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The main points of the course

¢Four Parts are to be covered in
our academic year

#One time a week
¢Homework at the end of every
lecture

¢ Results of homework marks to be
announced at specific times

¢ Aftendance is a must.




The course Book:

¢ Bailey, S. (2011) Academic Writing: A
Handbook for International Students.
3rd(ed.). London: Taylor and Francis

¢ The four parts of the book:
1. The Process of Writing
. Elements of Writing

2
3. Accuracy in writing
4

Writing models

Part One: The Process of Writing

Background to writing
Reading:finding suitable sources
Reading:developing crifical approaches
Avoiding plagiarism

From understandingfities to planning
Finding key points and note-making
Paraphrasing

Summarising

References and quotations
Combiningsources

Organising paragraphs

Infroductions and conclusions

Re-writing and proof-reading

A Handbook for
International Students




Background to writing

- The purpose of academic writing

- Common types of academic writing

- The format of long and short writing tasks
- The features of academic writing

- Some other common text features

- Simple and complex sentences

- Writing in paragraphs

Background to writing

Most academic courses assess students through written
assignments. These include coursework, which may take weeks
to write, and exam answers, which often have to be written in an
hour or less, This unit deals with:

* The names of different writing tasks
* The format of long and short writing tasks

* The use of sentences and paragraphs




1. The purpose of academic writing:

¢ to report on a piece of research the writer has conducted

¢ to answer a question the writer has been given or chosen

e to discuss a subject of common interest and give the writer’s view
¢ to synthesise research done by others on a topic

- Can you suggest any other reasons?

¢ In all cases it is useful to bear in mind the likely readers of your work. How can you explain
your ideas to them effectively? Although there is no fixed standard of academic writing, it is
clearly different from the written style of newspapers or novels. Similarly, it is generally agreed
that academic writing attempts to be accurate and objective. What are its other features?

¢ Note: homeworkon P. 4

2. Common types of academic writing

¢ The following are the most common types of written work produced by students.

¢ Maich the terms on the left to the definitions on the right.

A ploce of rosonroh, oither Indivicdual or group
work, with the toplc ahosen by the studeantis).

Tho longeost pioco of writing normally done by
a studoent (20,000+ wordes) often for a highor
hergreres, on & topic chosen by thes stuciesnt
\,
Project o A writtan rocord of thhae main pointa of o taxt or
lecture, fTor a student' s personal usce.

Exsny A general tarm Tor any scadamiic essay, report,
pprosentation or article,

IDDissartation/ A doscription of sormathaing & studont has dono
Thesis 2. conducting a ssurvey.

Paper The mont commuon type of wriritten work,
with the title given by theo toachor, normally
TOO0O -S000 wordsa.,




3. The format of long and short writing tasks

¢ Short essays (includingexam answers) generally have this pattern:
Introduction
Main body
Conclusion
Longer essays mayinclude
Introduction

Main body
Literature review
Case study
Discussion

Conclusion
References
Appendices

¢ Dissertations and journal arficles may have:
Abstract
List of contents
List of tables

Introduction
Main body
Literature review
Case study
Findings
Discussion

Conclusion
Acknowledgements
References
Appendices




4 The features of academic writing

@ There is considerable variation in the format of academic writing required

by different schools and departments.

Note: Homework on P.6-7

5. Some other common text features

(a) Reference to sources using citation: According to Tamura et al. (2009)
(b) The use of abbreviations to save space: docosahexaenoicacid (DHA)
(c) Italics: used to show words from other languages: Tamura et al. (= and others)

(d) Brackets: used to give subsidiary information or to clarify a point:. . . but others (short-chain
fatty acids) come from cheaper sources such as soya.




6. Simple and complex sentences

¢ Simple sentences are easier to write and read,
€ However, complex sentences are also needed in academic writing.

€ Students should make clarity priority, and avoid writing very complex sentences until they feel
confident in their ability.

€@ Simple sentences contain a subject, a verb and a complement.
Ex : Academic writing is essential for students of English.

) Vv C

¢ Complexsentencescontain conjunctions, relative pronouns or punctuation, which link the clauses:

EX: Tom managed to attend the meeting although he was busy all the day
S \' (0] C S V C

B Study the table below.
Annual vehicle production 2006-9

2005 2006 2007 2008 2009

135,470 156,935 164 820 159,550 122,075

¢ In2005 the company produced over 135,000 vehicles but between2005 and 2006 production
increased by 20 per cent .(Complex sent ence)

B Write wo simede and MwWo COmPiex Ssenfence s usine darta from 1The
Tabie abpove.

(=) |




7. Writing in paragraphs

¢ Discussthe following questions:

- What isaparagraph ?
Why are texts divided into paragraphs?
How long are paragraphs ?

Do paragraphs have a standard structure ?

Note: Homework on page 9-10

References.

For fuller discussion to the points of this lecture consult your book:

¢ Bailey, S. (2011)

. 3rd(ed.). London: Taylor and Francis
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Dr Shatha Khuzaee
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Reading:findingsuitablesources
» Key Points

. Academic texts

. Typesoftext

. Usihg reading lists

. Usinglibrarycatalogues

. Usinglibrarywebsitesto search electronic
resources




Reading:findingsuitablesources:Introductory

Students often underestimare the importance of effective
reading, but on any coursc it is vital to be able to locate the most
relevant and suitable sources. This unit:

* cxamines the most appropriate text types for academic work
* cxplores ways of locating relevant material in the library
¢ explains the use of electronic resources

1. Academic texts

» As a university students, you are advised to read a variety of text types for your course, so it is
important to identify suitable types and recognise their features. This will help you to assess their
value.

Class Practice: Read the following extract from Tourism Marketing and sge if it is suitable for
academic use and why

m To promote tourism and market destination, It is Important to
study the tourists’ attitude, behaviour and demand. The studies

of Levitt (1986) and Kotler and Armstrong (1994) suggest that an

understanding of consumer behaviour may help with the marketing

planning process (N tourism marketing. The research of consumer

behaviour is the key to the underpinning of all marketing activity, which

is carried out 1o develop, promote and sell tourism products (Swarbrooke

and Horner, 1999; Asad, 2005). Therefore, the study of consumer behaviour

has become necessary for the sake of tourism marketing.




Text | Suitability?

1 Yes, it SummariSes Sone relevant research, and
includes cilations

Homework:Read texts1.2,1.3and 1.40n pp. 12-13and

decide whichare the mostsuitableforacademic use, and
why.

The main features of academic texts

. Theformalvocabulary

EX:the marketingplanning process in tourismmarketing. . .
the extentof political-economic dependency ...

. Useof references
. Impersonalstyle
. Long complex sentences

Homework:go back to the textson pp.12-13 and tryto find examples of each
feature.




