o are made into plurals by adding –es:  
Two mangoes  
 
Most nouns ending in hissing, shushing or buzzing sounds are made into plurals by 
adding –es:  
Ten dresses  
 
For words ending in a vowel and then –y, just add –s:  
Eight turkeys  
 
For words ending in a consonant and then –y, change -y to -i and add –es: 
Five flies  
 
Most nouns ending in -f or-fe change to -ves in the plural:  
Six halves 
 
Some plural words irregular and exception to the above rules: 
e.g. one roof – two roofs 
one child – many children 
one sheep – two sheep 



Punctuation 
 
Capital letters – when to you them: 
 
Capital letters at the start of sentences: Every sentence should start with a capital letter. There are 
no exceptions to this rule.  
 
Capital letters for proper nouns and names: We give capital letters to any proper noun. This means 
the actual name of something or someone.  
 
We give capitals to all the main words that are part of the name.  
e.g.  Hurley Primary School  
 
Capital letters for titles: We give capital letters to all the main words in titles, including in books, 
films, and pieces of work. Small words (such as of, the, a, an) are not given capitals unless they are 
the first word of the title. 
 e.g.  Charlie and the Chocolate Factory. 
 
Abbreviations: When you abbreviate a word, you should use capitals.  
e.g.  TV, BBC.  
 
The pronoun ‘I’: Whenever you use the pronoun ‘I’ to represent yourself, you must use a capital. 
 

Exclamation mark:  
This shows that something is said with emotion or emphasis. The main thing to say about these is 
that they should not be overused. 
e.g. “Be careful!” shouted Mrs Johnston.  
“What a beautiful day!” declared Hattie.  
 

Commas  
 
To separate words in a list of three or more items:  
e.g. I need to buy milk, bread, eggs and cheese. 
 
To separate a subordinate clause from the main clause when the subordinate clause comes at the 
start of the sentence.   
e.g. After being caught in the rain, Michael was lucky not to catch a terrible cold.  
 
To separate an embedded clause within a sentence – the embedded clause just adding extra 
information.  
e.g. Sam, the youngest pupil in the class, was always on time for school.  
The Thames, one of the greatest rivers in Great Britain, passes right through London.  
 

Apostrophes  
 
The apostrophe is used for several different functions.  
 
The apostrophe of contraction: one use of the apostrophe is in contracted words, which have been 
joined together and shortened with letters taken out. The apostrophe is used where a letter or 
letters has/have been taken out.  
e.g. 
he is = he's        I am = I'm    
they have = they've       it is = it's     
I would = I'd       let us = let's      
she has = she's       who is = who's     
do not = don’t       would have = would’ve 
 



**Be careful when contracting ‘would have’ into ‘would’ve’ – a common mistake is to write ‘would 
of’ and you should avoid this. 
 
The apostrophe showing possession: the second use of the apostrophe is to show possession – that 
something belongs to someone or something else.  
e.g. He loved Madrid's winding streets. (The streets belong to Madrid).  
I’m interested in Ravi’s point of view. (The point of view belongs to Ravi).  
The building's walls were well built. (The wall belong to the building).  
 
Tip: If you’re not sure if an apostrophe of possession is needed, see if you can rearrange the phrase 
to include an ‘of’. For example, Madrid’s winding streets can be rearranged as ‘the winding streets 
‘of’ Madrid, while Ravi’s point of view can be rearranged as ‘the point of view of Ravi’. If you can 
rearrange to include an ‘of’, then an apostrophe of possession is needed.  
 
If the apostrophe is a plural ending in s, the apostrophe needs to come after the s  
e.g. The teacher was always losing her pupils' books. (There are many pupils who have books).  
I can never understand the boys' obsession with football. (There are many boys).  
 
This also happens with names that end in s.  
e.g. James’ shoes are in the corner.  
 

Semicolons  
 
The semicolon is a great punctuation mark; using it shows that you are a good writer. It will allow 
you to express your ideas and opinions with more subtlety and precision. We use it in the following 
ways:  
 
In complicated lists: the semicolon can be used to sort out a complicated list containing many items, 
many of which themselves contain commas.  
e.g. In a list where the ‘items’ are more than one word long, the semicolon can help make things a 
lot clearer: The meeting today was attended by Mr Ahmed, City Councillor; Dr Jones, the local 
doctor; Mrs Patel, a lawyer and Jo Thomas, the Chair.  
 
