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iv

Preparing for the test
As you’ve almost certainly realised by now, English is different 
from nearly every other subject that you study at school. One 
of the main differences becomes apparent as soon as you start 
to think about examinations and preparing for them.

How do you go about revising for your Cambridge 
Checkpoint English test?
● The Cambridge Checkpoint test consists of two question 

papers.
● Each question paper lasts for 1 hour 10 minutes.
● Both question papers test how well you read and understand 

passages that are printed on them.
● Both question papers ask you to plan and write something 

of your own that is in some way connected to the subject 
matter of the Reading Passage.

● The questions on the Reading Passages will not only test 
your understanding of what you have read, but will also test 
some of your knowledge of grammar, punctuation and how 
well you appreciate a writer’s choice of words and control of 
structures.

● Your own writing will be assessed for how well you adapt 
the content of what you write for the suggested audience; 
how well you structure your ideas by using paragraphs; the 
variety and range of your sentence structures; your use of 
vocabulary suited to your subject matter and the accuracy of 
your spelling and punctuation.

● It is important to remember that Cambridge Checkpoint will 
test how well you apply what you have learnt in English 
during your time at school. It does not test your ability to 
remember and repeat facts that you have acquired in the 
way that a Science test may ask you to write down the 
definition of photosynthesis for example.

This Revision Guide will, therefore, concentrate on helping 
you to prepare for the type of questions that will be set in 
the Cambridge Checkpoint test papers and aim to help you to 
become fully familiar with the best ways in which to approach 
the different types of reading and writing on which you will 
be tested.

Usually, when people say that they don’t like examinations 
and find them hard and scary, this is because they are worried 
about not being able to remember all the relevant details about 
a particular topic on a question paper. English is different from 
other subjects. English tests do not expect you to remember 
and repeat facts but, instead, to demonstrate how well you can 
write down your own ideas and understand what someone 
else has written.
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If you are well prepared for the approaching test there is 
no need to fear it; instead, all you need to do is to enjoy the 
experience. It is hoped that this Revision Guide will help you 
to get the most enjoyment that you can from your English 
Cambridge Checkpoint tests!
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 1 
The mechanics 
of English

In order to show your mastery of English reading and 
writing it is important that you have a good knowledge and 
understanding of the mechanics of the subject. In particular, 
you should have a confident working knowledge of:
●	 Punctuation: you should know the main punctuation 

symbols and when and how they should be used. A good 
control of punctuation will also enable you to vary the 
length and complexity of your sentences and, as a 
result, help you to control the way your readers respond to 
your ideas.

●	 Grammar: you need to understand the key grammatical 
structures of English. Using grammar correctly will help to 
ensure that what you are writing can be easily understood by 
someone who is reading your work who may live on the other 
side of the world in a different English-speaking country.

●	 Vocabulary: it is also a good idea to concentrate 
consistently on developing and broadening the vocabulary 
that you use. The more words that you have under your 
control, the greater number of shades of meaning you can 
include in your work.

●	 Spelling: having a confident knowledge of how to spell 
the words you use is also an important feature of writing 
successfully. Correct spelling is also a key way by which 
meaning is communicated clearly.

●	 Idiomatic expressions: finally, having a secure awareness 
of idiomatic expressions will also help to ensure that what 
you write sounds both natural and convincing.

All of these key features mentioned above, and more, will be 
looked at more closely in this chapter.

sentences
●	 The sentence is the basic unit of expression. It is a group 

of words comprising a complete grammatical unit of sense. 
It begins with a capital letter, contains a main verb and its 
ending is indicated by a full stop.

●	 There are three main types of sentence: simple sentences; 
compound sentences; complex sentences. Let’s look at 
sentence types in more detail.

simple sentences
●	 The most straightforward type of simple sentence is one that 

consists of one word only, for example: 

Stop. 

 This contains an imperative form of a verb and 
communicates a very basic instruction.

Tips for success
reminder: imperative means 
‘to give an order’. Imperative 
verbs are also known as ‘bossy 
verbs’ – they tell you what to do. 
For example, Eat your dinner and 
then go to bed. 
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2

●	 However, to appreciate the meaning of a simple sentence 
fully, you should have an understanding of the context in 
which the word appears. Without the context, we don’t 
know who is being told to stop, or who is giving the order. 
The following simple sentence makes it all clear:

The policeman stopped the runaway thief.

   

 subject  verb  object

●	 In this sentence, there is a verb ‘stopped’ which has a 
subject, ‘policeman’ and is followed by an object ‘thief’. 
We know what the thief is doing as the adjective ‘runaway’ 
describes this and so, in the space of six words the sentence 
provides a complete picture of an action for the reader.

●	 The example sentence above contains the typical pattern of 
a simple sentence: 

subject + verb + object.

compound sentences
●	 Now let us continue the story begun by the simple sentence:

  subject  verb    object

         
The policeman stopped the runaway thief and 
immediately arrested him.

        
       verb

●	 This statement contains two actions (expressed by two 
verbs stopped and arrested) and is effectively two simple 
sentences: The policeman stopped the runaway thief and 
The policeman arrested the runaway thief which have been 
joined by the word and.

Tips for success
however, not all simple 
sentences follow this pattern. 
in a sentence such as ‘the 
baby sleeps quietly’ there is no 
object word but the statement 
still makes complete sense. the 
important point to note about 
simple sentences is that they 
are complete units of sense 
containing just one idea. 
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●	 This is an example of a compound sentence. This is a type 
of sentence in which two or more simple sentences are 
joined by conjunctions such as and, but, so.

complex sentences
●	 We can continue the story we started in the earlier section 

by using a longer compound sentence:

The policeman stopped the runaway thief and 
immediately arrested him and then he took him to the 
police station and charged him with robbery but the 
thief said that he had not done anything wrong and 
there were no witnesses and so the policeman had to 
let him go and hunt for more evidence.

●	 This is a more detailed account of the whole episode but it 
is rather long and drawn out with the word and repeated 
in a rather monotonous way. It is unlikely that this account 
would be very interesting for a reader – it sounds like a very 
young child telling a story and making it up as he or she 
goes along.

●	 As you should have realised, too long or too many 
compound sentences do not help readers to focus very 
closely on what is being described by a writer.

●	 However, now look at the following version of the same 
episode:

The policeman stopped and arrested the runaway 
thief before taking him to the police station where he 
charged him with robbery, a charge which the thief 
denied by saying that he had done nothing wrong and 
because there were no witnesses to what happened, the 
policeman had to let him go so that he could hunt for 
more evidence.

●	 This version of the episode is written as a complex 
sentence. Rather than simply linking a number of compound 
sentences, the writer has used a mixture of main and 
dependent clauses and phrases to combine all the details 
into a much tighter and more focused account.

Check your understanding
Combine the following groups of simple and compound sentences into single complex sentences.
1 My name is Adil and I am a student. I attend River View School. It is in a city in Malaysia. The city’s name is Ipoh.
2 Ipoh is the state capital of Perak. It is the fourth largest city in Peninsular Malaysia. It is on the west coast of the country. 

It used to be the centre of the tin-mining industry.
3 I enjoy reading. My favourite book is To Kill a Mockingbird. It was written by Harper Lee. She was an American author. 

She lived in the last century.
4 Rojina is my best friend. She has very long, black hair. She lives next door to me. Her house is very large.
5 Rojina and I attend the same school. It is on the other side of the city. We travel there every day by bus. In the mornings 

the bus is very crowded.

Tips for success
l	 you will gain credit in your 

writing for showing that you 
can construct and control 
complex sentences.

l	 remember that a short 
sentence can sometimes 
be a very effective way of 
emphasising a point. try 
to write using a mixture of 
different sentence types to 
suit the content of your essay.
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creating an effective tone
Having a confi dent control of the different types of sentences 
is a means by which you can create an appropriate tone for 
your writing.

Consider these two (imagined) openings to novels:

Example i) Example ii)

Spotlight on the test

Example i) contains four simple sentences, three begin 
with the same words and the fi nal one is a question in 
which the normal word order is inverted.

The effect of this is that the writer creates a sense 
of urgency and tension as the fi rst three sentences 
quickly establish the unpleasant and unwelcoming 
situation in which the narrator is placed. The 
concluding question focuses directly on the immediate 
concern and leaves the reader wanting to read on to 
fi nd out what will happen next.

Spotlight on the test

In contrast, example ii) consists of four longer, complex 
sentences. The long opening sentences, with their 
gentle rhythmical movement, create a sense of calm 
and peacefulness. This is in keeping with the scene of 
sunset that is being described.

The remaining two sentences are both questions. The 
fi rst is complex in its structure and conveys the sense 
of confusion that is felt by the central character. The 
second example, with its repeated questions, provides 
a contrast with the peaceful mood of the opening. It 
focuses the readers on the mystery and draws them 
into the events of the story that are about to unfold.

CHAPTER I

The Dark and 
Stormy Night 

�

IT WAS WINDY. IT WAS BITTERLY 
cold. It was getting dark. 

What was I doing here? 

1
S HE SAT AT THE WINDOW OF 

the quiet house watching 
the sun set behind the distant 
hills. They appeared as 
insubstantial purple masses 
against the warm crimson 
glow of the dying light. But 
then – what was that – there? 
Was it her imagination or 
was it real? 
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●	 These examples and the discussion of them illustrate how 
the ability to control the length and variety of your sentences 
allows you to manipulate the responses of your readers by 
creating an appropriate tone for the content and purpose of 
your writing.

●	 However, it is important to remember that the tone you 
create should be fully suited to the purpose of your writing.

Check your understanding
Look at some examples of the following types of writing and then note down the 
types of sentence each uses and the tone that is created:
 6 A science textbook.
 7 A story written for young children.
 8 The front-page story of a popular national newspaper.
 9 The editorial column of a broadsheet newspaper.
10 The opening paragraph of a detective or crime novel.
11 A biography of a famous historical person.
12 A guide for tourists to your own town or country.
13 An article in a magazine for teenagers.

Paragraphs
●	 A paragraph is a group of sentences clustered around one 

main idea which is stated in a topic sentence.
●	 The topic sentence may occur at any point in the paragraph 

(although it is usual for it to come either at the beginning or 
the end).

●	 It is important that each sentence in a paragraph develops 
logically from the one that comes before it and leads 
convincingly into the one that follows.

●	 The fi rst sentence in each paragraph (apart from the very 
fi rst one of the fi rst paragraph) should form a bridge with 
the paragraph that comes before it.

●	 The final sentence of each paragraph should link with the 
opening sentence of the paragraph that follows.

Tips for success
think carefully about your 
topic sentences: a good way of 
planning your writing is to make 
a structured list of the topic 
sentences for the paragraphs in 
your essay. you can then use this 
plan to develop your ideas.
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Check your understanding
14 Here are five topic sentences. Write a paragraph for each one (five paragraphs in total), ensuring that every sentence 

links directly to the topic sentence. It is not necessary for the topic sentence always to come at the start of your 
paragraph. (The topic sentences have no connection to each other so you do not need to link your paragraphs together.)
a) Lee was making preparations to spend the day at the beach.
b) The first thing to do when taking up any sport is to check what equipment is needed.
c) I remember clearly the first time I spent a night away from home.
d) For this reason, you should always read instructions carefully.
e) There is one very interesting building in the town where I live.

15 Below is a group of sentences that make up a paragraph about the opening of Disneyland in 1955. However, the 
order of the sentences has been mixed up (apart from the first sentence which is in the right place). Re-organise the 
sentences to make a logically constructed paragraph. 

In the early 1950s, 
Walt Disney began 
designing a huge 
amusement park 
to be built near Los 
Angeles. 

 

As well as these 
problems, the Mark 
Twain steamboat 
nearly capsized 
from too many 
passengers.

 

In the summer 
of 1955, special 
invitations were sent 
out for the opening  
of Disneyland on 
17 July.

 

He intended 
Disneyland to have 
educational as well 
as amusement value 
and to entertain 
adults and their 
children.

The park was not 
ready for the public: 
food and drink ran 
out and a woman’s 
high-heel shoe got 
stuck in the wet 
asphalt of Main 
Street, USA.

 

Unfortunately, 
an invitation was 
counterfeited 
and thousands of 
uninvited people 
were admitted 
into Disneyland on 
opening day.

 

Land was bought 
in the farming 
community of 
Anaheim, about 
40 km south-east 
of Los Angeles, and 
construction began 
in 1954.

In the early 1950s, Walt Disney began designing a huge amusement park to be built near Los Angeles. 
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 2 Punctuation

the full stop (.)
●	 A full stop (sometimes known as a ‘period’) is used to 

indicate a strong pause, usually at the end of a sentence.

School ended yesterday. Today is the first day of the long 
holidays.

 

●	 Full stops are also used after abbreviations, especially when 
the abbreviation ends with a letter different from that which 
ends the full version of the word(s). 

Fig., etc., misc., sci.fi. but not Dr, Mr, St

●	 Full stops are not used after abbreviations (using capital 
letters) for organisations or countries. 

USA, UNESCO, OPEC

●	 A full stop is not used at the end of a sentence if that 
sentence is either a question or an exclamation. In these 
cases, a question mark (?) or an exclamation mark (!) is used 
instead, but both of these contain a full stop! 

What shall we do today? The holidays are here at last!

●	 If a sentence ends with a parenthesis that is placed inside 
brackets, the full stop is placed after the second bracket. 

You should always end a sentence with a full stop 
(unless it expresses a question or an exclamation).

●	 If a parenthesis consists of a complete sentence, then the full 
stop is placed within the brackets. 

You should always end a sentence with a full stop. 
(Remember, a sentence expressing a question should 
end with a question mark, however.)

Tips for success
remember that a sentence is a 
group of words containing a main 
verb and expressing a complete 
statement.

Tips for success
it is never necessary to use more 
than one question or exclamation 
mark at the end of a sentence.
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●	 When reporting direct speech, the full stop is always placed 
within the speech marks. 

‘This is the start of the holidays.’ 

Lee said, ‘My holiday starts tomorrow.’

●	 Remember that the first word of each new sentence should 
begin with a capital letter.

Check your understanding
Insert full stops and capital letters as needed in the following:
1 Lee was excited it was the first day of the school holidays he was planning 

to spend the day at the beach with his group of friends he woke up late 
that morning and had to run to the bus stop (where his friends were waiting 
impatiently for him) the bus stop was in front of the large EMI office building 
as Lee was running along the road he saw the bus approaching from the 
opposite direction would he reach the bus stop in time he called out to his 
friends, ‘don’t let the bus go without me’

commas (,)
●	 The comma is one of the most frequently used punctuation 

marks; it is also one of the most frequently incorrectly used 
punctuation marks. Some uses of the comma are straightforward 
and mechanical; others are a little more complicated. It is 
important to remember the rules relating to using commas 
– especially those for the more mechanical uses.

●	 WARNING: a comma should never be used to end or 
separate complete sentences: this is the job of the full stop!

straightforward uses of the comma
●	 Commas are used to separate single word items in a list or a 

sequence of adjectives describing the same noun. 

The recipe includes chicken, chicken stock, tomato paste, 
garlic, onions and mixed herbs. It is a tasty, filling, 
nutritious and simple dish.

●	 Commas are used to mark off words and phrases such as 
however, therefore, in fact, for instance from the rest of a 
sentence. 

If you decide to travel by train, however, you should 
make sure that you leave enough time to buy your ticket. 
I know, for instance, that there is only one train a day to 
where you want to go.

●	 Commas are used to mark off the name of a person being 
directly addressed from the rest of the sentence. 

Excuse me, Dr Alvarez, could you direct me to the 
hospital?
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●	 Commas are used to mark off words in apposition from the 
rest of the sentence. 

Dr Alvarez, the paediatrician, is my next-door 
neighbour. Luis, my best friend, is her son.

●	 Commas are used to mark off direct speech from the rest of 
the sentence. 

Luis said, ‘Shall we go to the library after school today?’

‘That would be a good idea,’ I replied.

more complicated uses of the comma
●	 Commas are used to separate non-defining adjective clauses 

from the rest of the sentence.
●	 This is quite a tricky point to get clear, so it needs a little 

more explanation. A non-defining clause is a group of 
words that adds additional information to a sentence but 
information which is not essential to understanding the main 
point of that sentence. For example:

The book, which took many years to write, will be 
published on  Monday.

This is the non-
defining clause.

 

This clause gives additional 
information about the book but 
does not add anything about the 
date of the book’s publication.

●	 However, in a sentence such as:

I’m going to read the book that I bought on Monday.

