ACTIVE / PASSIVE VOICE:
The active and passive voice is kind-of like the difference between watching a live rugby match on TV, and catching the news report later.

Take for an example:

“He catches the ball … he carries the ball across the try line … he scores three points!”

That’s what you’ll hear the commentator saying as you watch the match live.  His commentary is action filled and exciting and tells you what the subject (the player) is doing.

That’s the active voice. 

The subject of the sentence (the player) is doing the action (catching / carrying / scoring) to the object (the ball).

However, if you didn’t catch the game live, you’d have to watch the news for a recap.  You’d probably hear something like this:

“The ball was caught by him … the ball was carried by him across the try line … 3 points were scored by him.”

Instead of everything being about the subject (the player), the sentence becomes about the object (the ball) and what was done to it (it was caught / carried / scored) by the subject.

This is the passive voice.
It’s not nearly as exciting to listen to as the active voice, but it works well for a report. 

So how do we change between the two?  

Firstly, you look at the sentence and identify the verb:

“He catches (V) the ball … he carries (V) the ball across the try line … he scores (V) 3 points.”

Then you identify the subject and the object:

“He (S) catches the ball (O) … he (S) carries the ball (O) across the try line … he (S) scores 3 points (O).”

Then you simply start with the object instead of the subject:

“The ball (O) is caught by him (S) … the ball (O) is carried by him (S) across the try line … 3 points (O) are scored by him (S).”

Keep it in the same tense as the original sentence.  In other words, if the original is in the present tense, rewrite it in the present tense also.  And so on.

DICTIONARY SKILLS:
Strange as this may sound, I actually enjoy reading the dictionary.  The reason is that you can only really appreciate the meaning of something if you understand the words fully.  Taking the time to look up words in a dictionary can add a whole new dimension of enjoyment and impact to what you’re reading. 

Learning new words also helps you to express your thoughts and feelings.  People can so easily misinterpret what you’re trying to say if you can’t find the right words to express yourself.  Rather find the right words to accurately describe how you feel and avoid silly misunderstandings.

There are some basic elements in a typical dictionary entry:

Words are arranged in alphabetical order.  Two guide words, the first and the last on the page, are printed in bold.  They enable you to find the word in its alphabetical context.

The headword, which is printed in bold, gives the correct spelling.  All the information provided under the headword is the ‘entry’. 

Some dictionaries also provide the pronunciation of the word. This is called the phonetic inscription.The pronunciation of the word is usually shown in brackets immediately after the headword.  The word is also divided into syllables.  A stress mark (‘) appears directly after the syllable that receives the strongest emphasis.

The part of speech is also indicated.  Abbreviations are used: n. (noun); adj. (adjective); adv. (adverb); v.t. (verb transitive); v.i. (verb intransitive)

The meanings or definitions of the word are given.  Different meanings are numbered.  Words derived from the main word by the addition of prefixes or suffixes are also given.

Explanations of idiomatic sayings based on the headword are also given.

The etymology of a word – its origin – is usually given at the end of the entry: 

· Gk or Gr. (Greek) 

· L. (Latin) 

· OE (Old English) 

· ME (Middle English) 

· F. or Fr. (French) 

· G. (German) 

· Sp. (Spanish)

Some dictionaries show the word in a phrase or sentence so you can see it in context.

The appropriate, current or out of date use of a word is often indicated by means of the following abbreviations:

Obsolete (Obs.):      No longer used, found in very old writing 
Archaic (Arch):        Out of date, old-fashioned, not in current use 
Poetic (Poet.):         Found in poetry 
Colloquial (Coll.):      Informal use 
Slang (Sl.):              Very informal use 
Dialect (Dial.):          Found only in certain areas or among certain peoples 
Vulgar (Vulg.):         Unacceptable, vulgar use

'Dictionary.com' is a great online dictionary and always has a pretty cool 'Word of the Day'.

http://dictionary.reference.com/

The 'Urban Dictionary' is a slang dictionary that keeps growing as new words are invented:  

http://www.urbandictionary.com/

South Africans have a unique way of expressing themselves!  For a fun look at the way we speak, go to:

http://www.southafrica.info/travel/advice/saenglish.htm

DIRECT / INDIRECT SPEECH:
Pretend you’re a journalist interviewing an actor for a magazine article.  As you go through your list of questions, you make a note of everything that is said, word for word:


Rihanna:     “How did you feel about being nominated for a Best Actress award?”

She asked how did he feel about being nominated for a Best Actress award.


Brad:   “I was totally speechless, man.  It’s great knowing that I’m up there with Jamie Foxx”.

Rihanna:     “Do you think you will win?”

Brad:   “Absolutely.  I mean, I’m a great actress, man.  Who is better than me, right?”


When you get back to your office, you have to make sense of your interview.  You have to write an article, not a dialogue, so copying everything out in direct speech is out.

What you have to do is translate what was said into indirect / reported speech.  

So you could say:

BRAD IS totally speechless TO BE NOMINATED and HE THINKS it’s great knowing that HE’S up there with Jamie Foxx.