2. Types of Academic Text type Advantages

text: Textbook Wnten for Stakeris

- Consider thistable that

lists the mostcommon

written sources used by

students.

- Work with a partnerto Official regort ,
) 1/ l=.g. om gowernment)

consider their likely

advantagesand Nieatier o

disadvantages. magarme artcle

Journal anticle

=book

3. Using reading lists

» Areadinglist could be either given by the teacher, or it may be available online through the
library website.
The list will usually include textbooks, journal articles and websites.
If the list is electronicthere will be links to the library catalogue to let you check on the

availability of the material.

If the list is printed, you will have to use the library catalogue to find the texts.

You do not have to read every word of a book because it is on the list.

Your teacher will probably suggest which pages to read, and also tell you which parts are

the most important.




Whatcan you see on a readinglist?

» On reading lists you will find the following formats

Books
Miles, T.R. Dyslexia: A Hundred Years On / T.R. Miles and

Elaine Miles, 2nd ed. Open University Press, 1999.

Journal articles
Paulesu E. et al. Dyslexia: Cultural Diversity and Biological
Unity. Science, 2001, 291, pages 2165-7.
- Websites

www.well.ox.ac.uk/monaco/dyslexia.shtml

4. Using library catalogues

= Universityand college libraries usually have online catalogues. These allow studentsto search for the
materials they want in various ways. If the title and author’s name are known it is easy to check if the book is
available, but if you are making a search for material on a specific topic you may have to vary.the search terms.
For instance, if you have been given an essaytitle:

“Is there a practical limit on the height of tall buildings? Illustrate your'answer with reference to
some recent sky scrapers.” many results

» you mighttry:
Skyscraper design
Skyscraper construction = few results
Design of tall building
Construction of tall buildings
If you use a very specific phrase you will probably only find a few titles.

‘Skyscraper construction’,for example,only produced three itemsin onelibrary database,but a more
generaltermsuch as ‘skyscrapers’found 57.




11 -
- You have entered te Loation | Holdings

‘ ’
the term Skyscrapers Skysorapern the podios and powers Main SAvailabslity

in the |ibra ry of beilding New Yok ¢ity in the horary
twerntieth century | Benjarnin

catalogue Flowees

1 Skyscraper for the XX| certunry | 0 Scmnos Svalatality
searCh engine, and wdexc byy Carla Awllo. harary

these aré the ﬁrSt 5 Tepai 101 ! Cuorges Bindar [aditor] Main Avnilabadity
eight results. library
- In order to answer Ta® Duildngs: image of the 20 Fire Arss | &vailobility
. skyscraper [ Scott Johnson Library
the essay title above,
_ Skyacrapers: Fabulous Buildings Mam Avanilatality
Wthh Would you that Raach for the Sky / Harbart library
Wright
select to borrow?
Eco skyscrapers / Ken Yaang Scrance Aovailnbdity

Give your reasons. : library

Cost optmizaton of Sownoe Availability
structurss: furry logic, genetic hbrary
algarithme, and paraliel compusing ¢
Haojimt Ades Kamal T Sarma

Skyacrapers: a social hiztory of the Avnilabdity
very tall building in Amenca by
Geoarge H Dougias

Full details : If you click on this you will get more information about the book, including the

number of pages and a summary of the contents. This may help you decide whether to
borrow it.

Ed/year: If a book has had more than one edition it suggests that it is a_succéssfulptitle. The
books are listed by the most recent first; always try to use the most up-to-date sources.

Location:Many large universitiehave more thanone library.Thistellsyou whichone the
book iskept in.

HoldingsIfyou click on availabilityitwilltellyou how many copies thelibraryholdsand if
theyare available to borroworouton loan.




5. Usinglibrarywebsitesto search electronic resources

» electronicresourcesE-journalsand otherelectronicresourcessuch as subjectdatabasesare
becoming increasinglyimportant.

Theiladvantage isthattheycan be accessed by computer, saving the needitoVviSitthe library
and finda text.

Mostlibrarywebsiteshave a separateportalor gateway forsearching electroniaesources.

Thisallowsyou to enterthe name of a specific journal,or look for possiblejournalsin yoursubject

area by enteringa termsuch as ‘internationabusinesslaw’.

Inthiscase, thedatabase may offerthe followingtitles:
Euppean Busines Law Review

Euppean Busines Organiation Law Review
Internation@fadeand BusinestawReview

LawandBusinesfeviewoftheAmericas

» Ineach case, you can access a listof issuesavailable, which willletyou read a listof published
articles Most journalspublishfourissuesper year. Inthe case of EuropeanBusines®rganisation
LawReviewthe listwould include:

Dec 200 Vol 10Isse 4
Sep 200 Vol 10Issue3
June200 Vol 10 Issue

Mar200 Vol 10Issud

By clickingon any of theseissuesyou can read a fulllisof articlesItis usually sufficierb read the
abstractto find out ifthe articlewillbe relevantto your work.Note that most journalwebsites

contain a search engine to allowyou to search allback issues by subject. They may also offer links
to articlesin otherjournalson the same topic.

The best way to become familiar with these methodsis to practise. Library websites usuallycontain
tutorials for new students, and librarians are always willing to give help and advice when needed.




References

Forfullerdiscussionto the pointsof thislecture consultyourbook:

» Bailey,S.(2011)Academic WritingA Handbook forInternationabtudents.
3rd(ed.).London:Taylorand Francis

BES WISHES
Dr Shatha Khuzaee

Homework

» Selecta specific topic fromyoursubjectarea.
(a) Usethelibrarycatalogue to search forrelevantbooks. Write

down the most usefultitles.

(b) Look fora fewrelevantjournalarticles,usingthe libraryportal.

Writea reference foreach article.




Thid Year/Academic Witing
TheProcessof Writhg/Lectwe 3
Preparedby
DrShatha Khuzaee
Dept of English /school of Educaiion
20222023

- ' e

e =
St - - « 1%
w2 . 5 .
‘O l.n.n\‘l)\ b T T !
— R - LY oy

- 2 -'(
== 5 v —
- i l"l‘.

Reading: developing critical approaches

» Key Points

. Reading methods

. Tiles, sub-tiles and textfeatures

. Reading abstracts

. Factand opinion

. Assessinginternetsources critically
. Criticalthinking




Whatshallwe see in thisunit?
Thisunit:

- explains effective reading methods

¢ cxamines common text features, including abstracts

v explores and practises a critical analysis of texts

Readingmethods

Whatis reading method?

» A reading methodisa way you adopt to get therequiredinformatioryou need fora
particulartopic.