This clause is defining 
as it makes clear exactly 
which book the speaker 
is referring to.

 

It is, therefore, important that 
this group of words is not 
separated by a comma from 
the noun that it describes.

●	 Commas are usually used to separate a second clause in a 
compound sentence from the first one, when its content is 
not closely linked to the first clause.

She is a famous politician, but her husband is a very 
quiet man.

●	 A comma is used to provide a pause in a sentence in order 
to prevent a possible misunderstanding or to break up a 
long sentence to help the reader to grasp the meaning. 

In the room below, the garden was more clearly visible. 

 In this sentence, the comma helps to make clear exactly 
where the room is. It is the one below the speaker, not the 
one below the garden.

Tips for success
l	 remember, there should 

always be a reason for using 
a comma – don’t just scatter 
them about in your writing 
because you think that it’s 
time that you used one.

l	 and despite what you may 
have heard elsewhere, do 
not put them in because you 
think that they will allow your 
readers to take a breath!
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Check your understanding
Insert commas in the following sentences as needed.
 2 Everybody agreed that the old town hall a huge misshapen and neglected 

building should be knocked down and replaced.
 3 Pythagoras Euclid and Sir Isaac Newton some of the greatest 

mathematicians who have ever lived have contributed much to the sum of 
human knowledge.

 4 My best friend’s ability to talk his way out of every act of misconduct is 
I believe truly amazing.

 5 However trying to run away from the scene of trouble my friend was caught 
by the next-door neighbour.

 6 If his parents ever learn what he did my friend will be grounded for a month.
 7 The mouse which had just woken from hibernation did not see the cat 

creeping up behind it.
 8 Goodfoods the independent grocers recently joined with Pumpkins a large 

supermarket.
 9 My brother was married on 10 April 2012 and his best friend was married 

exactly three months later on 10 July 2012.
10 Mr and Mrs Singh our next-door neighbours have just purchased a new car.
11 Sunday 20 July 1969 was the day man first set foot on the moon.

colons (:)
The colon is used for the following purposes:
●	 A colon can be used to introduce a list. 

The ground floor of the house comprises: hallway, 
lounge, dining room, kitchen and utility room.

●	 A colon can separate two main clauses within the same 
sentence when there is a close connection in meaning, and 
usually to emphasise a contrast between the two statements. 

‘Arguments are to be avoided: they are always vulgar 
and often convincing.’ (Oscar Wilde)

●	 A colon can introduce a long quotation or the words of a 
speech. 

When considering murdering King Duncan, Macbeth 
expresses his thoughts: ‘If it were done when ’tis done, 
then ’twere well It were done quickly …’.

●	 A colon can introduce a clause that explains a previous 
statement. 

The teacher was highly respected: always punctual for 
lessons, she marked books on time and had a good sense 
of humour.

Tips for success
note that the introductory 
sentence to this section uses 
a colon to introduce the list 
containing the uses of the colon! 
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semi-colons (;)
The semi-colon looks like a full stop placed on top of a 
comma and, in its main use, it combines the function of both 
of these punctuation devices.
●	 Semi-colons mark a strong pause between two main 

clauses in the same sentence that are closely connected in 
sense. These two clauses could be written as two separate 
sentences and separated by a full stop but the semi-colon 
allows them to be linked but also to retain their own 
independent meaning. Using a comma would not provide a 
sufficiently strong pause. 

In the theatre the lights went down; the audience waited 
eagerly for the curtain to rise.

●	 A semi-colon can be used to separate phrases in a list or a 
sequence of phrases describing the same subject. 

Among the audience were Mr Smith, the Mayor of 
the City; his wife, Mrs Smith; the President of the 
City’s Cultural Committee; the Principal of the City 
Academy and many other leading members of the local 
community.

Check your understanding
Insert colons and semi-colons in the following sentences as needed.
12 Maria asked Adil if she could borrow his English textbook she had left hers 

at home.
13 I found an exciting book yesterday it was called Things That Go Bump in the 

Night A Collection of True Ghost Stories.
14 Make sure you take the following with you when you go camping tent, 

sleeping bag, air mattress, cooking stove and waterproof clothing.
15 My next-door neighbour has a large garden it is full of flowers.
16 Confucius reminds us ‘Forget injuries never forget kindnesses.’
17 Andrei enjoys long-distance running Ryan likes sprinting Samuel is very 

keen on long-jumping but Alex does not like any sport.
18 The contents of Patricia’s school bag included a pencil case, notebook, 

pocket calculator, English dictionary and her favourite fountain pen.
19 I really want to visit Pompeii I’m fascinated by ancient history.
20 The Simpsons is a very popular television series it is my father’s favourite 

programme.
21 I really can’t understand why he watches The Simpsons its humour is lost 

on me.
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apostrophes (’)

 

●	 The apostrophe is used to show contraction, to indicate 
where letters have been omitted when words have been 
shortened (contraction). 

they’re (they are); I’m (I am); isn’t (is not);  
won’t (will not).

●	 The apostrophe is used to indicate possession. It is placed 
on the word that denotes the person, place or thing which 
owns another object.

●	 It is a way of avoiding using a more cumbersome 
grammatical construction such as of the … . When the 
owner of the object is a singular noun, an apostrophe 
followed by the letter ‘s’ is placed at the end of the word (for 
example, girl’s = of the girl); if the noun indicating ownership 
is a plural one ending in the letter ‘s’, then the apostrophe is 
placed after the final letter (for example, boys’ = of the boys).

●	 If the plural form of the noun does not end in the letter ‘s’ 
then the possessive is indicated by an apostrophe followed 
by ‘s’ (women’s = of the women). Further examples are shown 
in the section below.

singular
The child’s toy = the toy of the child

The child’s toys = the toys of the child. (It doesn’t matter 
how many items the child possesses; what is important 
is that there is only one child.)
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Plural
The teachers’ books = the books of the teachers

The teachers’ room = the room of the teachers

The children’s cat = the cat of the children

The children’s cats = the cats of the children

Check your understanding
Insert apostrophes in the following sentences as needed.
22 Were all going to Carlas birthday party tomorrow.
23 Carlas best friends name is Maria.
24 Dont walk on the old bridge; its very dangerous.
25 Youre going to fall over as one of your shoe laces is loose.
26 Sam thinks that Im laughing at him because hes forgotten his books.
27 Why cant we take your sister to the childrens playground?
28 Theyre late for school because their cars tyre burst.
29 Mr Patels shop sells everything – youll certainly find soap there.
30 I mustnt be late for Chriss wedding.
31 Its very disappointing that the cat has lost its toy.

 

Tips for success
l	 When the singular form of a 

word ends in ‘s’, then either 
-s’s or -s’ is acceptable. 

	 Charles’ book or Charles’s 
book = the book of/belonging 
to charles.

l	 the apostrophe is never used 
with possessive pronouns 
such as his, hers, its, ours, 
yours, theirs. it is, however, 
used with one, for example 

	 One must keep one’s head at 
all times.

l	 do not conFuse It’s = it is 
and its = belonging to. 

	 It’s raining. The dog wagged 
its tail.

Tips for success
be careful not to confuse 
contractions with possessives: 
you’re and they’re are 
contractions of ‘you’ and ‘are’ 
and ‘they’ and ‘are’. ‘your’ 
(belonging to you) and ‘their’ 
(belonging to them) are both 
possessive pronouns and do not 
have apostrophes. make sure you 
use the correct one.

Here are some examples of real-life 
apostrophe errors. Can you correct the 
mistakes? You can find more at:  
www.apostrophecatastrophes.com 
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Quotation marks (“ ”) or (‘ ’)

Quotation marks are also known as speech marks or 
inverted commas. They are used for the following purposes:
●	 Quotation marks indicate the titles of things, such as poems, 

short stories, fi lms, which would not normally stand by 
themselves. For example, The short story, ‘The Speckled 
Band’, is one of the best-known adventures of Sherlock 
Holmes.

●	 Quotation marks indicate words quoted from another 
speaker or source from the rest of the sentence. For 
example, If I remember rightly, it was Maria who told us to 
‘Take a chance and don’t worry about the consequences.’ 
‘One small step for man, one giant leap for mankind’, these 
words are some of the most famous ever spoken.

●	 Quotation marks indicate words actually spoken (or thought) 
from the rest of the sentence; in other words, direct speech. 
There are three main patterns of direct speech as illustrated 
below:

i) Maria said to all of us, ‘Take a chance and don’t worry 
about the consequences.’

ii) ‘Take a chance,’ said Maria, ‘and don’t worry about the 
consequences.’

iii) ‘Take a chance and don’t worry about the 
consequences,’ said Maria. ‘We can’t be any worse off 
than we are already.’

●	 When writing a sequence of direct speech containing an 
interchange between two or more characters, you should 
begin a new paragraph for each new speaker in the 
conversation.

Tips for success
in handwritten text it is perfectly 
acceptable to use quotation 
marks to indicate the title of 
longer works of literature such 
as plays or novels; however, in 
word-processed texts, such titles 
should be either written in italics 
or underlined.

Tips for success
l	 a comma should always be 

used immediately before 
the words in direct speech 
indicated by quotation marks.

l	 the fi rst word of the direct 
speech should begin with a 
capital letter.

l	 in ii), the words ‘said maria’ 
are marked off by commas; 
the opening word of the 
second part of the quotation 
does not have a capital letter 
as it continues the quotation 
begun earlier.

l	 however, in iii), the two parts 
of the quotation separated 
by ‘said maria’ are complete 
sentences. therefore, the word 
‘We’ begins with a capital letter.
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●	 When the words quoted contain a question or exclamation, 
then the appropriate punctuation mark (? or !) should be 
placed within the quotation marks; however, if the source 
of the quotation is itself being questioned or exclaimed on, 
then the question or exclamation mark should be placed 
after the closing quotation marks. For example:

i) Carla spoke in amazement, ‘What is Maria doing? She’s 
such an adventurous girl!’

ii) Carla asked, ‘Did Maria say, “Take a chance and don’t 
worry about the consequences” before she disappeared?’

●	 Notice that in example ii) above, the words that Maria said 
are an example of direct speech quoted within the direct 
speech spoken by Carla. Maria’s words are, therefore, 
indicated by being placed within double inverted commas, 
as single inverted commas are used to indicate Carla’s words.

●	 There is no hard and fast rule as to whether, in your own 
writing, you should use double or single inverted commas to 
indicate direct speech – it is a matter of personal preference 
which you use. However, you must be consistent – if you 
use single inverted commas to indicate the main speaker (in 
this case, Carla), you must use double inverted commas to 
indicate the words spoken by another speaker (Maria) which 
are quoted by the first speaker.

Check your understanding
Insert quotation marks, commas, full stops, capital letters, question and 
exclamation marks in the following sentences as needed.
32 wow thats the biggest cake I’ve ever seen exclaimed Carla
33 my little brother would like some more cake said Maria may he have some
34 here you are I hope he doesn’t eat it too quickly said Carla
35 Why did you say I’m worried about this asked Sam
36 this cake sighed Maria is the best I’ve ever tasted
37 carla said i feel rather ill after all that cake
38 how much of it did you eat asked Sam i warned you not to have too much
39 Carla’s mother asked did the party go well yesterday
40 yes it did said Carla but i think I ate too much cake
41 it serves you right you’re always too greedy replied her mother

Tips for success
in your own response to one of 
the writing tasks it is a good 
idea to include a short passage 
of correctly punctuated direct 
speech to show your mastery of 
it. however, do not overdo this; 
too much direct speech within a 
short piece of writing is likely to 
result in an account which lacks 
detail and development.
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Question marks (?), exclamation 
marks (!), Parentheses (( )), 
dashes (–) and hyphens (-)
●	 Question marks and exclamation marks are used to mark 

the end of sentences instead of full stops when the sentence 
contains either a direct question or exclamation. For example, 
Where are you going? That’s the most amazing surprise!

●	 It is important to remember that a question mark is used 
only when the question is directly stated. If the question is 
reported, as in the sentence, I wondered whether I should go 
or stay, then the sentence should end with a full stop and 
not a question mark.

	●	Parentheses or brackets are used to mark off an aside or 
a statement that qualifies a point that has been made. For 
example, I seldom use brackets (their technical name is 
‘parentheses’) because they break up the flow of what I am 
writing (and I don’t want my readers to lose interest).

●	 The dash is used to indicate an afterthought and is, 
therefore, slightly different in use from brackets. It can be 
used either singly, for example, We are going to the beach 
tomorrow – is that a good idea or not? Or in pairs, for 
example, Everything in my bag – books, papers, pens and my 
cell phone – was ruined when I dropped it in the water.

●	 A dash is also used to indicate when a speaker suddenly 
breaks off what he or she is saying. For example, ‘What 
the – !’ Before he could finish what he was saying, the door 
slammed shut.

●	 The hyphen is a short dash and is used to join compound 
words such as hi-tech, father-in-law and so on. It is also 
used to indicate when a word of more than one syllable is 
split between two lines of text.

Check your understanding
Rewrite the following sentences correcting all punctuation (some punctuation 
marks need adding; some which are there are incorrectly used).
42 Maria’s birthday party – the venue for which isn’t decided yet will be held in April.
43 Im not giving her a cake he said she does’nt want one.
44 Who’s house is the one with the bright green front door asked Adil.
45 It belongs to Mr no it doesnt Im wrong it belongs to Mrs Johnson.
46 The childrens’ shouts filled the classroom and were so highpitched they 

nearly shattered it’s windows.
47 The holidays start next week we’ll have lots of time to relax then.
48 Where do you think your going asked Mr McGregor?
49 All students bags should contain the following items gym shoes track suits 

soap and a towel.
50 Excuse me Maria is that Mr Fernandez the headteacher.
51 Because friendship is really important to us we hope that Maria will 

appreciate the effort were making for her party.

Tips for success
if you need to split a word over 
two lines in your own writing you 
must place the hyphen between 
syllables. so, how-ever is correct 
but howe-ver is not.
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 3 Grammar

the main parts of speech 
and their functions
Before we look more closely at the ways in which the main 
parts of speech are used when they are put together in 
sentences, here is a brief list of definitions:
●	 A verb is a word that expresses an action (walk, kick), an 

occurrence (happen, become) or a state of being (be, exist, 
become). Verbs are the key words in a sentence as they 
make a statement complete.

●	 A noun is a word giving the name of a person, place or 
thing. Most nouns can be both singular or plural.
l	 Proper nouns give the names of a specific person, place 

or thing (Maria, Mumbai, Cadillac). 
l	 Common nouns give names to non-specific persons, 

places or things (girl, city, car). 
l	 Abstract nouns give names to attributes or feelings 

which cannot be seen or touched (excitement, sadness)
l	 Collective nouns are words that, although singular in 

form, give names to a group of people or things (team, 
family).

●	 A pronoun is a word that is used to replace a noun in a 
sentence in order to avoid unnecessary repetition.
l	 Personal pronouns are words such as I, you, he, she, it, 

we, you, they. 
l	 Personal possessive pronouns are words such as my, 

your, his, her, its, our, their. 
l	 Interrogative pronouns (who, whom, whose, which, 

what) are used to introduce a question; 
l	 Relative pronouns are words such as which, that, who, 

whom, when they are used just to add description, rather 
than ask a question.

l	 Reflexive pronouns are words such as myself, yourself, 
himself, herself, itself, ourselves, yourselves, themselves. 

l	 Indefinite pronouns include words such as some, any, 
all, every, either, neither.

●	 Adjectives are words which describe (or modify) a noun or 
pronoun. For example. a clever girl; she is happy.
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●	 Many adjectives can express what are referred to as degrees 
of modification (or comparison) when they are used to 
compare two persons, places or things (comparative, for 
example, Maria is happier than Carla) and three or more 
persons, places or things (superlative, for example, of all the 
girls in the class, Vittoria is the happiest).

●	 Adverbs are words which modify verbs, adjectives or 
other adverbs and are words which frequently end in the 
suffix -ly.

 As an example: he ate his food quickly (the adverb modifies 
the verb ate); she was deliriously happy (the adverb modifies 
the adjective happy); the teacher spoke extremely slowly 
(the adverb slowly modifies the verb spoke and the adverb 
extremely modifies the adverb slowly).

●	 Conjunctions are words that join two parts of a sentence. 
They can be single words (and, but) or compound ( for 
example, in order that).
l Coordinating conjunctions join two statements that are 

of equal grammatical importance to form a compound 
sentence (Yousry ran along the road and he just managed 
to catch the bus).

l	 Subordinating conjunctions join a dependent group of 
words to the main part of the sentence (Because he was 
feeling bored, Bhavesh decided to go for a run).