HE THINKS HE WILL absolutely WIN BECAUSE HE IS a great actor and THERE IS no one better than HIM.

There!  You’ve taken the direct speech and put it into indirect / reported speech.

You’ll notice that you have to change things slightly and add in a few introductory words in order for it to make sense, but nothing major.
What are the changes you have made?

Let’s turn to page 38 of the Handbook Study Guide.

PARTS OF SPEECH:
There's only one way to learn the different parts of speech, and to learn the definitions off-by-heart.  

Once you know what a noun is, for example, then it's an easy step to identifying it in a sentence.  You simply look for the word that is doing what a noun does.

Nouns: 

Names a person, place or thing:  
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Verbs: 
Expresses an action (e.g. he jumped) or a state of being (e.g. she will be late). 
Pronouns: 
Replaces a noun or pronoun:
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Adjectives: 

Describes a noun or pronoun (e.g. the naughty boy). 

Adverbs: 

Describes or limits verbs, adjectives, and other adverbs (e.g. he runs quickly). 

Prepositions: 

Shows relationships between a noun or pronoun and another noun or pronoun:
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Conjunctions: 
Links words, phrases, or clauses: 
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Interjections: 
Express emotions such as anger, pain, surprise (e.g. Ow!  Hey!)

Articles: 

A, an, the
PHRASES / CLAUSES:
A phrase usually refers to a group of words that work together to form a grammatical unit, although, in fact, a phrase may consist of just one word.  A clause or sentence can usually be broken down into phrases.  There are five kinds of phrases:

· Noun phrase (e.g. A terrible storm is forecast) 

· Adjectival phrase (e.g. The task was extremely challenging) 

· Adverbial phrase (e.g. The students are working really hard) 

· Prepositional phrase (e.g. He placed the book on the table) 

· Participial phrase (e.g. Bored by the party, she went home early)

A clause is a meaningful group of words containing a subject and predicate.  However, unlike sentences, not all clauses can stand alone and make sense.


A clause that can stand alone and make sense is known as a main clause.  Every major sentence must have at least one main clause:

· He was at the office when I arrived. 

· I knew why he left. 

· We took the train because the car broke down.

A clause that cannot stand alone and make sense, but is dependent on the main clause to make sense, is called a subordinate clause.  A subordinate clause can come before or after the main clause:  

· He arrived after we had started the meal. 

· When he saw her he smiled. 

· I wonder why she left.

PUNCTUATION:
Punctuation is another aspect of language that has me reaching for the vanilla bottle.  My personal favorites:

Instead of: "He's going to the shop" (as in the shortened form of: "He is going to the shop"), some of you write: "His going to the shop".  

CRINGE!  

Another favorite: He said are you ready because I want to go now. No she said I still have to bath.  Well hurry up he shouted.  Okay, okay, I'm hurrying.  

WHAT THE DICKENS!!!!  Who is saying what to whom?

The bottom line ... punctuation is not an optional extra in your writing.  It gives meaning to your work.  Without it, I have no idea what you're trying to say.

So ... punctuate your work before I'll punctuate you!

Full Stop: Used to mark the end of a sentence and after abbreviations that consist of the first part of a word (e.g. Sept.) 

Question Mark: Used to mark the end of a question.  It can also be used to indicate that the writer believes that a statement is doubtful or questionable. 

Exclamation Mark: Used to end sentences that express an exclamation, direct speech spoken loudly or shouted, or something that the writer or speaker finds amusing. 

Capital Letter: Used for the first letter of a sentence, for the first letters of the names of people, places and special days, or for the first letters of the main words of the titles of books, plays, newspapers and magazines. 

Comma: Used to separate the items in a list, to place a section of a sentence in parenthesis (separated off from the main part of the sentence), to mark the divisions between the clauses in a complex sentence, to separate sections of a sentence to make it easier to read, to introduce and/or end a piece of direct speech.

Brackets: A pair of punctuation marks used to indicate that the words enclosed are not essential to the meaning of the sentence, but provide additional information. 

Dash: Used in pairs to show words in parenthesis (separated off from the main part of the sentence), to introduce something that develops, or is an example of, what has gone before, to introduce an aside by the writer, in direct speech to show that someone breaks off in mid sentence, or is interrupted. 

Semicolon: Used to mark a break between two parts of a sentence.  Usually the two parts that are separated in this way are finite clauses, which could stand as sentences in their own right. 

Colon: Used to introduce a list, to introduce a piece of direct speech or quotation, or to separate two parts of a sentence where the first leads on to the second. 

Hyphen: Used to split words that will not fit on the end of a line.  

Quotation Marks: Used to enclose direct speech. 

Apostrophe: Used to show that one or more letters have been missed out, or to show possession.

REGISTER:
Register is basically the appropriateness of your language to the particular situation that you find yourself in.

So, if you've been called to Mr Besener's office to explain yourself, you're hardly going to walk in there and say:  "Awe, my bru."

No!  Language needs to be appropriate.  We need to use different types of language to suit different situations.  

When we talk to our family and friends we don't have to get all Shakespeare.  It's okay to talk in an informal, relaxed way because we're not trying to impress anyone.   