» Impartantnotes:

1. Do notunderestimateheimportanceofreading skills.

2. Readingacademic textsinthe quantityrequiredformostcoursesisa demanding task.

3. Attendinglecturesand seminarsare notenough

4

. Distincimethodshave to be adopted to arriveat the suitableamountofthe required
reading.
5. Youdo nothave timetoread every wordpublishedon thetopicyou are studying

Considerthe charton the nextslidewhich illustratean approach to findingand dealing
withtext.




Complete theempty boxes Choosing suitable texts

inthe chart withthe
followindgechniques: Loak at fitie and
sub-ttio
e Read intersively to make l
noteson key points
e Scan textforinformation Suivey text features (e.g.
you need (e.g. names) abstract,contents,index)
e Survey textfeatures (e.g. P .
abstract,contents,jindex) [l B

Scan text for information
you need (e.g. names)

! !

e exzenalvaly when
usaful sections e found

BRI L 1Or st —
B It redavant?

Can you suggest any other l
reading skills to add to the

Read intensively to make
chart above? noteson key points




Tites, sub-tites and textfeatures
» Many books and articles have botha titleand a sub-title. Forexample:

TheRightto Have Rights€itizenshipPracticeand thePoliticalConstitutionftheEU.

subtitle

shorter gives more infomationabout thefoaus

» Thetitleis usually shorter;the sub-title often gives more information about the focus.

Whatshallyou do afterfindinga suitabletext?

» Afterfindinga relevanttext,itis worthchecking thefollowingextfeaturesbeforestartingo
read:

Author
19 TN WIS Wl - RN e 6N T N Tt 7 WNROT Glas Nan oy ane
Pubitn et

POanBoanan (ate and omtion
00 NOT e 3 1HEst @it ion iF 1 e 15 2 (ravinesl ] sescOond sourlon
wvwilab e

Alratr aor
Sew swction below

COntonts
A izt of the mam chaptars or zectionz. Thiz shoulkd tall you what
OEODOTION OF 1IN 16 KT 08 VOIS 10 Thd TG00 YO & reanarcning

Introduction or praface
This I whesre the sauthor ofMen expiaing hisy Bar ressons far
WEITING. Ond 8160 NOW THas TeXT 18 arganisca

Refarencos

TS HIAT AROWES A ING AOUTOSS Uand DY ITNS UThOor AN rarsreaol 1o
In the feext. 11 should glve you soime augoestifons for further
reacing

Bibilography
TOWOA0 OO0 THES ADUNGN THS BLTNOT DS UL DU NOT A00ITICHty
rafmered 10

Toralex

AN DIPDDADATICH LIDT O 00 TS TODNA SN OO Mantionaa in s
book . faor mxermpie, you sre looking for iInformmstion skiout »
P, thes Incdex Wwill te il you I that peroon s msnoonscd, anca
now onen




Digital Copyright and
the Consumer<,=,,,,,

Revolution
Hands off My iPod

Muatthew Rimumer <:] AUTHOR

Semtor Lvctiorer, ACIPA, The Awrtrolian Natkaal! Universéey
College of Law, Auxiraiia

Edwand 1 a.w<: PUBLISHER

Chctoorham, UK = Nostbumpsm, MAL LSH

1r

Place of publlication

Title Page of a book

Readingabstracts
What isabstract?

O Matithes Wymrmecr 0 S -~
] - _— Copyright Date

AN o reservell N et of U paidioett oom tesry b v prodenced), siored m

A TRLOWAG] s patans OF Traanandinedd by axy oo o by sy e on. dos Do,

Tanbassbsd o phimoooptog. 1eenliong, o CHMEM G » 1unl T gebon

pesvv weom ~F A riddibee

(VLTI ey PN

Pedmand 1gner Pritdeben g | rmemod
Cheiuaials -

Motpetlne P rade

Chehonbmm

(o GLISD LA

L

A cotnlogss tecowd B el bk
b v latige 1o thee oy Lihrasy

10y of € vageews U stadogadtug b PuBortien Dhain

Pavemon. S ithow
TRtal Conparighvt ared he comaumuat Toolelbon  Sanhi o0 moy e £ 0y
Mazhes Riresar
P Oom
Iachwiios diioor apbion ] nfcrences and tndes
4 WL Jats poosasabig L) B
pirdng. 1. T

AL TN
SOOI

ISHN UTE | BESET BN 8

Priaced st Bossni! e Cirnet Rovaan By MG Boobe b ud, Bod e, Cosenadl

» An abstract is a kind of summary that enable researchers to decide if it is wosthifeading,the full

academic text( i.e. article).

» You will not normally have to write abstracts, but it is important to be able to read them

effectively.

Note: abstracts are normally found in peer-reviewedjournal articles




Whatis thestructue of abstiacts? LA

» Abstractsnormallyhave a
standardstructure.

m CITIZENSHIP NORMS AND THE EXPANSION

(a) Backgrend pasition OF POLITICAL PARTICIPATION
Russell J, Dakon

(b) Aimand theiSofaitiess A growing chorus of schalars laments the decling of political
(c)Methodf reseach participation In Amarica, a0t tho nagative implications of this

trend for American cemocracy. This article questions this
(d) Resutb of r h pasition - arguing rthat previous studies misdiagnosed the

sourcas of political change and 1he consequences of
changing norms of citizenship for Americans’ political
engagement. Citizenship norms are shifting from a pattern
of duty-based citirenship 10 engagad citizerahip. Using data
from the 2005 ‘Crizenship, Involvemant, Damocracy” survey
of the Canter for Damocracy and Ol Scciety (COACS)

| describe these two faces of clitlzenship, and trace their
Impact on political participation. Rather than the eroslon

of participation, this norm shit &s allering and expanading
the patterns of palitical participation in America

(Dalton, R.J. (2008} Polirical Stuckes 56 (11 76-98)

Undelinethemaincomponeats
of theabstract totheleft.

Fact and opinion

» Whenreading, itisimportantto distinguisibetweenfacts:

Rice isgrown in warmwet climates.
» and opinions:
Ilikerice.

Decide If the foliowing statements are facrs, opinions or both.

Fact Opinion

Smoking can be dangerous to hesith.

Smoking i1s addictive

Smoking should be bannacl.

Smoking is dangercus =zo it should be banned.

Note: If suggestions are made in academic writing (smoking should be banned) it is
important that they are supported by true facts (smoking is dangerous).




» Read the following sentences and decide if they are fact or opinion. If they are
fact, decide if they are true or false. If they are opinion, decide if you agree or
disagree.

Fact or Opinions
opinion? - agree or
disagree?

Britain has the highest crime rate in the world.

In Britain, hundreds of crimes are committed
every day.

Many criminals are never caught.

The police are inefficient,

The police should be abolished.,

Assessing internet sources critically

How to find reliable texts?
» Do notwaste yourtime on texts thatare unreliable or out-ofdate.