●	 Prepositions are words such as on, in, beside, beneath, 
during, through, about and are used to indicate the 
relationship between a particular object and the rest of the 
sentence.

●	 Articles are the words a or an (indefinite articles) and 
the (definite article).

●	 Interjections are words such as Ouch, Hey, Hooray which 
are added to sentences usually to express some feeling and 
which have no direct grammatical relation to any other 
words in the sentence. They are not usually used in formal 
written expression but if they form a part of direct speech, 
are usually followed by an exclamation mark.

Tips for success
l	 With adjectives comprising 

one syllable, the suffixes -er 
and -est are added to form the 
comparative and superlative 
forms (for example, Adil is tall, 
Maria is taller than Adil but of 
the three friends, Rojina is the 
tallest).

l	 For adjectives comprising 
two syllables, ending in -y 
(for example, happy), the -y is 
dropped and the suffixes -ier 
and -iest are added (that is, 
happier; happiest).

l	 For all other adjectives of 
two or more syllables, the 
comparative and superlative 
are shown by putting more or 
most before the standard form 
of the word (for example, more 
impressive, most impressive).

l	 some adjectives, such as 
unique (which means ‘the 
only one of its kind’) should 
not be given comparative and 
superlative forms. 
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Qualities of verbs
In this section we will be looking at the main features of verbs. 
There is not space to consider all the different grammatical 
points relating to verbs in detail (these are dealt with more 
fully in the main books in the Cambridge Checkpoint English 
series) but the following are the most important:
●	 Verbs have tense. This means that they can indicate, for 

example, when an event occurred. In order to do so, the 
verb changes its form, either by adding a suffix or by 
changing the central vowel (run, ran) or by adding an 
auxiliary verb such as had, will be and so on.
l The straightforward tense forms are the past, present 

and future. For example, Ryan eats the cookie (present); 
Ryan ate the cookie (past); Ryan will eat the cookie (future).

l There are also continuous tenses (Ryan is eating the 
cookie; Ryan was eating the cookie; Ryan will be eating the 
cookie).

l The other most commonly known tense form is the 
pluperfect which has only past and future forms (Ryan 
had eaten the cookie; Ryan will have eaten the cookie).

●	 Verbs are usually preceded by a subject, either a noun or 
pronoun, which identifies who or what is performing the 
action of the verb. For example, Ryan is the subject in the 
examples given above.

●	 The verb can also be followed by a direct object (that is a 
noun or pronoun which indicates the sufferer of the action 
of the verb); in the examples above, the cookie is the object 
of the verb.

 

Tips for success
l	 remember that you should 

be consistent in your use of 
tenses. if you start by using 
the present tense, then you 
should keep to that throughout 
your piece of writing.

l	 it is usually easiest to use the 
straightforward past tense 
when writing your own stories.

l	 one of the most common 
errors made by cambridge 
checkpoint candidates is to 
muddle up their tenses. 
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l A verb that is followed by a direct object is called a 
transitive verb. In a sentence in which the verb is not 
followed by an object (the bird flies in the sky), the verb is 
said to be intransitive.

l Verbs such as to be or to become cannot be followed by 
an object. In a sentence such as The caterpillar became 
a butterfly, the caterpillar and the butterfly are the same 
thing; in sentences such as this, the noun following the 
verb is referred to as the noun complement. There are also 
adjective complements as in Maria was happy.

●	 Verbs have number which means that the verb changes its 
form depending on whether the subject is singular or plural: 
the birds flies in the sky (singular); the birds fly in the sky 
(plural).

●	 Verbs have mood, either active or passive.
l The active mood is when the subject of the verb 

performs the action on the object (the boy ate the cake); 
the passive mood is when the subject of the verb suffers 
the action expressed by the verb (the cake was eaten by 
the boy).

Phrases and clauses
●	 Groups of words that are closely connected in sense are 

known as either phrases or clauses.
●	 A clause contains a complete (or finite) form of the verb (the 

bird flew in the sky). A phrase does not contain a finite verb 
and, therefore, cannot stand alone as a complete unit of 
sense (the bird flying in the sky).

●	 Both clauses and phrases can function as adjectives or 
adverbs: The bird with brightly coloured feathers was flying in 
the sky but the bird which had a yellow bill was sitting on a 
branch.

●	 Both of the indicated phrases describe the different birds. 
The first is a phrase, the second is a clause. In the sentence 
The boy ran like an Olympic sprinter as he hurried home 
for his supper, the underlined phrase functions as an adverb 
describing the verb ran.

Check your understanding
Read the following paragraph and correct all the grammatical and usage errors. 
There are a total of ten.
1 The teacher sighed and looked at the assignments he will be marking. There 

were two, one from Adil and one from Rojina. Adil’s were the longest. Rojina’s 
very neat and well presented. The teacher placed Adil’s at his desk and hoped 
he could read it quick. He turned to a first page and started to read what 
Adil had wrote. Thinking aloud to himself, Adil’s ideas were interesting. The 
teacher read on with greater interest and would not stop until he reached the 
end when he decided it was time to have a cup of coffee.
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 4 
Phonics, spelling 
and vocabulary

spelling and vocabulary
As you have almost certainly discovered, spelling words 
correctly can be a problem and there is no easy way to master 
this skill. The problem is that the vocabulary of modern-
day English contains words that derive from a wide range 
of different languages. Some of these words have kept their 
original spelling and others have had their spelling adapted 
and made ‘English’. Also, pronunciation has changed over 
the centuries and many words (such as knight) are spelt in a 
way that reflects their original pronunciation. Seven hundred 
years ago both the ‘k’ and the ‘gh’ in knight were sounded. 
Nowadays, we say the word without voicing either of these 
sounds. A combination of these factors has produced the rather 
complicated spelling system that exists in the twenty-first 
century. Although English spelling has now been standardised, 
there are still many irregularities!
●	 The best approach to mastering English spelling is to accept 

that there is no substitute for hard work! It will help if, after 
every writing task you do at school, you note down the 
correct spelling of any words that you find difficult to spell. 
Try to commit the correct spelling to memory.

●	 Use a dictionary to check spellings (and correct meanings).
●	 Be careful of spell-checkers. Although the spell check on 

your computer is very good at indicating when it thinks a 
word has been misspelt, it doesn’t recognise the meaning 
that you intended and may not distinguish, for example, 
between words like ‘rain’ and ‘reign’ which sound the same 
but are spelt differently.

●	 Adding prefixes and suffixes to words sometimes alters their 
spelling. Try to become familiar with the different patterns 
of spelling in words that use the same suffixes and prefixes.

some spelling rules
There are some spelling rules that it is helpful to remember. 
A list of these follows. Learn the rules, but remember that there 
are exceptions to every rule – it is important to learn how to 
spell the exceptions as well!
●	 i before e except after c. This is one of the most common 

spelling rules and is a good guide – as long as you 
remember the exceptions!
l Words containing ‘i’ immediately followed by ‘e’ which 

are pronounced with a long ‘ee’ sound have the ‘i’ before 
the ‘e’ except when the letter ‘c’ occurs before the letters 
making the ‘ee’ sound. For example: relief, niece, thief, 
shield but conceit, receive, receipt, conceive.
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l However, when the ‘e’ and ‘i’ combine to make an ‘A’ or 
an ‘I’ sound then the ‘e’ comes before the ‘i’. For example, 
eight, neighbour, vein, rein, weight, either, height, neither.

l You should learn the following exceptions to the rule: 
seize, weird, science, conscience, efficient. (How many 
more can you find?)

● The silent ‘e’. Many words contain a letter ‘e’ which 
is not pronounced. The following rules will help with 
remembering how to spell some words in which the silent 
‘e’ is present:
l If you add a suffix beginning with a consonant to a word 

ending in a silent ‘e’, then there is no change to the form 
of the original word. For example, huge – hugely; manage 
– management; sincere – sincerely; force – forcefully.

l The final ‘e’ is also deleted when a noun or verb ending in 
‘e’ (for example, shine) changes to an adjective ending in 
‘y’ (for example, shiny).

l However, remember how to spell the exceptions: mile – 
mileage; agree – agreeable.

● Other silent letters. It’s not just ‘e’ that is silent in words, 
however. Unfortunately, there are no clear-cut rules for dealing 
with other silent letters. Here is a list of some words with silent 
letters so that you can make note of the correct spellings:

 a – bread, head, lead  
b – lamb, bomb, comb  
c – scissors, science, scent  
h – honour, honest, school  
k – know, knight, knowledge  
l – psalm, should, would, could  
n – hymn, autumn, column  
p – pneumatic, psalm, psychology  
s – isle, island, aisle  
t – listen, rustle, bustle  
u – biscuit, guess, guitar  
w – write, wrong, wrist 

● Adding a prefix to the beginning of a word does not 
usually affect its spelling for example, antiseptic, unwilling. 
However, adding a suffix often does lead to a change in 
spelling and the following rules should be remembered:
l If the suffix begins with a consonant, then there is no 

change in the spelling of the original word. For example, 
treat – treatment; wish – wishful.

l If the original word has a short vowel sound and ends in 
a single consonant, then that final consonant is doubled 
before a suffix starting with a vowel. For example, big – 
bigger; hot – hotter; tip – tipping.

l If the original word ends in a vowel followed by a single 
‘l’, then the ‘l’ is doubled before a suffix beginning with a 
vowel, For example, travel – traveller; corral – corralled.

180725_CP_English.indd   22 19/09/17   9:34 PM



 Phonics, sPelling and vocabulary l

23

l However, if the original word ends in two consonants 
or has more than one vowel, then the final consonant is 
not doubled before a suffix beginning with a vowel. For 
example, rain – raining; leap – leaping; creak – creaked; 
long – longest.

l Also words ending in ‘r’ are usually exceptions to the rule 
(for example, wear – wearing; offer – offered) although 
occur – occurring is an exception and ‘w’, ‘x’ and ‘y’ are 
never doubled if they occur before any suffix.

l If the original word ends in ‘-ce’ or ‘-ge’ then the final 
‘e’ remains before a suffix beginning with ‘o’ or ‘a’. For 
example, manage – manageable; change – changeable; 
courage – courageous (exception prestige – prestigious).

l If the original word ends in ‘-ie’ then the ‘ie’ changes to ‘y’ 
before a suffix beginning with a vowel. For example, lie – 
lying; die – dying; tie – tying.

l When the original word ends with a consonant followed 
by ‘y’ then the ‘y’ is changed to an ‘i’ before a suffix is 
added. For example, forty – fortieth; mystery – mysterious; 
beauty – beautiful; busy – business (exception try – trying).

l However, if the original word ends in a vowel followed 
by ‘y’ then ‘y’ remains before a suffix beginning with a 
vowel. For example, destroy – destroyed; buy – buying; 
annoy – annoying.

● Remember, some words alter their spelling depending 
on what part of speech they are. For example, advise, 
practise, license are verbs and have an ‘s’ before the final ‘e’. 
However, when the equivalent noun is used, it is spelt with 
a ‘c’ before the final ‘e’, advice, practice, licence.

Check your understanding
In the sentences below there are 20 incorrectly spelt words. Find them and write 
out the correct spellings. (Some of them are covered by the tips in the previous 
section, but some are simply commonly misspelt words that you need to watch 
out for!)
 1 Unfortnatly, this spelling mistake occured several times in your essay.
 2 On several ocassions I have been very embarasssed by the behaviour of my 

younger brother.
 3 Is it really neccessary for the goverment to insist that all school children go 

to school every day?
 4 I went to the zoo yesterday and saw fourty monkies in one enclosure.
 5 My best freind succesfully completed the race in a personal best time.
 6 It was definately his finest ever acheivement.
 7 As soon as the teacher disapeared out of the door, Adil started an 

arguement with Maria.
 8 I was suprised at the standard of accomodation available in the hotel.
 9 At the beggining of the race, my friend was completly at his ease.
10 The goalkeeper hesitated and the striker immediatly seized the oppurtunity 

to score a goal.

Tips for success
in your own writing don’t be 
afraid to use an ambitious word 
if you are sure that it is the right 
one to use, even if you aren’t fully 
sure how to spell it. examiners 
will credit you for knowing 
the word as long as they can 
recognise it!
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vocabulary
● Vocabulary is the name given to the words that you use 

and recognise.
● The wider your vocabulary is, the more effectively you 

can communicate a range of ideas and different shades of 
meaning.

● Everybody possesses two vocabularies: the active 
vocabulary that contains the words that you regularly 
use in your own speaking and writing and the passive 
vocabulary that contains the words that you recognise 
when someone else uses them. Your passive vocabulary is 
likely to contain more words than the active one.

● One way to improve the range of the vocabulary in your 
own writing is to try to transfer words from your passive to 
the active vocabulary.

Now let us look at ways in which you can build and improve 
your active vocabulary.

synonyms and antonyms
● The English language as we know it today has grown out of 

the many different languages which have influenced it over 
the centuries. (Book 2 of the Cambridge Checkpoint English 
series contains a chapter in which this point is dealt with in 
more detail; see pages 110–23.)

● One of the advantages of this is that it has resulted in there 
being many different words with meanings that are similar 
but not interchangeable. This allows those who speak and 
write English to express many shades of meaning – as long 
as they have a good knowledge of the words in the first 
place!

● Words which have similar meanings to each other are 
known as synonyms. Words with meanings that are 
opposite are called antonyms.

● An effective way of increasing your vocabulary is to use 
something called a thesaurus which is a book (or online 
facility) that lists words of similar meanings.

Tips for success
l	 Whenever you come across a 

word which is new to you in 
reading or when listening to 
someone else speak, make a 
note of it and check its precise 
meaning by using a dictionary.

l	 you should also do this with 
words that you recognise but 
don’t use regularly yourself. 
very often the reason that 
you don’t use these words is 
because your understanding 
of their meaning is uncertain. 
once you have checked the 
word’s meaning and secured 
it in your own mind, you are 
much more likely to use the 
word in your own writing.
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● Here are some of the words given in a thesaurus as 
synonyms for eat: bite, breakfast, consume, devour, dine, 
feast, feed, gulp, ingest, lunch, snack, taste.

● All of these words have a general meaning connected with 
taking in food but, as you can clearly see, those meanings 
differ depending on the contexts in which they are used. For 
example, breakfast, lunch, dine all have distinct meanings 
and relate to eating at different times of the day. Consume 
and ingest are words with mainly neutral meanings 
describing the act of eating (ingest is a more ‘scientific’ word 
than the others in the list). Devour, feast and gulp all have 
suggestions of eating to excess whereas snack and taste are 
more suggestive of eating lightly. Finally, feed implies giving 
food to another person as much as it does of eating for 
oneself.

● Try using all of these words in sentences to bring out their 
precise shades of meaning. 
(We used www.thesarus.net for synonyms.)

Check your understanding
Here are some groups of synonyms.

a) house: abode, castle, home, mansion, residence.
b) child: adolescent, baby, infant, kid, youngster.
c) cheerful: animated, contented, effervescent, jolly, vivacious.
d) Walk: amble, lumber, stride, toddle, tour, wander.
e) sing: carol, hum, serenade, warble, whine.

11 Look up the main word in a thesaurus and write down five synonyms. 
Choose five synonyms not currently listed.

12 Write sentences using the ten synonyms so that you make their precise 
sense clear.
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affixes
● Affix is the name given to a group of letters (often forming 

a single sound) that are added to a word and which modify 
its meaning.

● Knowing the meanings of different affixes and how they are 
used helps you to build your vocabulary.

● A group of letters added to the beginning of a word is called 
a prefix.

● A group of letters added to the end of a word is called 
a suffix.

Prefixes
There are well over 100 prefixes used in English. Here are 
some of the most common ones.
● One group of prefixes consists of those that suggest number. 