Of course, some of you take 'informal' to a whole new level with your slang.  This type of language needs to be STRICTLY reserved for  close mates ... mostly because they're probably the only one's who'll understand a word of it!

On the other hand, when we talk to someone in authority (teacher / boss), it's just not appropriate to be informal or, heaven forbid, to use slang.  You need to be more proper / formal.

There are basically four types of register to be used in the appropriate situation:

Formal Language:
This is serious in purpose.  It is polished and thoughtful and has a dignity that separates it from other levels of language.  Very often it is directed at an educated audience.

Informal Language:
This is basically the language of everyday conversation and familiar writing.  It is not lower in quality and correctness than formal English but simply different because of situation and purpose.

Colloquial Language:
This is language that is familiar, informal, relaxed and friendly.  It's sometimes location specific ... for example "howzit", "cheers".

Slang:
This is very informal speech.  It is only used in very informal situations, usually by a specific group of people.
SENTENCES:
Statements are sentences that ‘state’ something or give information.  They are sometimes called declarative sentences because they ‘declare’ something:  

· The boy hit his sister. 

· We serve evening meals. 

· The weather was dreadful.

Questions are sentences that seek information of some kind.  They are followed by a question mark:

· Do you play rugby? 

· Have you written to him? 

· Didn’t you like it?

Directives, which are also called commands, are sentences that instruct someone to do something.  In some directives an actual command is being given and this is followed by an exclamation mark:

· Keep quiet! 

· Turn left. 

· Have a piece of cake.

Exclamations are sentences expressed by someone who is impressed, excited or roused by something.  Exclamations sometimes take the form of a single word or a long sentence.  Exclamations end with an exclamation mark:

· Ouch! 

· What a day! 

· You look beautiful!
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There are three different ways in which a sentence can be constructed.  

Look at the following sentences:

· Kelly went to Century City yesterday. 

· Kelly went to Century City yesterday and bought three new pairs of shoes.

You'll notice that the first sentence only has one verb, while the second sentence has two verbs.

The second sentence can also be divided into two separate sentences:

· Kelly went to Century City + (Kelly) bought three new pairs of shoes.

The first sentence is a simple sentence because it only has one verb, while the second sentence is a compound sentence because it has two verbs.
VERBS:
All sentences have to contain a verb.  A verb is an action or a doing word.  A sentence can also consist of a subject, direct object and an indirect object.

Subject:
The subject is what is actually doing the action:

· The boy kicked the ball.

The action is kicked, so we need to ask ourselves who is doing the kicking?  The boy is doing the kicking (the action), so therefore the boy is the subject of the sentence.

· The ball was kicked by the boy.

The boy is still doing the action, even though the boy is at the end of the sentence.  The boy is therefore still the subject of the sentence.

Direct Object:
The direct object is what (or whom) the action is being done to, and is not preceded by a preposition. 

· The boy kicked the ball.

The ball is being kicked by the boy.  The action is being done to the ball therefore the ball is the direct object.

To know what the direct object is, always ask - to what or whom is the action being done?

Please note:  Not all sentences have a direct object.

· I wrote a letter to the editor.

Q: I wrote what?  A: I wrote a letter = "a letter" is the direct object.

· I wrote to the editor.

Q: I wrote what?  A: ?????????? = we cannot answer the question because there is no direct object in this sentence.

Indirect Object:
An indirect object always comes with a preposition:

· He wrote a letter to the editor. He wrote to the editor.

Regular & Irregular Verbs:
Regular verbs follow the regular pattern when they change into the past tense.

The regular pattern for changing verbs into the past tense is verb + ed:

· paint + ed jump + ed

These are regular verbs.

Irregular verbs do not take the regular form of the past tense.

· drive = drove swim = swam run = ran

Linking Verbs:
A linking verb is a verb that 'links' a subject with its complement.  Unlike other verbs, linking verbs do no denote an action but indicate a state.  The most common linking verb is to be:
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Other examples of linking verbs are:

· He appears quite calm. 

· She looks tired. 

· He became an Olympic swimmer. 

· I feel sick.

Finite Verbs:
A finite verb is a verb that must have a subject, number (singular or plural) and a tense.

It is a verb that does not need an auxiliary verb.  It can stand alone:

· She plays.

In this sentence, plays is a finite verb.

· The ball was kicked.

There is no subject in this sentence (WHO kicked the ball?).  Kicked is therefore a non-finite verb.

The Infinitive:
When a verb is preceded by "to", it is the infinitive:

· to play 

· to argue

The infinitive cannot stand alone and it needs a finite verb to come before it:

· They start to argue whenever they go out.

Start is the finite verb and to argue is the infinitive.  (The infinitive should never be split, e.g. to loudly argue.)

Transitive & Intransitive Verbs:
A transitive verb is a verb that takes a direct object:

· He wrote a letter.

Wrote is a transitive verb because it has a direct object, a letter.

Some verb are always intransitive as they can never take a direct object, e.g. sleep.  When we sleep, we don't sleep anything, we just sleep.
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