» If youare using material thatis noton thereadinglist you must assess it criticallyto ensure that

the material is trustworthy.

» Internetsourcesare plentifuland convenientlyavailable,but you need to ask severalquestions

about each site:
¢ Is this a reputable website, for example with ac. (= academic)in the URL?
e Is the nameof the authorgiven,andis he/shewell-knownin the field?
¢ |s the languageof the text in a suitable academicstyle?

¢ Are there any obviouserrors in the text, e.g. spelling mistakes, which suggesta careless approach?




Compare these two internet texts on deforestation. Which is likely to be more reliable?

m We are destroying the last of our vital natural rescurces, just as wo are
starting 1o wake up 1o how precious they are. Rainfarest once cavered
14 por cont of the land now iIt's down 1o & mere G per cont. Solentiste predict thar
the rest could disauppaear in less than 40 years. Thousanda of acros are cut down
wach second with cdire conseguences for the countoess involved and the planet
as » whole, Sclentists ostimale that we loose G0 000 specios avery yearn, many
specivs avary second including 137 plant typaes (not even spocies but whole
groups of plant spocion) and an thosa planta disappoar boafore scionce can reocord
thum o doex the chance to gain haelpful knowledge and poxsible medicines.

m The scale of human pressuras Oon scosystams evarywhare has incroassed

snormously in the last fow decades. Since 1980 the global economy has
tripled in size and the world population has increased by 30 per cent,
Consumption of averything on tha planet has risaen — 4l & COst 10 Our SCORYRIems
In 20017, The World Heaources Inatitute eatimated that the demand Tor rice, wheaeat,
and corm Is expected 1o grow by 40 per cent by 2020, inareasing birigation waters
demands by 6O per cent or more, They further reponed that the demand for wood
could double by the year 2050; unfortunately it is atll the tropical farests that
supply the bulk of the world's demand for wood

Critical thinking

Whatiscritical thinking?

» Criticalthinkingmeans not passivelyaccept whatyou hear orread, butinsteadyou must
actively keep questioningand assessingit.

Itis stilimportantto adopt a criticalattitudetowardsthe textyou read, even whenyou feel that
itisreliableand thatyou can safelyuse itas a source.

Thisapproach isperhaps easiestto learnwhenreading, butisimportantforall otheracademic
work(i.e.listeningdiscussingand writing).

Asyou read you shouldask yourselfthe followingquestions:

(a) Whatare the key ideas in this?

(b) Does the argumentof the writexdevelop logically, stepby step?

(c) Are theexamplesgiven helpful?Wouldotherexamplesbe better?

(d) Does the authorhave any bias?

(e) Doestheevidence presentedseem reliable,in my experience and usingcommon sense?
(f)Isthisargumentsimilarto anythingelse Ihave read?

(g) Do Iagree wth the writer'sviews?




Read thefollowingext,thinkingcriticallyabout thesectionsin yellow.Thenanswerquestions
1-9.

The growthof the world wide web In the historyof civilisationtherehave been many significantdevelopments,such as the

inventionof the wheel, money and thetelephong but the development of theinternefis perhapsthe mostcrucial of all. In
the space of a fewyearsthe world wide web has linked buyersin New Yorkto sellersin Mumbai and.teachersin Berlinto

studentsn Cairo, so thatfewpeople can imagine life withoutit

Itis estimatedthatover 70 per cent of North Americans, for instance, have internetaccess, and thisfigureis steadily
increasing Physicalshopsare underthreatas growingnumbersshop online. In areas such as travelt is now impossible to
buy ticketson certainairlines except on the internetThe web also links togethemillions of individual traderswho sell to
buyers throughwebsitessuch as Ebay. Beyond the commercial sphere, the internetis also critically importantin the
academic world A huge range of journalsand reportsare now available electronically, meaning thatresearcherscan
access a vastamount of informationthroughtheircomputerscreens,speeding up theirworkand allowing themto produce
bettemuality research In addition, email permitsacademics to make effortlessontactwithfellowresearchersll overthe
world,which also assistéhemtoimprove theiroutput Thereis, of course,a darkerside tothisphenomenon, which is theuse
criminals have made of theirability to tradeillegal or fraudulentproductsover the internetwith littlecontrolover their
activities Butsuch behaviouris hugely compensated forby the benefitsthathave been obtained by both individuals and
businessesWe are reachinga situationin which all kinds of informationare freelyavailable to everyone,which mustlead

toa happier, healthierand richersociety

1. ..suchas theinventiomfthe wheel, money and thetelephone.. .’

Are thesereallycriticaldevelopments?

2'...thedevelopmentoftheinternetis perhaps the mostcrucial of all.’

Isthistrue?

3'...sothatfewpeople can imagine lifewithoutit’ Isthisclaim credible2

Zf ‘Itis estimatedthatover 70 per cent of NorthAmericans, forinstance,have internetaccess . .

No sourcegiven.Does thisfigureseem likely ?

5*Physicalshopsare underthreat,as growingnumbersshop online.”

Isthefirstpart true,and ifso,isitcaused by onlineshopping?

6" ...speeding up theirworkand allowingthemto produce betterqualityresearch.”

Ifthefirsipartistrue,does the resultlogicallyfollow?

7*We are reaching a situationn whichall kindsof informatiorare freelyavailable to
everyone whichmustlead toa happier, healthie and richersociety.’

Does thefirsipart need any qualification?Isthe conclusionjustified?
8 Isthe writerobjective or biased? 9 Do Iagree withthisargumentoverall?
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Avoiding plagiarism

» Key Points

Whatis plagiarism?

Acknowledging sources

Degrees of plagiarism

Avoiding plagiarismby summarisingand
paraphrasing

Avoiding plagiarismby developing good
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In the English-speaking academic world it is essential to use a

wide range of sources for your writing, and to acknowledge

these sources clearly. This unit explains why this is vital, and
introduces the techniques students need to use. Further practice
with these is provided in Units 1.6 Paraphrasing, 1.7

Summarising and 1.8 References and quotations.

Whatis plagiarism?
» Plagiarism basically means taking ideas or wordsfroma source without

givingcredit (acknowledgement)to the author.Itis seen as.agkind of

theft,and is considered to be an academic crime.

» Inacademic work,ideas and wordsare seen as privateproperty
belonging to the person

who firstthought or wrotethem.

» Thereforeitis importantforall students,includinginternationalones, to
understandthe meaning of plagiarismand learn how to preventitin

theirwork.




Whatis the difficuly moststudentsface?
» Themain difficultjthatstudentsace isthattheyare expected:

(a) toshowthattheyhave read the principalexpertson a subject—by givingCitations
(b) to explain theseideas in theirownwordsand come to theirown ofiginalconclusions

Why studentsmustavoid plagiarism?