Here are some (in numerical order):

Prefix meaning examples 

uni- one, single universe, uniform

mono- one, single monotonous, monorail

du(o)- two, double duologue, duplicate

bi- two bicycle, bilingual

tri- three tricycle, tripod

quadr- four quadrangle, quadrilateral

quart- four quarterdeck, quartile

quin(que)- five quinquennial, quincentenary

quinti- five, fifth quintuplets, quintuple 

pent(a)- five pentathlon, pentagram

sex- six sextuplets, sexagenarian

sept(a)- seven September*, septennial 

octo- eight October*, octopus

dec(a)- ten December*, decathlon 

deci- one-tenth decimate, decilitre

cent- hundred centimetre, centipede

kilo- thousand kilogram, kilowatt 

milli- thousandth millipede, millilitre

mega- million/very large megabyte, megaphone

micro- one-millionth/very small microscope, micro-organism

multi- many multicultural, multifarious

*  In the original Julian calendar (superseded in 1582), September, October and December 
were the 7th, 8th and 10th months.
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Other commonly used prefixes include:

Prefix meaning examples

a- not, without amoral, atonal

ab- away from abstract, abscond

aero- air aeroplane, aeronautics

ante- before antechamber, antenatal

anti- against antidote, anticlockwise

auto- self autobiography, autograph

bio- life biochemistry, biology

circum- around circumference, circumnavigate

col- 
com-  
con- 
cor-

with, together collect, combine, congregate, 
correlate

contr(a)- 
contr(o)-

against, opposite contradict, contravene, 
controversial

counter- against, opposite counter-clockwise, counter-attack

de- away from, down from descend, detract, dehydrate

dis- reverse, opposite dissent, disentwine

eco- concerned with the habitat/
environment 

ecosphere, ecosystem

e-  
ex(o)-

outside external, exotic

ex- former ex-friend, ex-president

hemi- 
semi-

half hemisphere, semi-circle

hyper- excessive hyperactive, hypersensitive

il-  
im- 
in- 
ir-

not illimitable, impossible, indecent, 
irregular

in- extremely inflammable, invaluable

inter- between, among interact, international

mal- bad, badly malpractice, malevolent

mini- small miniscule, mini-cab 

mid- among midterm, mid-Atlantic

mis- bad, wrong misbehave, misrepresent

non- not nonsense, non-conductor
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Prefix meaning examples

post- after post-war, postpone

pre- before prenatal, prepare 

re- again regain, repeat

sub- under, beneath submarine, subject

super- over, above superimpose, superlative

trans- across, beyond transpose, translate

un- not, opposite unnoticed, unusual

Check your understanding
Here are ten more prefixes with their meanings.

Prefix meaning

arch- chief, most important

chron(o)- time

hydr(o)- water

intra- within

neo- new

phil(o)-/phil-(before a vowel) love of

phot(o)- light

poly- many

simil/simul- like, resembling

syn- together with

13 Use a dictionary to find as many words beginning with them as you can.
14 Then use a selection of them in sentences. Be careful that the words you 

choose actually have a meaning related to the prefix and not just with a 
chance use of the letters that form it.

suffixes
● A suffix is a letter or a group of letters added to the end 

of a word in order to form a new word or to change the 
grammatical function of the original word. For example, the 
verb teach can be made into the noun teacher by adding 
the suffix -er; teach can also be made into the adjective 
teachable by adding the suffix -able.

● Knowing the meanings of the most commonly used suffixes 
can help you to work out the meanings of new words that 
you come across.

● The list below contains some of the most common suffixes 
with examples of their use.
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suffixes forming nouns

suffix meaning examples

-acy state or quality supremacy

-al process of denial

-ance 
-ence

state or quality of permanence, avoidance 

-dom place or state of being wisdom, superstardom

-er 
-or

someone who thinker, educator 

-ism belief absolutism, alarmism 

-ist someone who scientist, biologist 

-ity 
-ty

quality of ability 

-ment condition of bewilderment

-ness state of being happiness

-ship position/post held acquaintanceship

-sion 
-tion

state of being possession, contribution

suffixes forming verbs

suffix meaning examples

-ate act on or cause to be modified insulate

-en become lengthen

-fy  
-ify

make or form into magnify

-ise  
-ize

become or change into or cause 
to become

crystallise; hypnotize
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suffixes forming adjectives

suffix meaning examples

-able 
-ible

capable of being accessible, adaptable

-al relating to abysmal

-esque suggestive of picturesque

-ful noted for beautiful 

-ic 
-ical

relating to tragic, mathematical

-ious 
-ous

marked out by capacious, advantageous 

-ish having the quality of outlandish

-ive with the nature of imaginative

-less without worthless

-y marked out by trendy 

Check your understanding
Here are nine more suffixes with their meanings.

suffix meaning

-age activity, result of action

-ancy, -ency state, quality, capacity

-ation, -action resulting state

-crat someone with power

-ery collective qualities, state, condition

-ile having the qualities of

-iatry related to healing

-like resembling, characteristic of

-ure act, process, function, condition

15 Try to think of as many words ending with them as you can.
16 Then use a selection of them in sentences. As with the prefix exercise, be 

careful that the words you choose actually have a meaning related to the 
suffix and not just with a chance use of the letters that form it.
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idioms/idiomatic expressions
● There are a large number of idiomatic expressions in 

English. Being familiar with their use is a good way of 
showing your ability to speak and write the language.

● An idiom is a word or phrase that has a meaning which is 
specific to a particular language. It does not mean the same 
thing if it is translated literally into another language. For 
example, It was raining cats and dogs simply means it was 
raining very hard – it does not, of course, mean that pet 
animals were falling out of the sky.

● The problem with idiomatic expressions is that they very 
quickly become out of date or so over-used that they lose 
their original force.

● Reading English newspapers and magazines will help you 
to keep up with the latest idiomatic expressions – just 
remember, an expression such as in the pink of health is now 
hardly ever used by native English speakers!

Check your understanding
Here are some idiomatic expressions. Find out what their meanings are. Then 
write sentences using them.
17 A chip on his shoulder. 22 Know the ropes.
18 An axe to grind. 23 Long in the tooth.
19 Cry over spilt milk. 24 A piece of cake.
20 Drive someone up the wall. 25 Slow off the mark.
21 Go the extra mile. 26 Swan song.

What do these idiomatic expressions mean?

Under a cloud

Sitting on the fence

Never look a gift 
horse in the mouth

A hot potato
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 5 Non-fiction

The Cambridge Checkpoint English tests will assess your 
understanding of different types of reading passages. In this 
chapter we will look at the main features of the different types 
of passage.

Non-fiction is writing that is intended to be factual and 
which is concerned with giving information about actual 
people, places or things. There are different genres of non-
fiction writing. These include the following:
● A biography is a piece of writing that gives an account 

of the life of a living person or historical figure written by 
someone other than the subject of the work. The account 
is largely true and based on known facts, although it is 
possible that it includes some speculation on the writer’s 
part, particularly about the subject’s motivation for certain 
actions and so on.

● An autobiography is an account of a person’s life, written 
by the person himself or herself. Autobiographies are usually 
presented as true accounts, although the writers may alter 
or suppress facts in order to present themselves in a more 
attractive light or to justify unpopular actions that they may 
have performed.

● An article is a piece of writing in which the author presents 
their personal view of a particular topic. They are typically 
in a magazine or a newspaper, and can be a review (for 
example, a film or concert review) or a feature article in 
which the writer writes about a particular topic in such a 
way as to involve or challenge the reader’s view of it.

● A history is a piece of writing in which the writer gives an 
account of the main events of a particular period of time 
in the past. It is a version that is based on known facts and 
draws from the accounts of other people, some of whom 
may have been alive and writing at the time of the events 
being described. As with biographies, there may be some 
speculation – based on the facts – made by the writer.

● Journals and diaries. Although these terms are frequently 
interchanged, there is, in fact, a distinct difference between 
them.
l A diary is a day-to-day report of the writer’s life, for 

example, describing at what time he arrived for work, 
where he ate lunch, with whom he had meetings and 
so on.

l A journal, on the other hand, is less strictly chronological 
and contains digressions and speculations about the 
nature of the writer’s actions for example.
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l However, in many cases, what begins as a diary detailing 
events develops into more speculative comments. For 
example, you may begin a diary of your holiday travels 
in which you record the places you visited each day. 
However, you may then add comments describing your 
feelings about those places. In this case, the difference 
between a diary and a journal becomes somewhat 
blurred.

l The important point about both pieces of writing is that 
they are based on actual events, places and so on and not 
imaginative, made-up accounts.

● Scientific papers are pieces of writing such as an account 
of a scientific experiment and the logical conclusions that 
can be drawn from it. They are composed entirely of factual 
observations.

● All pupils at school are familiar with textbooks as they 
are a feature of all subjects in the curriculum. A Biology 
textbook will give facts about the different parts of a 
flower; a Geography textbook will give facts about the main 
physical features of a country’s landscape and so on.

● There are two types of travel books.
l Tourist guides or handbooks are books that give details 

of the main things that visitors to a particular place should 
see. These books also contain information about places 
to stay in an area, suggestions of where to eat and helpful 
hints relating to the opening hours of shops, climate and 
so on of the place being described.

l The other type of travel writing comprises books written 
by people who have travelled to a particular country or 
area and give an account of their experiences there. Such 
books are often very close to autobiographical writing and 
are sometimes put into the category of literary non-fiction.

● User manuals are booklets that, as their name suggests, 
are written to inform the reader about how to operate a 
particular device. For example, they could explain how to 
set up and make calls from a cell phone, or how to construct 
a piece of self-assembly furniture, or how to operate a 
washing machine. Like textbooks and scientific papers, 
they may also use diagrams and photographs to give their 
information.

● News journalism. Although some newspaper articles are 
pieces of imaginative writing, those which give accounts of 
daily events, both local and national, are intended to provide 
the readers with a true account of what happened (although 
these accounts may contain examples of the writer’s bias 
towards the people involved).
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Check your understanding
Identify which type of writing style are the following:
1  2 

3 The Road Transport Department today pledged to spend RM3 million to repair Selangor’s roads.
 Recent poor weather has been blamed for deteriorating road conditions. A large number of residents have complained 

of damage to their cars caused by driving through potholes.
 Earlier this week, a cyclist, Rakesh Raman aged 34 of Ampang, was injured on his way to work when he fell from his 

bicycle after hitting a pothole.

4 Shrek Forever After, the fourth instalment of the series, is better than the third film – or so I’m told (I chose to sit that 
one out). It’s sweet, mildly funny, and a pleasant enough farewell from these once beloved characters.

5 September 29th. Anchored at noon in a small cove, beneath the highest & boldest land which we have yet seen. The 
volcanic origin of all is but too plainly evident. Passed a point studded over with truncated cones or spiracles as some 
author calls them; the craters were very perfect & generally red-coloured within. The whole had even a more workshop 
appearance than that described at Chatham Island. A calm prevented us anchoring for the night.

6 My more immediate problem is to get aboard the Susak by 10a.m. The highly efficient Mr Vikram is out of town today 
and has deputed an assistant to help us. We wait for him outside his office for over half an hour, before deciding to 
try and enter the docks ourselves. We arrive at a level crossing beyond which is a railway, a high wall with barbed 
wire and the gates to Madras Docks. Two trains roll by but the level crossing gate remains lowered. One or two 
dockworkers amble across the line, but we have a vehicle so we’re stuck.

Fiction is the term given to works of literature whose content 
is the product of a writer’s imagination and is not primarily 
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 6 Fiction and poetry

based on fact.
● A novel is a fictional narrative of considerable length and 

written in prose. The plot is unfolded through an account of 
the actions, thoughts and speech of the characters involved 
in the story.
l A novel can be written as either a first- or third-person 

narrative. In the first-person narrative the story is told 
through the eyes of one of the characters involved in it 
(using the pronoun ‘I’).

l A first-person narrative is sometimes described as being 
subjective as the narrator can only describe events at 
which he or she is present.

l In the third-person narrative, the story is recounted by 
an objective narrator who is not directly involved in the 
events being described.

l The writer of a third-person narrative is referred to as 
being omniscient (which means ‘all-knowing’) as the 
narrator is in a position to have an overall knowledge of 
events affecting all characters in the story.

● A short story is also a work of fiction. It is different from a 
novel because, as its name suggests, it is shorter. However, 
there is no precise definition of how long (or how short) 
something has to be to be classified as a short story. In 
general, a short story will be concerned with only a small 
group of characters and is likely to focus on a single episode 
or mood. A novel will contain a wider cast of characters and 
a more complex range of episodes.

● Poetry: A poem is a composition in words that conveys 
emotions, experiences, ideas or narratives in a vivid and 
imaginative way.
l Poems use language in a concentrated way so that it is 

‘charged with meaning’ and suggestive power.
l There is a far more concentrated use of literary techniques 

such as metre, imagery (metaphors and similes) and 
rhyme than is usually found in fiction written in prose.

Check your understanding
1 What is your favourite novel? Write a paragraph about it. In your description, 

you may want to include the narrative used, who the main characters are, 
what literary techniques are used.

2 Do the same for your favourite short story.
3 And do the same for your favourite poem.
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Key literary terms and their use
When answering questions on the reading passage you need 
to be able to explain how the writers use language in order 
to influence the ways their readers respond to what has been 
written. In order to do this it helps if you have a knowledge 
of the various literary techniques and devices that writers use 
and the effects that can be achieved by using them. This will 
also help you to make your own writing more effective and 
interesting.

Figurative language and imagery
● Writers use figurative language when they use words 

that go beyond their literal meaning in order to create 
comparisons.

● Figurative language requires readers to use their 
imaginations as it helps to build up pictures in their minds, 
by appealing to one or more of the five senses (hearing, 
taste, touch, smell, sight). For example, in an expression such 
as ‘Lee was head over heels in love’ we know that Lee has 
not literally performed a somersault at the sight of his loved 
one but simply that he is very much in love. The figurative 
language, however, helps to emphasise his feelings to the 
readers and bring them more alive in their minds.

Here are some of the most commonly used figures of speech:
● Alliteration (adjective alliterative) is the repetition for 

effect of a particular sound in the consonants of the first 
syllables in a series of words or phrases. For example, in 
the following lines of poetry the repeated ‘f’ sounds at the 
beginnings of the words build up the sounds of the flapping 
sails of a ship as it moves through the waves:

 ‘The fair breeze blew, the white foam flew,  
The furrow followed free.’ 

A bookcase filled with fiction and non-fiction titles: can you identify which is which?
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● Similes and metaphors are types of comparisons.
l A simile is a direct comparison between two, not 

necessarily similar, items. It is introduced by the words 
‘like’ or ‘as’. For example, ‘At the sight of the spider my 
sister screeched like an angry parrot.’

l A metaphor (adjective metaphorical), however, is an 
implied comparison in which one thing effectively 
becomes another (and so there is no introductory ‘like’ or 
‘as’). For example, ‘The goalkeeper was a solid wall and 
nothing could get past him.’

 
● Hyperbole (adjective hyperbolical) is (overstated) 

exaggeration used for effect and not to be taken literally. For 
example, ‘I was helpless. I did not know what in the world 
to do. I was quaking from head to foot, and could have 
hung my hat on my eyes, they stuck out so far’ (from 
Mark Twain’s, Old Times on the Mississippi).

● In its most straightforward sense, irony (adjective ironic 
or ironical) is the use of words to suggest the opposite of 
their literal meaning. For example, ‘Having been soaked in 
the rain, splattered by mud from passing cars and finally 
dropping his shopping on the ground as the bottom of his 
bag split open, Lee turned to me and said, ‘Well, that just 
about rounds off the perfect day!’

Tips for success
similes can be a very useful 
descriptive device but don’t 
overuse them in your own 
writing. too many can overwhelm 
your readers and make them lose 
interest.
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● Onomatopoeia (adjective onomatopoeic) is the use of a 
word or words whose sounds echo that which is being 
described. For example, ‘He leapt into the water with a 
splash and then sploshed around happily.’

● Oxymoron (adjective oxymoronic) is the name given to 
an apparent contradiction in terms in order to emphasise a 
point. For example, ‘I can resist anything, except temptation’ 
(Oscar Wilde).

● Personification is the term used to describe the giving of 
human characteristics and emotions to inanimate (that is 
non-living) objects. For example, ‘The kettle sang happily 
as it boiled.’

Here (in no particular order) are some more important 
technical terms that you should know and be able to use as 
appropriate:
● Prose is the name given to the ordinary form of spoken or 

written language, when it is not structured in a metrical way 
as it is in verse or poetry. Novels, short stories, newspapers 
and so on are all written in prose.

● Metre (adjective metrical) is the name given to a rhythmical 
pattern of stress and unstressed syllables as used in poetry. 
There are many different types of metre and it is not 
necessary to go into detail about them here. The important 
thing to remember is that a metre is a structured pattern of 
stresses which helps to give a poem its particular form.