Separating closely-related independent clauses: The semicolon is also used to connect two closely 
related independent clauses.  
e.g. Charlie always ate big meals; he got terribly hungry.  
The two clauses here are closely connected but the link has not been made clear. They could have 
been separated by a full stop.  
Charlie always ate big meals. He got terribly hungry. They could have been connected by a 
conjunction.  
Charlie always ate big meals, but he got terribly hungry.  
 
If you are going to use a semicolon to connect two clauses, it is very important that the two clauses 
are both independent. That means that each clause has to be able to stand alone and make 
complete sense without the other, or in other words, that each part could be a sentence in its own 
right. If either clause cannot stand alone, a semicolon cannot be used. 
 

Colons  
 
The colon has a number of functions:  
 
To introduce an idea: the colon introduces an idea that is an explanation or continuation of the one 
that comes before the colon.  
e.g. You don’t have much choice: you will need to re-do the work. 
There is one food that I couldn’t live without: pizza.  
 
To introduce a list:  
e.g. The cake contained some delicious ingredients: chocolate, syrup, butter, and hazelnuts.  



 
To add more detail to a description: 
e.g. The monster was scary: it had fierce-looking teeth and bright red eyes. 
 

Punctuating speech  
 
There are two ways of putting speech into your writing. The speaker’s words can either be reported, 
or they can be quoted directly in what’s called direct speech.  
 
Reported speech: in reported speech, the actual words are not usually quoted directly. They can be 
rephrased in your own words and there is no need for any extra punctuation.  
e.g. The athletes said how pleased they had been to win medals. 
 
Direct speech: this is when you put the actual words that a person speaks into your writing.  
 
There are a number of rules to follow in setting out and punctuating: 
 
1. The words that are actually spoken should be put in inverted commas.  
e.g. “He’s done really well, you know.” 
 
2. Whenever a new speaker says something, you need to start a new paragraph. 
e.g.  
“He thinks it’s a good idea,” said Toby.  
“I think so too,” I replied. 
 
3. There must be a comma, full stop, question mark, or exclamation mark at the end of a piece of 

speech. It should go before the speech mark.  
e.g.  
“Can I join you?” she asked.  
“Wait there!” he called.  
“You’re running late,” he said.  
“I thought you’d be ready by now.” 
 
4. If the speech follows where we find out about who is speaking, you should use a comma to 

introduce the piece of speech, before the first speech mark 
e.g. Luke replied, “If you like.” 
 
5. If the direct speech is broken up by a speaker’s name , you need a comma (or a question mark or 

exclamation mark) to end the first piece of speech and a full stop or another comma before the 
second piece (before the speech marks). 

e.g. “You’re on to something,” he said. “This isn’t right.” 
“Looking back,” she said, “we could have done better.” 
“Yes!” he cried. “I can’t believe we’ve done it!” 
 

Other types of punctuation 
 
There are a number of other punctuation marks that you can use, and they can help add clarity, 
variety, and style to your work. 
 
Brackets: these are sometimes called parentheses. They are used around parts of the sentence that 
give additional information that could be removed or is just as aside.  
e.g. The sweet shop (which you probably visited in the summer) opens today at noon.  
 
Dashes: these can be used as follows:  
 
1. In pairs, to separate information that is not essential to understanding the rest of the sentence 

(a bit like with brackets).  



e.g. Thousands of people – like the ones you have seen on the film – are now at risk of serious 
famine.  
 
2. To show a break in a sentence where a comma, semicolon, or colon could also be used.  
e.g. One thing’s certain – he still needs to hurry up.  
 
Dashes are especially common in informal writing, but it’s probably best to avoid overusing them in 
formal writing – commas, semicolons, and colons can generally be used in their place. 
 
Ellipsis: this is the proper name for a ‘dot, dot, dot’. It is used when a sentence trails off, to give 
suspense, or to show that something is missing.  
e.g. Laurie had always been afraid of dark places… 