» Thereare several reasons why studentsmustavoid plagiarism:

e Copying the work of otherswillnot help you develop your own understanding
e Toshow thatyou understandthe rulesof the academic community
e Plagiarismis easily detected by teachers and computer software

e Itmay lead to failinga course or even having to leave college




Acknowledging sources: Documentaion

If you borrow from or refer to the work of another person, you must show that you have done this by
providing the correct acknowledgement. There are two ways to do this:

Summary and citation
Smith (2009) claims thatthe modern state wields power in new ways.

Quotation and citation

According to Smith: ‘The point is not thatthe state is in retreat but
that it is developing new forms of power ...” (Smith, 2009: 103).
These in-text citations are linked to a list of references at the end of the
main text, which includes the following details:

Author Date Title Place of [ Publisher
publication

Smith, M, (2009 Powar and the State Basingstoke Falgrave
Macmillan

» The citationmakes itclear tothe reader that yothave read Smith
and borrowedthisidea from him. Thiseferencegivesthereader the
necessary informationto find the sourcéfthe reader needs more
detail.

» See Unt 1.8 References and quotations




Degreesof plagiarism

» Although plagiarisnessentiallyneans copying somebody else’s worltis not always
easy todefine.

Considerthefollowingacademic situationsand decide iftheyare plagiarism

Eitustion

Copyving s parngraph, But changing » fow waoards and giving =
citmtion.

oty o) Doating o 6haort armaoles Trauys & wolimites, Wity sves GITaTian

Toling vwo parsgraphs trom o clamsmmisnte’ s seeny, withhowut crtmtioan

Tmliing o grapgh from s rextbhook, giving the source.,

Taking a guotantion fraom s nouros, giving » citation bhut not using
guototiomn rrvmrbon.

LIGiang Sormeetiing Thiat you think of an genasral Koowlodage, =.o
Lloarge areas aof rainfarsatr Hhave Hoaon out Aaowm in reoont yoonrs

Uning » paragraph from an esaay youw vwrote and had rmarked the
Provious sarmenterr, with oot clitmtion,

Uning the rocults Of yauae owis rosoaraoli, o g Teom o ssurvey,
without citmtion

Dimcunsing an susny topio with o group of clussmatos and using
wome of their icduan 1n your own vwork,

Giving o chration for saome information boar mis-spolling the
muthoar s mnamme.

Avoiding plagiarismby summarisingand paraphrasing

» Whenyou read a source book and you need to take some sentencesor a paragraph,
quotationsshouldnot be over-used,so you mustlearn to paraphrase and summarisén
orderto include otherwritersideasinyourwork.

» Thiswil demonstate yourunderstinding of a textto yourteachersy

¢ Paraphrasinginvolvesre-writin@ textso thatthe language issubstantialldifferentwhile
the content staysthe same.

e Summarisingheansreducing the lengthof a textbut retainingthe main points:

We willconsiderparaphrasingand summarisingn unitsl.6Paraphrasingand 1.7
Summarising




Read the following text anthen compare thefiveparagraphsa, b, ¢, d, and e on p.34 in your
coursebook.Then,see whichparagraphsuseideas and informatiorfromit. Afterthat,decide

whichare plagiarisedand whichare acceptable, and give yourreasonsin thetable onp. 35.

Thesource text
m RAILWAY MANIAS

In 1830 there were a few dozen miles of raillways in all the warld — chiafly
consisting of the line from Liverpool to Manchester, By 1840 there were aver
4,500 miles, by 1850 over 22,500, Most of them were projected in a faw bursts

of speculative frenzy known as the ‘rallway manias’ of 18357 and especially in
1844-7; most of them were built in large part with British capital, British iron,
machines and know-how, These investiment booms appear irrational, because in
tact few railways were much more profitable to the investor than other forms of
enterprise, most vielded gquite modest profits and many none at all: in 1855 the
average interest on capital sunk in the British railways was a mare 3.7 per cant.

(From The Age aof Revolution by Eric Hobsbawm, 1965, p. 45)

Avoiding plagiarismby developing good studyhabits

» Few studentsadeliberately tryto cheat by plagiarising, but some develop poor study
habits thatresultin the risk of plagiarism.

Can you add to the following listof positive habits?

e Planyourworkcarefullysoyoudon‘thaveto writdheessayatthelastminute.
e Takecare to make notesinyourownwordspotcopyingfronthesource.

e Keepa recordofallthesourcesyouuse(e.g.authordate,titlepage numbers,
publisher).

e Make sureyourintextcitationsareallincludedinthelistof references.




Do yourown research

Does your college or universityhave a policy on plagiarism? Look on the website
to find out. Itmay raise some issuesthatyou wantto discuss withcolleagues,or

your teachers.
Ifyou can't find anything foryour institutiontryone of these sites:

Q1 /Define plagiarism giving one example

Q2/ How to avoid Plagiarism

Q3/ what are the levels of plagiarism
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In both exams and coursework it 1s essential for students to

understand what an essay title is asking them to do. A plan can
then be prepared, which should ensure the question is answered
fully, while preventing time being wasted. This unit looks at:

* key words in titles
* brainstorming ideas
* alternative methods of essay planning

Theplanning process

» Planningis necessary withall academic writingbutclearly thereare important
differencesbetween planningin exams, when timeis short and forcoursework,
when preparatoty reading is required.

» However,inbothcases the processof planningshouldinclude thesethreesteps:
(a) Analysethetitlewordingand decide whatisrequired.
(b) Brainstormthetopic to focusyourideas.
(c) Preparean outlineusingyourpreferredmethod.

» Withcourseworkyouroutlinewillprobably be revisedas you read aroundthetopic




Analysingessay titles

Titlescontain key wordsthattellthe studentwhatto do. Note thattitlesoftenhave two (ormore) parts:

'Whatis meantby a demandcurveand why wouldweexpectittoslopedownwards?’
Inthiscase ‘what’ isasking fora descriptionand ‘why’ fora reason or explanatiofi:
Match the key words on the leftto the definitionson the right

AL vy man Exgplmirmn »m rapic Brimily mrmved clarmrly

AMAnmermm mal with s comiplax subbjmar by raecducing it Tos
(Ewamie

Doscri DRDivicos Into soations anmnct disacuass oach

D amecvrm wmile cdeorvrry amto thha variows poarts ancd thaaeire
Esxcmevrery mbcer m» prgograomml mrrel moagsrpreort ot

LA 3 T waonricensnn carngras o Ton ot oo Toingaian, sousswnrgraneen
Fitm st cirmwilrnckms

COeaxlin v o cldomtailacdd ssccaunt of saormaetiving

A iwews & mbevpaler, brasnic aensa st cafl Ehees svndninn graairare

\'. O Tengnien

CEONwe oo lon

SssarTarvamrimes tcdes then vmluuey or worth of m mubsjmce

Choose the correct option a, b, c,
d or none

¢ive a detailed account of something.
a. Summaise b. analyse c. discus d. asses

Gaining a degree in Englishcan ensurea good future

Whydo you thinkthata degree in Englistwillsupportyourcareer ? Brainstormdeas.
1. Can get good opp ortunity to work abroad

2. Give a good chance to traveland develop

3. Travellingto foreigncountriesand being able to communicate easily




» summarisingand paraphrasingare twoimportantways
of avoiding plagiarism
» Academic writingsone practice thatenables students

to use theirlanguage formally and scientificaly to
supporttheirprojects

Practice

» Underlinethe key words in the followingtitlesand consider whatthey are asking
you to do.