● Rhythm (adjective rhythmic or rhythmical) is the name 
given to the recurrence of stresses and long and short 
syllables in written and spoken language. All speech can 
be said to have rhythm; however, when these rhythms are 
deliberately organised into a repeated pattern, then they 
become a metre.

● Rhyme is the repetition of similar sounds in two or more 
words and is a feature of much poetry. For example:

There was an old lady who swallowed a fly  
I don’t know why she swallowed a fly – perhaps she’ll 
die!  
There was an old lady who swallowed a spider,  
That wriggled and wiggled and tiggled inside her;  
She swallowed the spider to catch the fly;  
I don’t know why she swallowed a fly – Perhaps she’ll 
die! 

● The meaning of genre is class or type. For example, we can 
talk of the different genres of writing such as poetry, novels, 
drama, short stories, science-fiction, detective fiction, ghost 
stories, folk tales and so on.

● The setting of a work of fiction is the geographical and 
historical background within which the story is set. For 
example, the setting of a Sherlock Holmes adventure is 
London in the late nineteenth century.

Tips for success
don’t confuse personification 
with anthropomorphism which 
is the term used to describe the 
giving of human characteristics 
to non-human creatures such as 
animals. For example, cartoon 
characters such as mickey 
mouse and tom & Jerry.

Tips for success
Questions in the cambridge 
checkpoint tests which ask 
you to comment on how writers 
achieve effects will expect 
you to refer to their use of 
different figures of speech. 
some questions may ask you 
simply to identify the figure – 
but remember that if you are 
asked to comment, you should 
also attempt to explain how 
these figures contribute to what 
they write.
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● The term plot describes the events that interlink with each 
other to make up the narrative of a novel.
l A sub-plot is a subsidiary plot within a novel which in 

some way relates to or runs parallel with the main plot.
● Character is the mixture of features (both of appearance 

and behaviour) which make up the representation of a 
person in a work of fiction. For example, Sherlock Holmes 
and Dr Watson are characters created by the author, Sir 
Arthur Conan Doyle.

● A theme (adjective thematic) is the main idea contained in a 
work of literature. It can be both explicit and/or implied. For 
example, the explicit theme of Moby Dick is Captain Ahab’s 
search for the white whale but one of the underlying (or 
implicit) themes of the novel is the nature and values of the 
society in which the characters live.

● Style is an author’s unique way of expressing himself or 
herself and distinguishes one author’s writing from another’s. 
It can be found in a writer’s choice of words, structure of 
sentences and so on.

● The tone of a piece of writing is the way writers express 
their attitude towards their subject or audience. For example, 
a tone can be angry, sad, happy and so on.

● Register, in general, refers to the level of formality in a 
piece of writing. For example, emails are usually written 
using an informal register whereas an official report would 
be written in a formal register.

● Colloquial language is the language used in casual and 
informal communication such as in a letter between friends. 
It may make use of non-standard English expressions and 
slang terms.

● Dialect refers to a regional or social variety of a language 
which contains vocabulary terms grammatical forms which 
may not be known by or have different meanings for people 
who do not belong to the dialect group. For example, in UK 
English, the part of the street on which pedestrians walk is 
known as the pavement but in American dialect, this same 
place is known as the sidewalk.
l Words and expressions that are specific to a particular 

dialect group are known as idioms.
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Check your understanding
Read the following passage. It describes the scene as families prepare for an outing on a day off.

There was no need, that holiday morning, for the sluggardly boys to be shouted down 
to breakfast; out of their jumbled beds they tumbled, and scrambled into their rumpled 
clothes; quickly at the bathroom basin they catlicked their hands and faces, but never 
forgot to run the water loud and long as though they washed like colliers; in front of the 
cracked looking-glass, bordered with cigarette cards, in their treasure-trove bedrooms, 
they whisked a gaptooth comb through their surly hair; and with shining cheeks and noses 
and tidemarked necks, they took the stairs three at a time.

But for all their scramble and scamper, clamour on the landing, catlick and toothbrush flick, 
hair-whisk and stair-jump, their sisters were always there before them. Up with the lady 
lark, they had prinked and frizzed and hot-ironed; and smug in their blossoming dresses, 
ribboned for the sun, in gymshoes white as the blanco’d snow, neat and silly with doilies 
and tomatoes they helped in the higgedly kitchen. They were calm; they were virtuous; they 
had washed their necks; they did not romp, or fidget; and only the smallest sister put out 
her tongue at the noisy boys.

This was the morning when father, mending one hole in the Thermos-flask, made three; 
when the sun declared war on the butter, and the butter ran; when dogs, with all the 
sweet-binned backyards to wag and sniff and bicker in, chased their tails in the jostling 
kitchen, worried sandshoes, snapped at flies, writhed between legs, scratched among 
towels, sat smiling on hampers.

4 Comment on the use of figurative language by completing the table below. The first example has been done for you. 
(Note: ‘Blanco’ was a paste used for whitening gym shoes.)

Expression Figure of speech used How it achieves its effect

sluggardly boys (line 1) metaphor The boys are compared to slugs suggesting 
that they are too sleepy to move

jumbled … tumbled, … rumpled (line 2)

catlicked (line 3)

as though they washed like colliers 
(line 4)

surly hair (line 6)

scramble and scamper, clamour (line 8)

catlick and toothbrush flick (line 8)

prinked and frizzed (line 10)

blossoming (line 10)

white as the blanco’d snow (line 11)

sun declared war on the butter, and the 
butter ran (line 16)

jostling kitchen (line 17)

(dogs) sat smiling (line 19)
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 7 
The Cambridge 
Checkpoint Reading tests

At the end of this Revision Guide (pages 61–76) you will 
find a complete Cambridge Checkpoint test which you can 
use to help you prepare for the actual examination. This 
chapter contains more general information about the types of 
questions that the Cambridge Checkpoint Reading tests may 
contain.
● The Cambridge Checkpoint Paper 1 contains two passages 

on which questions are set. Both of these passages will be 
factual, non-fiction passages. Paper 2 contains a piece of 
more imaginative writing such as an extract from a novel or 
a poem.

● The questions set on these passages will test your 
understanding of both explicit and implicit details.

● Explicit questions are those that require you simply to 
identify facts and details that are contained in the passage. 
For example, an explicit question on the following sentence: 
There are many fascinating and beautiful capital cities in 
Europe of which Paris, in France, with its wealth of museums 
and romantically historical associations, is one of the most 
appealing would be Give the name of the capital city of 
France.

● Implicit questions require you to draw conclusions from 
statements/comments made in the passage. An implicit 
question on the same sentence (above) would be Give 
reasons for why you think the writer finds Paris such an 
appealing place to visit. In your answer, you would need 
to consider how the language used to describe the city 
suggests the appeal it has for the writer to the reader.

● Questions will also be set on the writer’s use of language. 
These may ask for an explanation of the meaning of certain 
words or an exploration of how the writer’s use of language 
suggests an impression to the reader. In this case, it may be 
necessary to comment on the use of figures of speech for 
example.

● Questions may also be set on the more technical aspects of 
the ways in which the passage is written. For example, what 
effects are achieved by the use of long or short sentences; 
by different sentence patterns (for example, sentences 
beginning with adverbial expressions such as Sitting 
comfortably at his desk, he thought back over the events 
of the day) and on the grammatical function of particular 
words and phrases. More detail about sentence variation will 
be found in the writing section of this guide in Chapter 8 
(pages 51–3). 
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● Other topics on which questions will be set may include:
l the tone and register of the writing
l identifying a writer’s use of fact and opinion
l the identification of bias in the writing
l the use of emotive, colloquial and formal language
l the layout and page design of the passage and how any of 

these features help to convey the writer’s purpose.
Further explanation of some of these topics follows below.
● A fact is something that can be proved by actual experience 

or observation. For example, Botswana is a country in 
southern Africa.

● An opinion is a belief or judgement for which there is 
insufficient factual evidence for absolute proof. For example, 
Botswana is the most beautiful country in the world.

● The distinction between fact and opinion is not always 
straightforward. Sometimes, writers may try to influence 
their readers by expressing an opinion in such a way that it 
sounds as if it’s a fact; for example, It is understood that boys 
find it harder to wake up in the mornings than girls do may 
sound like a fact because the opening words It is understood 
suggest an objective point is being made. However, this is, 
in fact, the writer’s opinion disguised as a fact.

● One way to help you distinguish a fact from an opinion is to 
put the words ‘The writer thinks that …’ before any dubious 
statement – if they make sense, then it’s an opinion and not 
a fact.

Check your understanding
Say whether the statements below are facts or opinions.
 1 The school building is three storeys high.
 2 Murder on the Orient Express is the best book ever written.
 3 Michael Jackson’s Thriller is the best selling album of all time.
 4 I believe that my best friend will be an Olympic champion.
 5 Brazil won the World Cup in 1970.
 6 Many experts think that the Brazil team of 1970 was the best soccer team 

ever.
 7 French is an easier language to learn than English.
 8 Mount Everest is a mountain in the Himalayas.
 9 Most school students would benefit from taking more exercise.
10 John Adams was the second President of the USA.
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● Emotive language is the term used to describe vocabulary 
used by a writer which is chosen deliberately to arouse the 
emotions of readers. 
l For example, the sentence The High Street will be closed 

to traffic today owing to emergency repairs to the water 
mains is a statement that communicates a straightforward 
fact to a reader.

l However, if a local newspaper reported this fact in the 
following terms Town centre paralysed by traffic chaos 
caused by water main failure it is likely that its readers 
would be roused to fury by the emotive vocabulary (in 
bold) used to report the event.

l The use of emotive language is a key feature of writing 
which contains bias, that is, when writers or speakers 
wish to put forward a one-sided (as opposed to a neutral) 
point of view in order to persuade their readers to agree 
with them.

Check your understanding
Read the following article.

Teenage Mob Disrupt School Day!
Enraged adolescents at Springdale Second-
ary School caused chaos yesterday as they 
downed their books and stormed out 
of classrooms when the heating system 
failed on what was the coldest day so far 
this winter. The gang of pupils stomped 
through corridors and battered at the 
door of the headteacher demanding that 
he should immediately restore heat and 

threatening that they would go on indefin-
ite strike if their demands were not met.

Mild mannered and moderate headteacher, 
Mr James Sparrow, listened politely to 
their concerns and heroically pacified the 
furious students by promising to call the 
heating engineers straightaway.

11 Identify all the emotive language used.
12 Then re-write it using more neutral language and compare the two versions.

● Some passages used in the Cambridge Checkpoint tests may 
contain such features as headlines, pictures with captions, 
sub-headings and so on. The overall appearance on the page 
of a piece of writing such as a newspaper article, is referred 
to as its layout. 

● Features such as those mentioned and others, for example, 
the use of different coloured print, bold or italic font and 
varied font sizes may be used by the writers to draw 
attention to or highlight specific points in what has been 
written.

Tips for success
if you are asked to comment on 
layout features, remember that 
the important point is to try to 
explain how each feature helps 
to support the content of what 
is written. simply describing 
the feature (for example, the 
article used 12pt font; there is 
a photograph on the right-hand 
side of the page) is not sufficient 
for a successful answer.
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identifying a writer’s purpose
Whenever you answer questions or write about a passage that 
you have read, it is a good idea to be able to try to identify 
the purpose for which it was written. You can do this by 
considering many of the points mentioned above. For example, 
the tone of the writing (formal, informal, balanced, biased 
and so on) will provide a clue as will the subject matter of 
the passage (for example, is it fiction or non-fiction?). The 
vocabulary used and the length and type of sentences will also 
help you to determine the audience for which the passage was 
written.

Check your understanding
Here are examples of different types of writing; they belong to different genres.

i) London is too big a city for you to see everything in a few days. It is a good idea 
to orientate yourself by taking a sightseeing bus tour which will show you the main 
attractions. Once you have done this, you can then decide which of these you most 
want to visit.

ii) Anybody who is anybody will want to possess the new SupaPhone. Just imagine 
the looks of envy you will get from your friends as you slide its slim, sleek, glowing 
form out of your pocket or handbag.

iii) My earliest memory is of being in the garden of the house in which I was born. 
I must have been about two years old and I remember the smell of the washing as 
my mother hung it on the clothesline.

iv) Detective Chief Inspector Jane Jenkins finished her fifth cup of coffee of the 
morning. She had considered the case from every possible angle, but there was still 
no clue as to who might have committed the crime.

v) Late for work this morning. Train delayed by broken down signal at Meadowlands. 
Missed meeting with Boss. Had to miss lunch to catch up on work.

vi) This was a titanic struggle between two well-matched teams with neither willing to 
concede an inch. Play moved swiftly from end to end with both sides having near 
misses before the home team’s striker broke the stalemate.

vii) Use of calculator. If the numbers are large, and you have a calculator available, 
it is sensible to use it to save time. Be careful that you do not use your calculator for 
mixed units not based on ten, such as hours and minutes.

viii) Latest reports suggest that changes may soon be made to the law concerning 
cycling safety. An all-party advisory committee meeting yesterday recommended 
that all cyclists must wear reflective helmets at all times. 

ix) I have known Adil Choudhury both as a friend and work colleague for the last five 
years. He is always punctual for work, smartly dressed and willing to go that extra 
mile to help his fellow workers.
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x) Date: 27.09.12. Time: 0945 hrs. Place Room 38 Block B. I was working on my own 
in the study room when a cricket ball crashed through the central window and 
landed in front of me. I immediately went to the window and saw Geoffrey and Ian 
running away.

13 Read each extract of writing and match them with their genre. Make notes of what appear to be the typical 
features of the style of each piece of writing.
a) Newspaper sports report f) News report
b) Guidebook g) Formal accident report
c) Advertisement h) Diary
d) Job reference i) Autobiography
e) Detective novel j) School textbook

Spotlight on the test

Read carefully the passage below and answer the questions that follow. It is an extract from The Lost World by Sir Arthur 
Conan Doyle. In this excerpt a group of explorers come across a mysterious and undiscovered land in the depths of South 
America – it proves to be a more dangerous place than they at fi rst imagine it to be.

It was indeed a wonderful place. Having reached the spot marked by a line of light-
green rushes, we poled our two canoes through them for some hundreds of yards, and 
eventually emerged into a placid and shallow stream, running clear and transparent over 
a sandy bottom. It may have been 20 metres across, and was banked in on each side by 
most luxuriant vegetation. No one could possibly have guessed the existence of such a 
stream or dreamed of the fairyland beyond.

For a fairyland it was – the most wonderful that the imagination of man could conceive. 
The thick vegetation met overhead and through this tunnel of greenery in a golden 
twilight fl owed the green, clear river, beautiful in itself, but marvellous from the strange 
tints thrown by the vivid light which fi ltered through from above. Clear as crystal, 
motionless as a sheet of glass, green as the edge of an iceberg, it stretched in front 
of us under its leafy archway, every stroke of our paddles sending a thousand ripples 
across its shining surface. It was a fi tting avenue to a land of wonders.

For three days we made our way up this tunnel of hazy green sunshine. On the longer 
stretches one could hardly tell as one looked ahead where the distant green water 
ended and the distant green archway began. The deep peace of this strange waterway 
was unbroken by any sign of man.

On the third day it became evident that our journey in the canoes could not last much 
longer, for the stream was rapidly growing more shallow. Twice in as many hours we 
stuck upon the bottom. Finally we pulled the boats up among the brushwood and spent 
the night on the bank of the river. In the morning we made our way for a couple of miles 
through the forest, keeping parallel with the stream; but as it grew ever more shallow 
we returned and reported, what we had already suspected, that we had reached the 
highest point to which the canoes could be brought. We drew them up, therefore, and 
hid them among the bushes, marking a tree with our axes, so that we should fi nd them 
again. Then we divided the various burdens among us – guns, ammunition, food, a tent, 
blankets, and the rest – and, shouldering our packages, we set forth upon the more 
laborious stage of our journey.

5

10

15

20

25

180725_CP_English.indd   45 19/09/17   9:34 PM



l  Chapter 7

46

Advancing in single file along the bank of the stream, we soon found that it narrowed 
down to a mere brook, and finally that it lost itself in a great green swamp of sponge-like 
mosses, into which we sank up to our knees. The place was horribly haunted by clouds 
of mosquitoes and every form of flying pest, so we were glad to find solid ground again 
and to continue our journey among the trees, which enabled us to outflank this pestilent 
swamp, which droned like an organ in the distance, so loud was it with insect life.

Early next morning we were again afoot, and found that the nature of the country had 
changed once again. Behind us was the wall of bamboo, as definite as if it marked the 
course of a river. In front was an open plain, sloping slightly upwards and dotted with 
clumps of tree-ferns, curving before us until it ended in a long, whale-backed ridge. This 
we reached about midday, only to find a shallow valley beyond, rising once again into a 
gentle incline which led to a low, rounded sky-line. It was here, while we crossed the first 
of these hills, that an incident occurred which may or may not have been important.

The leader of our party, stopped suddenly and pointed excitedly to the right at a 
strange bird high above us. Beyond that, in the middle distance, we could see our 
destination.

***

That was two days ago and all seemed well but now a dreadful thing has happened to 
us. Who could have foreseen it? I cannot see any end to our troubles. It may be that 
we are condemned to spend our whole lives in this strange, inaccessible place. I am still 
so confused that I can hardly think clearly of what has occurred, or is likely to happen. 
To my astounded senses the present seems most terrible and the future as black as 
night.

Let me give you, with as much detail as I can, the sequence of events which led us to 
this catastrophe.

1 Why could no one have possibly guessed the existence of the stream described in the first paragraph? (lines 5–6) [2]

2 What effect does the writer achieve by using the phrase ‘For a fairyland it was’ at the start of the second paragraph? [2]
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3 What is the ‘golden twilight’ referred to in lines 8 and 9 and what is the cause of it? [3]

4 What two reasons are given why the explorers had to stop using their canoes (lines 19–24)? [2]

5 Using your own words as far as possible, explain what the writer tells you about the swamp (lines 30–4). [4]

6 Which phrase of six words in lines 45–50 suggests that the writer thought their situation was hopeless? [2]

7 Re-read the lines ‘It was indeed a wonderful place … by any sign of man’ (lines 1–17). Choose three details which 
the writer uses to suggest the magical nature of the place they were in. Explain how each of these words and phrases 
suggests this sense. [6]
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8 Explain, using your own words, what the writer means by:

 a) ‘most luxuriant vegetation’ (line 5) [2]

 b) ‘this strange, inaccessible place’ (line 47) [2]
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summary writing
● There will also be a question requiring you to summarise a 

passage.
● This is a way of testing how well you have understood what 

you have read. Understanding is partly a question of taking 
in the detail, for example, the individual hotels, beaches, 
restaurants, night life of a particular holiday resort, and 
partly a question of realising the underlying main point, for 
example, that the holiday resort is especially attractive to 
young people.

● Therefore, on the Cambridge Checkpoint test, the summary 
is presented in two parts. The first part is a ‘fact file’, where 
you are asked to fill in a table with detailed facts from the 
passage.

● For the second part you are asked to write a short 
generalisation or summary that covers the whole passage. 
The facts that you have found may or may not be relevant to 
the underlying main points of the required summary.
Here is a guide as to how to approach this question.

1 Read the question at the top of the fact file carefully so 
that you know what you are looking for.

2 Read the left-hand column of details that you need to find.
3 Work down the passage looking for each fact, and fill 

in the right-hand column. The facts you need will not 
necessarily be in order in the passage. Be careful to give 
the complete fact.

So far that is a straightforward task. Now comes the more 
difficult half.

4 Read the question for this second part carefully. It is often 
not the same as for the fact file.

5 Read through the whole passage again, highlighting the 
facts you have found, so that you can see how they hang 
together.  

6 Look at the other parts of the passage, as they will 
probably give you the underlying main theme.

7 Write down only one or two sentences containing a couple 
of general points that cover as much as possible of the 
passage.

8 Look again at the parts of the passage and the facts you 
found that you have not yet covered. Are they relevant? 
If so, is there any way you can amend your sentences to 
include them?

9 Check that you have written a coherent statement, and not 
just copied a few of the facts.

10 Check that you are within the word limit. You will lose 
marks if you write more than is asked for.

11 Write out a tidy version.

Tips for success
l	 look for clues to help you. the 

examiners won’t have given 
you the complete answer, of 
course! but there may be a 
heading, a photograph or an 
obvious topic sentence to 
point you in the right direction. 

l	 What is the purpose of the 
passage? does that help you?

l	 What is the writer’s attitude? 
does that help you?

l	 look at the first and last 
sentences of the passage or 
paragraph. do they help you?
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 8 Structures of writing

● Each of the Cambridge Checkpoint English test papers 
contains a compulsory writing task as Section B. Only one 
topic is set on each paper so there is no choice offered. 

● The task in Paper 1 will be a piece of informative,  
non-fiction writing and that in Paper 2 will require a  
more imaginative, creative response.

Your writing will be assessed for the following:

Content and audience
● This includes how well suited your ideas are to the topic 

about which you are writing and how effectively you have 
used language to appeal to the group for whom you are 
writing.

Text structure
● It is important to develop and structure your writing 

coherently and logically by organising it in paragraphs which 
link smoothly together.

● There is space in the answer booklet to plan your work and 
you should ensure that you do so before writing your final 
version.

Sentence structure
● You will be judged on how well you both control and 

use a range of sentence types appropriate to the task and 
audience.

● You will also be judged on how accurately you separate 
sentences by using full stops correctly.

Punctuation
● You will be expected to use the main punctuation devices 

(commas, full stops, apostrophes) accurately and confidently.
● The ability to use the full range of punctuation devices to 

control the readers’ response to what you write is a mark of 
writing which will gain the top grades.

Tips for success
l	 the writing questions in 

Paper 1 will usually state 
the audience for whom you 
are writing (for example, it 
could be a talk addressed to 
members of your class; an 
article for a school magazine, 
and so on) although the task 
in Paper 2 may simply ask you 
to write a story.

l	 it is important that you show 
awareness of the required 
audience and use a register 
that is suitable for it.

l	 however, don’t forget that 
the ultimate audience is the 
examiner who is marking 
your answer. remember 
that he or she will be 
judging your overall skills in 
communicating in english. 
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Spelling
● You will be expected to spell straightforward vocabulary 

accurately and consistently.
● In particular, you should try to ensure that you don’t make 

careless mistakes with words that are frequently confused 
(their/there, two/too/to, for example).

Vocabulary
● This is assessed in the Paper 2 writing task only.
● You should concentrate on using vocabulary that is precise 

and varied. Don’t just choose the first word that comes into 
your head but picture clearly in your mind what you want 
to describe and then decide on the words which will best 
present what this picture is to your readers.

In the sections that follow, we will look at some of things that 
the examiner is looking for in your writing in more detail.

sentence structures and sentence types
Constructing sentences accurately is an essential feature of 
writing well. Controlling and varying the structure of your 
sentences is equally important in engaging your readers and 
keeping them interested.

There are five basic sentence patterns in English.

1 The first pattern is subject followed by verb, for example:
 Maria sleeps.
 Adil is walking.
2 The next pattern is subject followed by verb followed by 

direct object, for example:
 Adil kicks the ball.
 Maria is eating a sweet.
3 A third pattern is subject followed by verb followed by a 

noun complement, for example:
 The caterpillar became a butterfly.
 Maria is my sister.
4 Similar to this is the pattern subject followed by verb 

followed by an adjective complement, for example:
 Adil is unhappy.
 Maria was hungry.
5 The final pattern is subject followed by verb followed by an 

adverb, for example:
 Maria ate hungrily.
 Adil sleeps peacefully.

These sentence patterns are simply the most basic used in 
English. However, if you use only these simple patterns it is 
unlikely that you will keep a reader’s interest for very long as 
your writing will become very monotonous. Listed on the next 
page are some suggestions as to ways in which you can vary 
the format of your sentences in order to add variety to your 
writing.

Tips for success
don’t be put off from using 
ambitious vocabulary because 
you are not sure how to spell a 
word. as long as examiners are 
able to recognise the word and 
it is the right one for the context 
(even if it is misspelt), they will 
give you credit for using it. 
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modify your sentence openings
One way in which you can add variety to your sentence 
structures is by modifying your sentence openings. Here are 
some ways in which you can do this:
● Starting a sentence by using an adverb or adverbial phrase 

(sometimes referred to as a ‘fronted adverbial’) , for example: 
Quietly, Adil crept out of the front door. Slowly but surely, the 
snail made its way along the garden path.

● Beginning a sentence with a phrase containing a verb in 
the infinitive form, for example: To save time, Maria took the 
short cut on her way home.

● Beginning a sentence with a dependent clause, for example: 
Although it was raining hard, Adil was still very keen to play 
football.

● Beginning a sentence with a participial phrase, for example: 
Running to catch the bus, Adil slipped on a banana skin in 
the road.

modify clauses and phrases
You can also vary your structures by adding modifying clauses 
and phrases to the middle or end of your sentences. For 
example:
● Adil, the naughtiest boy in the school, was late for his football 

practice. (In this sentence, the underlined phrase is said to 
be in apposition to the noun, Adil.)

● Maria, realising that she might be late for school, decided to 
take the short cut. (In this sentence, the underlined phrase 
beginning with a present participle is known as a participial 
phrase.)

Participial phrases (beginning with both present and past 
participles) can also be placed at the end of sentences to 
provide variation. For example:
● Maria took the shortcut, hoping that she would not be late for 

school. (Present participle.)
● Adil was left to face the punishment alone, betrayed by those 

he thought were his friends. (Past participle.)
● Adil was left to face the punishment alone, quaking with 

fear, betrayed by those he thought were his friends. (Present 
participle + past participle.)

The examples above illustrate the main ways of varying 
sentence structures. They are not, of course, the only ways of 
doing this. You can combine the different patterns to provide 
even greater variety, for example To avoid trouble, Maria  
took the short cut home, hoping that she would not meet Adil  
on the way.

Tips for success
these examples are used to 
show how the structures of 
your sentences can be varied 
to provide interest. remember, 
however, that skilful writers 
will use all of these techniques 
almost automatically to best 
reinforce what they are saying 
– try not to apply them as if you 
were writing by numbers!
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Check your understanding
1 Rewrite the following series of simple sentences, using the techniques shown above, to make the sentence structures 

more varied and interesting.

Maria was late. She decided to take the shortcut. She met Adil on the way. Adil had been 
playing football. He asked Maria where she was going. Maria told him. She was going to 
school. Adil was not going to school. He said that he was ill. Maria was surprised. She had 
seen him playing football. She knew he was not telling the truth. She told him to go to 
school with her. Adil argued. He said he did not like school. He had not done his homework. 
Maria said she would help him. Adil was very grateful. The two hurried to school together. 
They arrived on time.

text structure

Paragraphs
● It is important that you structure your writing by using 

paragraphs. We have already looked at paragraphs on 
pages 5–6.

● Remember that each paragraph in your writing should link 
with the one which comes before and lead in to the one that 
follows.

● Your first paragraph should provide a clear opening to the 
subject about which you are writing and the final one should 
provide a conclusion to the topic.

● In a piece of non-fiction writing (especially argumentative 
writing) you may want to refer back to the point made in 
your opening paragraph in your concluding one.

Planning your writing
It is important to make some plan for your writing, especially 
when you are writing under timed conditions as in the 
Cambridge Checkpoint tests. The following points should be 
kept in mind when planning:
● Plans should not be too lengthy. They should focus only on 

the key points of what you intend to write; do not attempt to 
write a complete rough draft of your story instead of a plan!

● It is important that you decide how you are going to 
conclude your writing before you start to write anything. 
You may find that it helps to think of your conclusion first 
and then plan the rest of your points to lead up to it.

● As part of your general preparation you should experiment 
with different methods of planning and find which one is 
the one you find easiest to work with.
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● One method is to plan by listing the topic sentences of the 
paragraphs that go to make up what you intend to write. 
For an exam essay, you should aim to write about five 
paragraphs of reasonable length (five or six sentences per 
paragraph).

● Another method of planning is simply to brainstorm the 
main ideas that the writing topic suggests to you and then 
to list them in the most effective order to provide the topics 
for your paragraphs. You might find that a spider diagram is 
helpful here: draw a circle/ellipse shape with the main topic 
written in the middle and with different points relating to 
that topic going off at tangents from it, for example:

saves having 
to worry about
what to wear

everyone 
is equal

identifies the 
school

pride in 
school

In favour of
school uniform

using the right word
● In Chapters 1–4 we looked at how rich the English language 

is in synonyms and how this richness allows users of the 
language to convey subtle shades of meaning.

● Responding to the implications and associations contained 
in particular words is a key reading skill, for example, when 
you are exploring a writer’s attitude to a topic.

● The ability to choose exactly the right word to convey your 
thoughts and feelings about something is also a key skill in 
writing.

● It is important, in your own writing that you think carefully 
about the words you use in order to convey precisely the 
suggestion you intend. This applies particularly to your 
choice of verbs. Don’t take the easy way out and always use 
the most obvious word that comes into your head.

Tips for success
l	 no matter what approach you 

use to writing plans, once you 
have written your plan, keep 
to it.

l	 it is usually a mistake to add 
further points to what you 
have planned once you have 
started writing under timed 
conditions.
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Check your understanding
2 Look at these two statements made by the manager of an international 

sporting team:

Our opponents today have a strong defence.

Our enemies today have a robust defence.

a) Both statements refer to the same team and the qualities of its defence. 
However, consider the different implications contained in the words 
opponents/enemies and strong/robust.

b) Explain how they affect the force of the manager’s words.
3 Look at this list of words, all of which are synonyms for the verb speak. 

allege, articulate, assert, aver, blab, chat, communicate, converse, 
convey, declare, deliver, discourse, drawl, enunciate, expatiate, 
express, gab, make known, mouth, mumble, murmur, mutter, 
open one’s mouth, perorate, pronounce, put into words, say, 
shout, sound, speak one’s piece, state, tell, utter, verbalise, 
vocalise, voice, whisper, yak, yammer

a) How many do you recognise? How many would you think of using?
b) What does each of the different words suggest about the way a person 

might say something?
4 a)   Use each of the italicised verbs in the list above in a sentence (for example, 

Mrs Smith declared that she had never really understood why she wanted 
to be a teacher).

b) Then write a paragraph developing from each sentence, in which the mood 
suggested by the verb you have used is continued consistently throughout 
the paragraph.

c) If you want to give yourself a bigger challenge you could try to combine 
several of your paragraphs into a complete story!

cambridge checkpoint writing 
tasks: points for consideration
● In Paper 1 you are likely to be required to produce an 

informative, non-fiction piece of writing.
● In Paper 2, the writing task is likely to be more imaginative 

and creative such as a story.
● It is important for both tasks to read the question carefully 

and to note its specific instructions.
● In particular, take note of the key words contained in the 

wording of the task. For example, the key words could be 
inform, explain, describe, advise, persuade. Whichever word 
is used should help to determine your approach to the topic.

● A piece of writing that informs should be written in a formal 
and objective tone with the focus on ensuring that the 
most important details are logically organised and clearly 
communicated to your readers.
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● A piece of writing that explains should also be clearly and 
logically structured but should emphasise not just facts but 
contain an explanation of how the details about which you 
are writing can be used or applied by the readers.

● In Paper 1 if the word describe is used in the instruction for 
the writing task, it is likely to ask you to describe something 
in a factual way. For example, describe how to prepare for 
taking part in a particular activity, in which case you should 
ensure that you concentrate on giving your readers factual 
details about what the activity involves and what is needed 
to be involved in it.

● However, if the Paper 2 task asks for a description then it is 
likely to be of a person or place and you will be expected to 
write in a more imaginative way to bring alive the qualities 
of the subject, for example, by appealing to the different 
senses (sight, hearing, taste, touch, smell).

● Writing to advise is likely to require you to focus not only on 
the key details of the topic but also to show an awareness 
of the particular needs and circumstances of your audience 
who will be making use of it.

● Writing to persuade requires you to focus on the key points 
of the topic about which you are writing. However, you 
should also make use of some emotive vocabulary to appeal 
to your audience.

● You should take careful note of the format in which you 
should answer the task in Paper 1 and also the audience 
that you have to write for.

● The formats for the writing task in Paper 1 might include 
information leaflets, magazine articles, letters, reports  
and talks. Bear in mind, however, that this is not an 
exhaustive list.

● If the format of the question is a letter, you will not be 
expected to put your address at the top as you will be given 
instructions as to how to start it. However, you will be given 
credit for ending the letter (for example, ‘Yours sincerely’ or 
‘Yours faithfully’) in an appropriate way.

● Similarly, if you are asked to write a talk, you do not need 
to include descriptive stage directions (for example, takes off 
glasses and scratches head) but should write using an oral 
register – which can be conveyed quite straightforwardly 
by beginning with something like, ‘Good morning, I’m here 
today to talk about …’ and including direct questions to your 
audience at appropriate points throughout.