(a)Howand whyhasthemarketforinternationdburism
segmentedsincethemiddleofthetwentietbhenturyWhatarethe
economicand socialforcesthathavedriventhisprocess?

(b)Describesomeofthereasonsvhypatientsio notalwaystaketheiimedication
asdirected.

(c)Howcan psychologycontributéo thereductiomfbullyingpehaviouinschool®
(d)Itherea movetowardsubjectivitincriminalaw?Shouldherebe?

(e)Discustherespons®fbuildingand soilto earthquakesndicatingvhat
measuresan be usedtoensure stucturéstablity.




Brainstorming

» Brainstormingsa methodof generatingideas and sharingknowledge to motivateprogress
a particularwork on a topic. Sometimesaticipantsare encouraged to thinkwithout
interruptiomAt othertimes,it isa group activitywhereeach participantsharestheirideas as
soon as theycome to mind.

Brainstormingis oftenhelpfulto startthinkingabout a topic by writingdgwn any ideas you
have, inany order Takingthe example from(3a), you mightcollect thefollowingpoints:

Internationalourism-segmentationof market
How and why:
e Package holidaysmade foreignholidayspopular
e Internetllowstravellerdo plan ownholidays
e In60sjetaircraftpermitfastertravel—long and shorthaul holidays
e In90sbudget airlines lowecosts —short breaks
Economic and politicalforces:
¢ Risingdisposableincomes permitmore spending ontravel
e Developingcountriessee tourismas routeto growth
e Older, retiredpeople spend more on travel

Some children receive almost no encouragement from their parents
regarding their performance at school, while other children receive too
much pressure from their over enthusiastic parents which can have a

negative impact on the child.

Why do you think some parents put too much pressure on their

children to perform well at school?

What do you think the role of a parent should be in their child’s

education?




B Working with a pariner, brainsiorm [deas for the fitle below,
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Essay length

An essay during a courseworkusually have a required length,normallybetween 1,000 and 5,000
words.

Youmustkeep to thislimit,although deviationsof 5 per cent more or lessare generally acceptable.

However,at the planning stage you need to consider what proportionof the eSsayto allocate to
each partof the question.

As a basic guide, 20 per cent isusuallysufficientforthe introductionand conclusion together
(referencesare not included inthe word count).

Thereforejna 2,000word essay the main body would have 1,600words.
Ifthiswas the length given fortitle(3a)above, you might decide on the followingallocation

Segmentation of the market for international tourism — how 300 words

- why K00 waords

Economic forcaa 400 worda

Social Torces 400 words

1,600 words




General essay partsand theirword limit

INTRODUCTION

. Seneral roductony Shatement
Thass statemeaen
. Order of arguments

120 words

Body paragraph 2
Argument

240 words

There are bansdoal owncomas
ol meda

Body paragraph 4 240 words

Agument.  Amaanl, bpe, vansty snd
qualty of contont are

al=nportant

Body paragraph 1 240 words

Argumeant: | Not 3l media can be treated
s 5ama

Body paragraph 3 240 worcts
Argument.  Thore are also harid effscts
of i

CONCLUSION

1. Rastate thess
2. Geperal conchusons
3 Fiad conchading stdeeysnt

120 words

» Thiscalculation isusefulsinceitcan guide the amountof reading you need to
do, as well as providing the basisforan outline.

» Moreover, itpreventsyou fromwritingan unbalanced answer,in which part of

the questionis not fullydealt with.

» Essaysnexamsdo not have a word limitputitisequallyimportanifo planthem
insimilatermse.g. part 1 40per cent, part 2 60per cent.




M (dentity the key words in the following tiTies and decide what
percentase of the main body 1o glve fo each part.

Title Part 1 (%) Part 2 (%)

{a) Describe the typical social, cultural and
environmental impacts experienced by
tounst destinations in developing
countries, How can harmful impacts be
reduced or avoided?

How can schools make better use of IT
{information technology)? lllustrate your
answer with examples.

Outline the main difficulties in combating
malaria. Suggest possible strategies for
more effective anti-malaria campaigns,

What is ‘donor fatigue® in international
aid and how can it be overcomea?

Outlines

An outlineis a form of writingthathelps the writerto plan a piece of workas
effectively as possible.

Careful planningat thisstage willsave wasted effortiater.

Themore detail you include in your outline, the easier the writingprocess will
be.

Note thatfor courseworkitis usuallybetter to writethe main body firstthenthe
introductionand finallythe conclusion.

Thereforeyou may preferto outline justthe main body at thisstage.

Thereis no fixed pattern foran outline;differentmethods appeal to different
students.For example, withfirstpart of title:'Describdhetypicalsocial,cultural
and environmentainpactssxperiencedyy tourisdestinationsmdeveloping
countries.youcan followone of theoutlindformsxplainedon thenextslide:




Possibk Forns of outline

» An outlinecan have theformof :
(a) List (b)Amindmap

i Socid mpacts
« increas2 i variety of jobs availehle
« price inflaion
« new rasge of usiness cppormeitize

-~

il Cultwrd mpacts
«  new paiterns of drzss and behaviour may cause
problems
o miriczt bor tradibonal orafts sadior rals grows

R e g T

fiil Emironmental impacts
+ increasad pressure on fimited resources, e, watsr
o loss of naturel habitat to 2uikding projcts
« provision of new infrastructure, 2. rads

Now, afterattemptingboth outline
forms,do the following:

1. Whatare the advantages and drawbacks
of each method?
2. Prepae an outlhe forthesecond partof

the same title,using eitha method:

‘How can harmfulimpacts be reduced or
avoided?’
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After finding a suitable source and identifying relevant sections
of text, the next step is to select the key points that relate to your
topic and make notes on them. This unit explains and practises
this process, which also involves skills developed in Units 1.6
Paraphrasing and 1.7 Summarising.

Why make notes?