● The writing task in Paper 1 is likely to give you a particular 
audience that you should address. You will be given credit 
for using a tone and register appropriate to the suggested 
audience. This means, for example, using formal language 
for a report written for someone like your headteacher.

Tips for success
l	 remember, the format is there 

to guide you as to the tone 
and approach to use in your 
writing and is not an end in 
itself. For example, if you 
are writing an information 
leaflet the important thing 
to concentrate on is using 
words to convey the necessary 
information as clearly  
as you can.

l	 you will not be assessed on 
how successfully you design 
the page into columns and fill 
it full of diagrams – so don’t 
waste your time on trying to 
do this. 
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● Use a more colloquial tone if you are writing the words of 
a talk addressed to your classmates and so on. In all cases, 
what is important is to show an awareness of what is a 
suitable tone. You should not be so carried away with using 
a colloquial tone, for example, that you forget to show the 
examiner that you can use standard English accurately!

● The imaginative writing task in Paper 2 is likely to take 
the form of a story or a creative description (as mentioned 
above). As with the Paper 1 task it is important to read the 
question carefully.

● You will be given a guide as to what aspects of the task you 
should concentrate on. For example, you might be asked to 
focus on bringing alive one or two characters in your story; 
establishing the setting for your story; describing a scene at 
a particular time of the day or season of the year; bringing 
alive the sights or sounds of a particular place; writing only 
the opening (or the conclusion) of a story belonging to a 
particular genre and so on.  
 

Check your understanding
Here is a selection of writing tasks which will help you to prepare for your Cambridge Checkpoint tests. Remember to plan 
your work carefully and to concentrate on the key areas on which you will be assessed:
3 Text structure
3 Sentence structure
3 Punctuation
3 Spelling
3 Vocabulary

5 Write an information leaflet for pupils who are joining your school explaining the most important points they should be 
aware of during their first day at school.

 

Tips for success
l	 the examiners who set the 

topics for the writing tasks 
are fully aware that you have 
only a limited time in which to 
write them and that you will 
not know what the subject is 
before you see the question 
paper. they will not expect you 
to write a long and complex 
story and you should not try  
to do so. 

l	 the key skill is to write 
something that is clearly 
focused on the terms of the 
question and you should keep 
those in mind when planning 
and writing your response. 
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6 Write the words of a talk addressed to your class in which you describe a sport or hobby that you are interested in and 
explaining how they can get started in it.

 

7 Write an article for a teenage magazine in which you try to persuade your readers that they should become involved in a 
charitable activity that you support.
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8 Write the opening of a story in which an unexpected discovery plays an important part. You should concentrate on 
establishing the setting of the story and introducing two main characters. You should not write a complete account.

 

 9 Write a letter to an older relative who lives in a different country in which you describe a family celebration that you have 
attended.
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10 Describe a part of town that you know well at two different times of day.
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Practice test paper
The questions and marking guidance for both practice papers 
were written by the authors. In an examination, the way marks 
would be awarded may be different.

Paper 1

section a: reading
Read this magazine article about ways of dealing with 
household waste.

text a

Are you a good recycler?

Have you ever wondered what actually happens to the rubbish that you put into your bin? 
I’m sure that you are all conscientious recyclers – sorting out the glass, paper, metal and 
rigid plastic that can be reused or made into another product. You doubtless also separate 
your garden waste – grass cuttings and the like – and either you make it into compost to use 
on your garden or it is collected and turned into compost by your local council. But what 
about the rest that is just put in your ordinary rubbish bin? For many years it has gone to 
landfill, and been dumped into large holes in the ground.

Although you and I are good – of course we are! – at separating what can be used again 
from what cannot, many other people are not so careful. Mistakes in sorting cause insoluble 
problems for industries trying to reuse materials. Astonishingly, it is estimated that 20–25% 
of the ‘mixed waste’ that arrives at any landfill site could in fact be recycled. So a new type 
of business has recently appeared, which concentrates on sorting residual (‘black bag’) 
waste. These companies try to use the latest technology to separate out elements of this 
general rubbish for recycling and composting.

Don’t think, however, that it is no longer important to sort your rubbish at home. What is 
rescued from the ‘mixed waste’ to be recycled is usually too dirty to be used for the highest 
grade purposes. Nor is the compost produced clean enough to be used on farmland or 
your garden. Its main use is as fuel in power stations; often it still has to be dumped in 
landfill. Good waste management at home is still necessary.

Domestic waste   
recycling bins
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Now answer the questions in the space provided.

1 a) What has happened in the past to the rubbish in your 
ordinary rubbish bin? [1]

b) Give one word from the first paragraph which tells you 
that the writer does not approve of this. [1]

2 Give two examples of materials that can be rescued from 
the ‘mixed waste’ to be reused. [1]

● 

● 

3 Look at the phrase ‘of course we are!’ (line 8).

 a) What does this phrase suggest about the writer’s view of 
her readers? [1]

  Tick  one box.

  That the readers don’t concentrate on recycling 

  That the readers are careful about recycling 

  That the readers understand about recycling 

  That the readers aren’t interested in recycling 

b Why has the writer put this phrase between dashes? [1]

Tips for success
sometimes questions like this 
include the words ‘according to 
the passage’; but even if they 
don’t, like this one, be careful to 
answer from the passage. it is 
testing your reading ability, not 
your general knowledge.

Tips for success
the question asks for one word. 
if you write more than one, you 
will not get the mark, even if one 
of your suggestions is the correct 
word. think about tone and 
choice of vocabulary.

Tips for success
a straightforward question, 
and the answer is clear in the 
passage, but maybe not quite 
where you expect. be careful to 
give two examples.

Tips for success
this is probably the most difficult 
question on the test but is 
important for understanding the 
passage as a whole. think about 
the two parts a) and b) together. 
does the phrase mean what the 
words say? does the exclamation 
mark make any difference?
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4 Explain why the work of the new companies is important. [1]

5 Explain in your own words the meaning of each of the 
following, as it is used in the text.

 a) ‘conscientious’ (line 2) [1]

b) ‘elements’ (line 13) [1]

6 Explain two different ways in which the opening sentences 
of the first and last paragraphs try to gain the reader’s 
attention. Support each explanation with a different word or 
phrase from the relevant sentence.
● (first paragraph) 

● (last paragraph)  [4]

7 What is the main purpose of Text A?

 Tick  one box. [1]

 To explain to readers different ways of recycling 

 To encourage readers to continue recycling 

 To praise readers for being good at recycling 

 To help readers to learn about recycling �

Tips for success
Explain why is a signal that you 
need to think about the answer, not 
just find a sentence in the passage 
to copy. the answer is there but 
you will need to work it out.

Tips for success
if you don’t know the word, look 
in the passage for clues. there is 
another word there close enough 
to the right meaning to get the 
mark.

Tips for success
be careful with this one – it has 
to be the correct sense for the 
passage. this is not a chemistry 
test.

Tips for success
notice that this question is 
asking for quotations from the 
passage and a brief comment 
on each of the two sentences. 
be careful to choose the correct 
sentences!

Tips for success
look back over the whole passage 
and try not to be waylaid by the 
detail. is there an overall ‘topic 
sentence’? do the paragraphs all 
have the same purpose?
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8 Identify two features of a magazine article, as shown in 
Text A. [2]

● 

 

● 

 

Now read this account from the same magazine article of how 
general rubbish is sorted, and then answer the questions.

text b

So let’s assume that you have carefully sorted your rubbish and put all the separate elements 
out for collection – or maybe taken some of it yourself to a tip or other collection point for 
onward transmission. But there is still an amount, hopefully a small amount, in your general 
rubbish bin. What happens to that? 
First, a dustbin lorry or other collection vehicle takes the waste to the recycling plant. There 
it is loaded onto a series of conveyor belts that carry it through the different stages. The 
rubbish is usually in the plastic bin liners or other bags that we all use to prevent our rubbish 
bins from becoming too dirty. These have to be split so the rubbish can be emptied out, and 
then removed as they cannot be recycled. A vibrating machine separates the cardboard and 
paper, which is dealt with later by hand. Next, steel and cans are removed using magnets. 
Then comes the bit that I think is particularly ingenious, a simple idea but used very cleverly. 
All plastics are light, and optical scanners can distinguish the different types, according 
to what chemicals they were made from. As they come past the scanner, targeted jets of 
air blow the different types onto different conveyor belts. A special kind of magnet is used 
to capture aluminium cans. Glass is the remaining recyclable material and, being heavy, 
drops off the conveyor into a waiting container. All these items travel to separate skips, from 
where they are collected and transported to factories that can use them. The remainder, 
mainly food and garden waste, is then taken by the conveyor belts to a different part of the 
recycling plant, where it is turned into a rough compost.
As you have probably gathered, the machinery that does all this is enormous and immensely 
complex, and also, I think, fascinating to watch in action. The companies that operate the 
recycling plants are often proud of their huge beast and are happy to host visits and open 
days to show it off. Try looking in your local newspaper for advertisements, or on the internet. 
You’ll never ignore what goes into your dustbin again!

Tips for success
remember this is a language 
test, not about layout – so don’t 
go for the obvious picture. the 
questions you have already 
answered should give you some 
clues.
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9  What is the main purpose of Text B? [1]

10  Explain in your own words why the use of optical 
scanners to separate the different kinds of plastic is 
‘particularly ingenious’ (line 11). [1]

11  Look at the sentence ‘The companies … are often proud of 
their huge beast ... ’ (lines 21–3).

a) What technique is the underlined phrase an  
example of ? [1]

b) What does the underlined phrase suggest about the 
machinery? [1]

12  How does the final paragraph differ in purpose from the 
rest of the text? [1]

Tips for success
again, explain is a signal that 
you need to think about the 
answer. here, the passage gives 
you some words that help you 
understand, but you need to find 
your own words to express it. 
remember that you are not being 
asked how the scanners work, 
but what makes it a clever idea.

Tips for success
remember that writers of 
non-fiction use literary devices 
as well as fiction writers. a) 
is asking for the name of the 
common device used here. b) is 
asking about the effect.

Tips for success
you have already answered a 
question on the overall purpose 
of this passage. so the final 
paragraph has to be part of that, 
but a separate part.

Tips for success
although this is the first 
question, don’t try to answer it 
before you have read the whole 
of the passage. you need to know 
how it ends.
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13  Your teacher has asked you to tell your class briefly about 
how general rubbish is sorted.

 a) Complete the fact file below about what happens to 
different kinds of rubbish, using the information in the 
passage. [3]

  

general rubbish

bin liners

cardboard and paper

steel and cans

plastics

aluminium cans

glass

food and garden waste

b) Summarise what happens to the rubbish at the recycling 
plant. Use up to 30 words. [2]

 

Tips for success
no room for the details now. 
summaries generalise, so look 
back over all of the passage, and 
think what happens overall. one 
or two sentences are enough and 
they must be coherent.

Tips for success
a straightforward task. the facts 
are all in the passage, but be 
sure to give the complete answer 
each time.
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section b: Writing
8 Your school environmental committee is going to distribute 

a leaflet to students about preserving the countryside or 
rural area. Write an article for the leaflet.

 You could include some of the following in your article:
l ways in which the countryside or rural environment is 

being damaged
l why it is important to save the environment
l suggestions of ways the students could help, either at 

home or at school.

Planning
Write your plan in this box.

Tips for success
think: three or four ideas
order
connect
audience 
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Write your article here.
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Paper 2

section a: reading
Read this extract from a short story.

Four friends are on a climbing holiday in the mountains. But something is worrying one 
of them.

Jodie woke to a beautiful morning. Wriggling out of her sleeping bag she unzipped the 
door of the tent and gazed out over the valley below. After the storm of the night before, 
all lay peaceful and quiet. Even the cows on the distant meadow were unmoving, the bells 
round their necks barely clanging as they munched the summer grass. The sun had just 
appeared from behind the mountains opposite, casting a reddish glow on their snowy tops 
and on the underside of the wispy clouds that floated in the sky. Just for a second, Jodie 
remembered the old saying, ‘Red sky in the morning, shepherd’s warning’ – but at that 
moment, Laura stirred beside her and in turning to say good morning, she forgot her vague 
disquiet. Rustling sounds from the other tent indicated that the boys too were awake.

‘I hope Tom is in a better mood this morning,’ Jodie said to Laura as they dressed. ‘It was 
very odd yesterday the way he suddenly lost his temper. I still don’t understand what upset 
him so much.’

‘It was when we decided to stop for the night,’ mused Laura. ‘It was unsafe to try to go on in 
the dark. I wonder why he was so adamant that we have not gone far enough.’

When the two girls emerged from their tent, the boys had already lit the stoves and were 
cooking breakfast.

‘Come on, sleepy-heads! We need to be moving – we lost too much time yesterday.’ At least 
Tom sounded cheerful again, but what was the hurry?

Brian looked up from the frying-pan he was holding. ‘Does it matter, Tom? We’ve several 
days of our holiday left. Plenty of time.’

Tom began to reply, but then checked himself and turned away. Puzzled, Jodie waited for 
Laura to say something, but she just shrugged her shoulders and sat down.

As they ate, Jodie turned over in her mind possible reasons for Tom’s urgency. Was it 
something to do with his unexplained absence from dinner the night before they left? The 
next morning he had been ready to leave hours before the rest of them, and grumpy all 
the while they finished packing. But Laura wouldn’t be hurried; she painstakingly checked 
everything they needed, and in the end they had set out only half an hour later than planned.

The first two days of the climb had gone well and they had made good progress in the 
late summer sun. The lower slopes were gentle and grassy, clear streams flowed softly 
over stones and gravel, and wild flowers still bloomed in sheltered crannies, all framed by 
the sharp peaks of the mountains round them. As the path took them higher on the third 
day, it had become steeper. The streams now rushed urgently over lips of rock, becoming 
small waterfalls. They found themselves picking their way over boulders strewn across the 
mountainside and their packs became heavier.

The storm had taken them by surprise; that was the trouble with mountains, Jodie thought. 
You couldn’t always see the weather coming. In minutes, it seemed, the wind had risen 
to a howling gale and suddenly rain was sheeting down, wet and cold and penetrating 
every part of their clothing. They had sheltered as best they could, huddled together on the 
downwind side of a large rock, but darkness was already falling by the time the rain stopped 
and Laura decided they should stay there for the night.
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Yes, that was when Tom had lost his temper. ‘No! We’re not far enough; we must go on.’ But 
Laura had been firm, and it was Brian, always the most stoical of the four of them, who had 
helped Jodie put up the tents, heated some soup to warm them all up, and calmed Tom 
down.

This morning, though, it was as the storm had never happened. Everything was so bright 
and clear that the mountains on the other side of the valley seemed almost close enough 
to touch. The sun, now fully risen, was warm enough to make sitting to eat their breakfast 
quite pleasant, and all four were restored to equanimity by a night in warm sleeping bags.

At that moment Tom jumped up, giving the lie to Jodie’s thoughts. With a scowl he repeated, 
‘Come on! We need to be moving. Are you lot going to sit here all day?’

Now answer the questions in the spaces provided. 

1 Explain in your own words how the writer uses the view 
over the valley in the morning to create atmosphere 
(lines 1–9).

 Support your answer with examples from the passage. [3]

2 a) What sort of person do you think Jodie is?

 Write one word or phrase in your own words. [1]

b) Write one quotation from the passage to support your 
answer. [1]

3 ‘Does it matter, Tom? We’ve several days of our holiday left. 
Plenty of time’ (lines 19–20).

 What does this quotation suggest about Brian’s character? [1]

Tips for success
three marks indicate that you 
need to find three things to say. 
be careful to do exactly what the 
question asks: explain in your 
own words and give examples.

Tips for success
Why do we know what is 
happening? What does she tell us 
about what happened earlier?

Tips for success
dialogue is often used in a story 
to show what a person is like. 
in this case there is also a good 
clue later in the passage.
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4 Explain in your own words how Tom’s behaviour before 
they left (lines 23–27) was different from that of the rest of 
the group.

 Support your answer with examples from the passage. [4]

5 ‘The streams now rushed urgently over lips of rock’ (line 32).

 What is the underlined phrase an example of? [1]

 Tick  one box.

 Alliteration 

 Hyperbole 

 Metaphor 

 Personification 

6 Write two quotations that show how their climb changed on 
the third day (lines 31–34). [2]

7 Explain in your own words how the change in the climbing 
conditions affected the group. [1]

8 Why did they ‘stay there for the night’ when the rain 
stopped (lines 38–40)? [1]

Tips for success
Four marks means that you need 
to find four things to say. and 
remember that ‘explain’ needs 
more than just listing what he 
did.