. Keep youalert
. Engage yourmind

1
p)
3. Emphasizeand organizeinformation
4. Create a condensed record forstudy

Can you thinkof more reasons?




Note-makingmethods

Thereare a number of differentways to make notes, and itis best thatyou use the

method you feel most at ease with.However, thereare fourgeneral ideas thatcould
help you to improve your note taking:

Use whitespace to separate majorideas.
Tryto limityour notes to one concept or section per page.

Use abbreviations and/or symbols where possible to avoid long sentences.
Writedown the informationin your own words.
Thesemethods are:

TheCornell Method
TheOutlining Method
Mind mapping
TheCharthg Method
TheSentence Method

1. TheCornel Method

TheCornell Method isbased on twocolumns:one containingthe keywordor concept, and
theothercontainingthe descriptiomrnotesassociated withthe keywordor concept. This
method can be used while listeningothelecturer.Intherighthand column,you can listthe
main ideas orwritea paragraph and thenon thelefthand side note the kéywordor.
concept thatrelatesto yoursectionof notes.At the bottomof the pagé you shouldwrite
paragraphssummarisingheinformatiorontained in the notes.Because thisnote-taking

methodidentifiekey concepts and also summarisegnain ideas, thiscan be a useful
methodforlaterrevision Cornell Method example:

CORNELL NOTES

Faryw swesrelds Gl oo s

g rtant cdatens oe o ol g loac ow
S T PR TS PR Mg aatar ol sy Slrarnsact o

Powsyr CR0aanSl vy

Iclwmamnm O Braimataoarmldmog wWritzon
CMIFTO It b s Cnsi it

wery Thaes Baves ol san prras e Tenn

~ It from textihaook or stoarten

E2dancaranrrns carveld goabe Toivars

Foasrrmsalan

WRAMIETIMr Y o f Weruar mctemn ey wWorLr oM wosrcl s



2.TheOutlinhg Method

Thismethod involveswritinga seriesof topics and sub-topics,and identifyingthem by
indentingthe text,numberingthe lines,or usinga dash or bulletpoint Thiscan be an
effective note-takingmethod for visuallearners and isusefulfor organisingyournotes
by topic, subtopics,and related concepts. OutliningMethod example [showij

QOutline
Main Topic 1
Subtopic Todoy's Datwn Shakespeare
* Playwright
39 plays
+ Comadies
Subtoplc 2 < AsYou Llke T!
Fay Meim ) * Much Ado About Nofhlﬂg
Muy Peint 2 + Histories
»  English

Main Topic 2 +_King John

« Roman
< 3 |
Subtopi * Jullus Caesar

My Polnt | * Antony ond Clecpatra
Moy Faint 2 ¢ Tragedies
Sublopic 2 - Remeo and Juliet
+  Hamie!
= Englizh
Sorn 1564 Strafford-upon-Avon

oy Paint

Moy Polme 2

Py Faint 1

oy FPeint 3

3. Mind mapping

» A mindmap isa diagraminwhich ideas,concepts and imagesare linkedtogether
around a central concep t, keyword oridea.

Mapping Method

Shakespeare

SUB TOPIC SUB TOPIC 3 Types of Pyt

T
serans  DETARS  SUB TOPIC Hotory

+ Hichand Il




TheSentence Method

With this method you simply write
every new concept ortopicona
separate line The idea is to
identifythe key concept and jot
that dowry do not try and write
what the lecturerhas said word
forword. Itis suggested that you
leave lots of space between
points to allow for additional
noteslater. You can also number
the informationif you wish This
method is usefulwhen you have
a lotof informatiorto take notes
about - it helps you focus on
what is important It s
recommended that you use

The Sentence Method

{Enmwnn' A rznkitien & ony ocourense that
Affects ather apecteaf e, ond 2 forth Thenefore
| Resokions coue chorge. (fee poges 25-30in your
Ifwbmhw this)

[Sup’:u’ MNates: Revoiion - scosmence thet of fects

} Aspects of life.eg. eoon, soc et text pp. 2930

i'hﬂzpywmmdmmmwm

some form of visual aid (e.g.,
headings, arrows, coloured
highlights or boxes) to group
related pointstogether.
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Decline of newspapers (New Business Monthly, May 2010, p. 37)

a) Newspapers only source of news 100 yrs ago - now also TV, radio + www

b) Newspapersales ~—_ > decline in advertising > newspapers shutting
s

c) Attempts to increase sales: - more magazine content
- gifts
- websites

but none effective.

Findingkey points

Read thefollowingextand underlinetwokey points.Thenchoose a titleforthe paragraph.

Iitle:

m The genaration born aftor tha second world war,

somatimes called tha baby boomears, are now raaching
retiremeaent age, and businesses are atarting to realiae that they
arc a wealthier market than any previous retirement Qroup.
Financial producta, travel and meaedicines are well established
industries which intorost tho ovor-G0s, but othors aro novw
focusing on this age group. Valksvwagen, for instances, has
produced a car with rasised sests and more interior spasce 1o
appeal to their tastes, In Japan, with 1= ageing population,
companias have more experiences of selling tao the retired, and
have been succeaaful with unusual producta such as a roboric
seal, which serves as o pet substitute for the lonely. There are,
however, cartain diffifculties in selling to this market. Some
customers resent being addressed as ‘old”’ sinoe they see
themselves as more youthfual, ywhile there s & huge variation in
the profile of the baby boomers, ranging from healthy and
Roctive 10 1the bhad-riddan and infiren.




Findingrelevantpoints

» Whenpreparingto writean essay you have to search forinformatiomnd ideas relevantto
yoursubject.

» Thereforedthe key pointsthatyou select mustrelate to thattopic. You are givenan essay
title:

'‘Doesthestatehavea roleinpromotingublichealth?f

» Read thearticleon thenextslideand underlinethe key pointsthatrelateto youressay
topic.

A SLIMMER AMERICA?

Currantly over two-thirds of Amaricans are believed to be sither cverwesight ar
obese, Dhut recently i1 has been discovered that the situation may have stabilised.
The rotes of increose sppoars 1o have virtunlly stopped, so that on average womean
and children weigh no more now than they did ten years ago. This trend maoy hoave
IMportant conaequancas Tor the health care sy2iam: according 1o a recant atudy
{Finkelotein et al., 2000) an obese American is likely to cost the aystom over

40 per cent mores than someons with normal weight This is cddue to the iIncressec
rinks of medical conditions auch as diabetes, to which should be added extra conta

connected with ilins=s sand resulting sbesence from work

Unuol recently it was agssumed that the long term trend would continue so that
ultimatsly sl Amencans would become overwsight: Wang (Z003) had sstimsted
that thisx would happen by 2048. Obvicusly, such an azsumption implies steadily
rnsing medical insurance costs. 1 the new trend continuess thiers sre clesr benefirs
for public heaith and the axzociated finances, But maedical ressnrchers still strupgle
10 understand the basic causes of thie problem, which is that obesity in Americe is
now threoe timmes greater than fifty vears ago

There iz substantial svickences that obhesity i inked to sooal class: those with
rmegular and bedly paid eamployment are more likely to eat what = convenient and
1aaty rather thhan have the Time Or energy 1o orgonise a healthy diet The number
of people in this category may have risen in recent yoars. Another possibility 1o
thot food now iz cheoapeor relative to income, while fres time is more voluabls, =o




people are attracted to consuming convenient but often unhealthy fast

food. In addition, washing machines and other devices mean that fewer
calories are used in doing domestic chores around the house. Although valid,
these factors apply in many other countries where the same growth in obesity
has not been seen.