Tips for success
concentrate on the underlined 
phrase, not on the sentence as 
a whole. What does the phrase 
make you think of?

Tips for success
be careful to select only the 
information that answers the 
question.

Tips for success
read the end of the paragraph 
again carefully; the answer is 
there but expressed in a way you 
might not expect.

Tips for success
straightforward question, and the 
answer has already been given in 
the passage.
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9 Give two ways in which the writer contrasts the storm with 
the weather the next morning. [2]

10 Give one way in which the writer emphasises Tom’s 
urgency in the final paragraph (lines 49–50). [1]

11 Which two features from this text suggest that it is from 
an adventure story?

 Tick  two boxes. [2]

 A first person narrator 

 The mountain setting 

 The use of dialogue 

 The use of flashbacks 

 The withholding of information 

12 Write one quotation which tells us that Laura is the leader 
of this group. [1]

13 Explain in your own words how the other three members 
of the group react to Tom. 

 Support your answer with examples from the whole passage.
 [4]

Tips for success
Where in the passage is the 
weather described? is it all in one 
place? note that you are being 
asked how the writer makes the 
contrast, so your answer should 
stay close to the wording of the 
passage even though you are not 
asked for actual quotations.

Tips for success
again not just what the writer 
says, but how or why. What 
comes immediately before these 
lines? has anything changed 
since earlier in the passage?

Tips for success
more than two of these options 
are true of the passage. but 
you need to decide which ones 
contribute to the feeling that 
something, an adventure, is going 
to happen to the group.

Tips for success
What does she do?

Tips for success
Four marks again, so again 
you need four things to say; 
be careful to mention all three 
other members of the group, 
as the question asks, and to 
say something different about 
each of them. don’t forget the 
examples.
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section b: Writing
9 Write a story about an adventure that a small group of 

young people have, with an unexpected but happy ending.
 Try to show how the group work together and make it 

exciting for the reader.
 Why is the ending unexpected? What causes it?

Planning
Write your plan in the box.

Tips for success
think of the ending first. how will 
you show it is unexpected? 
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Write your story here.
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Key words
The people who write the questions for the Checkpoint tests 
spend a long time making sure that the questions are carefully 
worded in order to produce exactly the responses required. 
It is, therefore, important that when you answer the questions 
you read them carefully and focus your answers on the key 
words that they contain. Listed below are some of the most 
important of those key words with an explanation of their 
meanings.

Words used in the reading tasks

atmosphere
● If you are asked to comment on the atmosphere created by a 

writer then you should consider how the words used by the 
writer suggest the ‘feel’ of a place being described.

● You should comment on how the words in the description 
appeal to the reader’s senses to create the mood suggested 
by the setting of the passage.

● For example, a description of a country garden on a sunny 
afternoon would suggest a peaceful atmosphere; a dark 
forest at midnight would suggest something much more 
scary.

attitude
● When asked to comment on a writer’s attitude towards a 

character or place you should focus on the words writers use 
to convey their feelings about the subject and, by extension, 
the feelings that they hope to inspire in the reader.

● For example, in the sentence The headteacher was a jovial 
man the word jovial suggests that the writer is presenting 
the headteacher as a good-natured and likeable person – if 
the word severe had been used, it would suggest a different 
attitude towards him.

contrast
● A contrast is when a writer describes or clearly implies a 

marked difference between two different persons, places or 
things, usually with the intention of emphasising a particular 
aspect of a description.

how the writer achieves an effect
● Questions that ask you to comment on how writers achieve 

their effects will expect you to look closely at the words 
used by a writer (to create atmosphere, character and so on).

● You should comment on how the suggestions or associations 
contained in the vocabulary and figures of speech (similes, 
metaphors and so on) used by the writer contribute to the 
description.
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impression(s)
● If you are asked to give your impression of a particular 

feature of the passage (for example, a character, the 
setting) then you should explain about how you respond 
to the subject and how the words used by the writer have 
produced this response in you.

own words
● It is important to try to answer questions by rephrasing the 

words used by the writer.
● It is not always necessary to change every word of the 

original but you need to show the examiner that you have a 
clear understanding of what the writer means.

Point of view
● The point of view is the way a writer allows a reader to ‘see’ 

and ‘hear’ the events of a narrative.
● There is a wide range of ways in which a writer can present 

a point of view but the most common are first person (when 
the narrator is an actual character in the story, writing 
using the pronoun ‘I’) or third person, or omniscient (when 
the narrator is someone outside the action with an overall 
knowledge of everything that happens).

Quotation
● Questions asking you to comment on how writers achieve 

their effects, for example, will usually expect you to support 
your comments with a quotation.

● This means that you should use words or phrases from the 
passage to back up what you have said.

● It is important that any quotation you use should be chosen 
precisely to indicate the point you have made and not just 
quoted at random.

● Short, pithy and focused quotations are considerably more 
effective than lengthy, rambling ones.

reason
● When you are asked to give a reason for a comment you 

have made, it is important that you explain your answer 
fully. For example, a comment such as this is an intriguing 
description and makes the reader want to read on does not, 
in fact, say very much.

● However, this is an intriguing description and makes the 
reader want to read on as the character has taken a risk in 
deciding to open the mysterious door and we want to know 
what lies beyond it is a more focused response. It is a good 
idea always to ask yourself why? whenever you make any 
statement and then continue by making the answer to this 
question the next part of your response.
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Words used in the Writing tasks
Advise: Writing to advise requires you to focus not only on the 
key details of the topic but also to show an awareness of the 
particular needs and circumstances of your audience who will 
be making use of it.

Describe: Writing to describe may ask you to describe 
something in a factual way or to write in a more imaginative 
way to bring alive the qualities of a person, place or thing. 
Read the question carefully to ensure that you produce the 
right type of description.

Explain: Writing to explain should be clearly and logically 
structured and should emphasise not just facts but contain an 
explanation of how the details about which you are writing 
can be used or applied by your readers.

Inform: Writing to inform should be written in a formal and 
objective tone ensuring that the most important details are 
logically organised and clearly communicated to your readers.

Persuade: Writing to persuade requires you to focus on the 
key points of the topic about which you are writing. However, 
you should also make use of some emotive vocabulary to 
appeal to your audience.
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Glossary

adjective  a word that is used to describe a noun, for 
example, the red house

adjective phrase  a group of words acting as an adjective 
for example, the bird, flying in the sky, was a wonderful 
sight.

adverb  a word, frequently ending in -ly, that is used to 
describe the action expressed by a verb, for example, Joe 
ate hungrily.

adverb phrase  a group of words acting as an adjective, 
for example, Joe ate with great enthusiasm.

affix  a group of letters added to the front or end of a 
word (such as pre- or -ing) to modify its meaning.

alliteration  the repetition of the same sound at the 
beginning of words in a phrase, for example, the cold, clear 
call of the curlew.

anthropomorphism  the attribution of human 
characteristics or qualities to other animals.

antonym  word opposite in meaning to another.

apostrophe  a punctuation mark (‘) indicating possession 
or omission.

article  part of speech indicating the type of reference 
made by a noun.

definite article the definite article is the.

indefinite article the indefinite article is a or an.

audience  the people for whom a piece of writing is 
intended; the spectators at a dramatic performance.

autobiography  a writer’s account of their own life.

bias  the presentation of a prejudiced view of a topic.

biography  an account of a person’s life written by 
someone other than the subject.
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bracket  see parenthesis.

character  the representation of a person in a work of 
literature.

clause  a group of words containing a subject and verb.

colloquial language  informal language more suited to 
speech than formal situations.

colon  a punctuation mark (:) used to introduce a list and 
so on.

comma  a punctuation mark (,) used to mark a slight 
pause and so on.

conjunction  a ‘joining’ word.

coordinating conjunction  a straightforward 
conjunction such as and, but and so on.

content  the subject matter of a piece of writing.

contraction  a shortened form of a word or words such as 
can’t.

dash  a punctuation mark (–) marking a break in thought 
and so on.

dialect  the variety of a language spoken by a particular 
regional or social group.

diary  see journal.

emotive language  language used by a writer or speaker 
specifically to arouse an emotional response in the 
audience.

essay  a piece of writing to present a particular point of 
view.

exclamation mark  a punctuation mark (!) to indicate an 
interjection or exclamation.

fact  a statement that can be proved true.

fiction  a piece of writing that deals with imaginative and 
not entirely factual events.
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figurative language  use of words going beyond their 
literal meaning in order to enhance description.

format  the size, form, shape in which something is 
written.

full stop  a punctuation mark (.) indicating the end of a 
sentence.

genre  a category of literature, play, novel and so on.

grammar  a set of structural rules that govern the structure 
of a particular language.

history  an account of events that happened in the past.

hyperbole  a figure of speech in which exaggeration is 
used for effect.

hyphen  a punctuation mark (-) used to join words or 
separate syllables.

idiom  an expression with a figurative meaning that is 
peculiar to a particular language.

imagery  language used to create a figurative description.

interjection  word or phrase uttered to express emotion.

inverted commas  see quotation mark.

irony  use of words to convey a meaning opposite to their 
literal sense.

journal  a writer’s daily record of events of their life.

journalism  the reporting of events and so on, in a 
newspaper and other news media.

layout  the appearance of print and graphic features on a 
page of text.

metaphor  a descriptive comparison in which one thing is 
expressed in terms of another unrelated object.

metre  (adj. metrical) the arrangement of syllables into a 
rhythmic pattern in verse.

mood  the form of a verb that shows the manner in which 
a thought is expressed.
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active mood  the mood which conveys the subject 
performing the action of the verb.

passive mood  the mood which conveys the subject 
suffering the action of the verb.

non-fiction  a piece of writing in which the content is 
factual and not imaginative.

noun  a part of speech which names a person, place, 
feeling or thing.

abstract noun  a noun giving a name to an emotion or 
idea, for example, love.

collective noun  a noun giving a name to a collection 
of people or things taken together and considered as a 
whole, for example, audience.

common noun  a noun giving a name to a non-specific 
person, place or thing, for example, city.

proper noun  a noun giving a name to a specific 
person, place or thing, for example, Santiago.

novel  a narrative of considerable length, written in prose, 
concerning imaginary events and characters.

object  the person or thing that suffers the action of a 
verb, for example, The boy kicked the ball.

omniscient  all-knowing – applied to a third-person 
narrative in which the writer presents events from an 
overall perspective and not subjectively through the eyes of 
one character.

onomatopoeia  (adj. onomatopoeic) a figure of speech 
describing a word or group of words in which the sound 
echoes the sense for example, splash.

opinion  a personal view or belief which is not 
substantiated by positive knowledge or proof.

oxymoron  (adj. oxymoronic) a figure of speech 
conveying an apparent contradiction in terms for example, 
bitter-sweet.

paragraph  a distinct portion of writing consisting of 
sentences focused on a single idea.

parenthesis  (pl. parentheses) a word or phrase inserted 
as an afterthought or explanation and indicated usually by 
being placed within brackets or a pair of commas.
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personification  the giving of human qualities and traits 
to inanimate objects, for example, The tree shivered with 
cold.

phrase  a group of words that does not contain a finite 
verb, for example, She greeted me with a welcoming smile.

plot  the events that make up a piece of narrative fiction 
such as a novel or short story.

plural  the form of a word denoting a quantity of more 
than one, for example, The girls were late for school.

poem  a composition in verse.

poetry  an imaginative awareness of experience expressed 
in verse form so as to evoke an emotional response.

possession  the state of owning something.

prefix  an affix placed at the beginning of a word to 
modify the meaning of the stem, for example, superimpose.

preposition  a word describing the relationship between 
words in a sentence, for example, the book lay on the 
table.

pronoun  a word which takes the place of a previously 
mentioned noun.

indefinite pronoun  a pronoun referring to one or 
more unspecified things, for example, anybody.

interrogative pronoun  a pronoun that introduces a 
question for example, Who did that?

personal possessive pronoun  a pronoun indicating 
that someone possesses something previously referred to, 
for example, Whose book is this? It’s mine.

personal pronoun  a pronoun referring to a particular 
person, place or thing, for example, I did that.

reflexive pronoun  a pronoun referring back to the 
subject of a clause, for example, I must buy myself some 
new shoes.

relative pronoun  a pronoun introducing a relative or 
dependent clause, for example, The bird which was singing 
happily … .

prose  the ordinary form of spoken or written language 
without metrical structure as in verse.
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punctuation  the marks, such as full stop and comma, 
used in writing to separate sentences and to clarify 
meaning.

question mark  a punctuation mark (?) indicating that a 
question has been asked.

quotation marks  punctuation marks (‘ ’) indicating 
words actually spoken by a speaker.

register  the level of formality expressed in a specific 
communication context.

rhythm  (adj. rhythmic or rhythmical) the sense of 
movement in speech or writing marked by the strength and 
quantity of syllables.

rhyme  correspondence in the sounds of words especially 
at the ends of lines in a poem for example, book … look.

scientific papers  non-fiction texts describing the 
outcome of and speculations about scientific experiments 
and observations.

semi-colon  a punctuation symbol (;) used to connect 
independent clauses closely related in meaning.

sentence  a complete unit of sense containing at least one 
finite verb.

complex sentence  a long sentence consisting of 
interlinked main and subordinate clauses and phrases.

compound sentence  a sentence consisting of two or 
more main clauses linked by coordinating conjunctions.

sentence types  the different patterns of sentences in a 
piece of writing, for example, complex, compound and so 
on.

simple sentence  a sentence consisting of one main 
clause only.

topic sentence  the sentence that encapsulates the 
main point of a paragraph.

setting  the place and time at which a work of literature 
such as a novel or short story is represented as happening.

short story  a piece of prose fiction, shorter and with 
fewer characters than a novel usually focusing on a single 
episode.
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simile  a descriptive comparison introduced by like or as 
in which one thing is compared directly to another.

singular  the form of a word denoting just one person, 
place or thing for example, The girl was late for school.

speech marks  see quotation marks.

spelling  the accepted choice and arrangement of letters 
in the forming of a written word.

structure  the arrangement and organisation of something 
into a definite pattern.

sentence structure  the grammatical arrangement of 
words in sentences.

text structure  the arrangement and linking of ideas 
(through paragraphs) in a piece of writing.

style  the distinctive features of a piece of writing resulting 
from a writer’s use of language and so on.

subject  i) the noun or pronoun that denotes the person 
or thing performing the action of a verb for example, The 
sun was shining. ii) The main topic or idea in a piece of 
writing.

subjective  something such as an attitude based on a 
person’s beliefs or opinions and not decided by verifiable 
evidence.

suffix  an affix added to the end of a word to modify 
its meaning, for example, The brightness of the sun was 
overwhelming.

synonym  a word with a similar meaning to another for 
example, sad, miserable.

tense  the form of a verb that indicates the time of the 
action indicated.

continuous tense  a tense describing an action that is 
ongoing, for example, He is/was running in the race.

future tense  a tense indicating an action that is going 
to happen, for example, He will run in the race.

past tense  a tense indicating an action that happened 
previously, for example, He ran in the race.
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pluperfect  a tense indicating an action that has already 
been completed in the past, for example, He had run the 
race before he ate his lunch.

present tense  a tense indicating an action that is 
taking place at the present time, for example, He runs the 
race at great speed.

textbook  a book used in schools and so on for the formal 
study of a particular subject.

theme  (adj. thematic) the central idea or ideas explored 
by a piece of writing.

tone  the mood implied by a piece of writing conveyed 
through the writer’s choice of words, sentence structures 
and so on.

travel book  i) a non-fiction text giving factual information 
for visitors to a particular area. ii) A semi-autobiographical 
text in which the writer recounts their experiences while 
travelling to a particular area.

user manual  a booklet written to inform the reader about 
how to operate a particular device.

verb  a word used to convey an action, state of being 
or occurrence and forming the heart of a sentence for 
example, The caterpillar became a butterfly.

intransitive verb  a verb that is not followed by a 
direct object, for example, She swam in the sea.

transitive verb  a verb that is followed by a direct 
object, for example, He ate a cake.

vocabulary  all the words in a language.

active vocabulary  the words known and used in 
writing and speech by an individual.

passive vocabulary  the words which an individual 
recognises and understands when they are used by 
someone else, but which are not part of that individual’s 
active vocabulary. 
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