Recent years have certainly seen more pressure for informative food labelling
and campaigns to encourage school children to eat more fruit and vegetables.
Although Americans often dislike being told what to do by their government,
these campaigns may finally be having an effect. Certainly about a third of the
population attempt a slimming programme every year, and although many give
up it appears that the number of people who succeed may be rising.

(Herapath, T. (2010) Journal of Transatlantic Contexts 14, 319)

Effectivenote-making

» Notes are foryour personal use so you should create your own style.

(a) You mustuse your own wordsand not copy phrasesfromthe originalto
avoid the riskof plagiarism. The quantity of notes you make dependsgoniyeur task:
you may only need a few points, or a lot of detail.

(b) Always record the source of your notes, to save time when you have to write
the listof references.

(c) Notes are writtenquickly, so keep them simple. Do notwritesentences.
Leave out articles (a/ the) and prepositions(of/ to).

(d) Ifyou writelists,itis importantto have clear headings (underlined)and
numberingsystems(a, b, ¢, or 1, 2, 3,) to organise the information.Do not crowd
your notes.

(e) Use symbols (+,>,=) to save time.

(f)Use abbreviations (e.g. =forexample). You need to make up yourown
abbreviations foryour subject area. Butdo notabbreviate too much, oryou may
findyour notes hard to understandin the future!




6 Practice A

Hl Comelete the notes for ‘Does the state have a role in promoting public
health?" using the key points underiined in (4) above.

Source: (Herapath, T. (2010) Journal of Transatliantic Contexts 14, 319)

Have Americans stopped getting fatter?

(1) 2/3 Hrmericans avercweaighet, &a laaly graedh in abasity Seems Yo frve

S oppad

(2) Mczy redecce fedicire Aaa/PhAcare costs ¢ a.“)’c\ﬁl'?’y add=s 4o jfer Card To medical
exPenies - Firkelstain at al., 2007

3)

4)

(5)
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Paraphrasingand Summarising

Paraphrasing
1. Theelements of effective paraphrasing

2. Techniquesforparaphrasing

Summarising
1. What makes a good summary?

2. Stages of summarising




Paraphrasing means changing the wording of a text so that it is
significantly different from the original source, without changing
the meaning. Effective paraphrasing 1s a key academic skill
needed to avoid the risk of plagiarism: it demonstrates your

understanding of a source. This unit focuses on techniques for

paraphrasing as part of the note-making and summarising
process.

Thedifferencebetween paraphrasingand summarising

» Paraphrasingand summarisingare normallyused togetherin essay writingbutwhile
summarisingaims to reduce informatiorto a suitablelength paraphrasingattemptsto
restatetherelevantinformationForexample, thefollowingsentence:

Therehas been much debate aboutthe reasonsforthe industriatevolutiothappeningin
eighteenthcenturyBritainyatherthanin France or Germany.

could be paraphrased

Whytheindustrialevolutiomccurred in Britainin the eighteenthcentury,insteadof on the
continenthas been the subjectof considerablediscussion.

Summarising: reduce infomationto a sutable length
- Paraphrasing: restatetherelevantinformaii~n




Theelementsof effectiveparaphrasng

e has a differeh strudure to the origind
¢ has mainly differenwocabulary
¢ retainsthesame meaning

e keeps some phrasesfromtheoriginalthatare in
common usee.g. ‘industrialevolutionbr‘eighteenth

century’

Techniques forparaphrashg

(a) Changing vocab ulary by using synonyms:
argues >claims/eighteenthcentury >1700swvages >labourcosts/economise >saving
NB. Do not attempt to paraphrase every word, sincesome have no

truesynonym,e.g. demand, economy, energy

(b) Changing word class:
explanation(n.)>explain(v.)/ mechanical (adj.)>mechanise

(v.)/ profitable(adj. )>profitabilityn.)

(c) Changing word order:
...the bestexplanationforthe Britisthocation of the industrial

revolutionisfound by studyingdemand factors.
>A focus on demand may help explainthe UK originof the industriatevolution.




“Anvone who stops learming
is old, whether at 20 Oor So.
Anvone who keeps learming
slayvs voung.™”

— Hderary Ford

il ywoobe Flay

‘ ./\; u-z ‘:'.“ we

After the second world war the car makers’ focus was
on the style of their products, to encourage more
frequent model changes

the focus of the car makers was on the style ofus:

After the second war world their focus was onthe'€éar

style




From the 1970s the industry was criticised for the
Inefficient performance of most of its vehicles, which
wasted petrol.

From the 1970s and because of wasting pet (OoSt
vehicles were considered inefficient and th3tusSiyetie
Industry was criticised

Summarising

Making oral summaries is a common activity, for example when
describing a film or a book. In academic writing it is a vital skill,
allowing the writer to condense lengthy sources into a concise
form. Like most skills it becomes easier with practice, and this
unit explains the basic steps needed to achieve an accurate
summary.




Whatisa summary?

» A summaryis a short,clear description thatgives the main facts or ideas about
something

Whatmakes a good summary?

1- read and understand the text beforehand-pre-summary stage
Use your own words.
Keep itshort.
Write objectively

. Keep the meaning

2
3
4
5. Documentthe publishinginformationforlater reference
6
7

. Proofread your summary ----post summary stage

Stagesof summarising

» Summaisingisa flexibletool.

» You can useitto give a one-sentencesynopsi®f an article,or to providemuch more
detail,depending on yourwritingneeds.

» Butineverycase the samebasic stepsneed to be followed in ordérto meet the
criteriadiscussed inthe previousslide.




B Study the stages of summary writing below, which have been mixed
up. Put them in the correct order.

{a) Write the summary from your notes, re-organising the
structure if needed.

(b) Make notes of the key points, paraphrasing where possible.

{¢) Read the original text carefully and check any new or difficult
vocahulary.

(d) Mark the key points by underlining or highlighting.

(e} Check the summary to ensure it is accurate and nothing
important has been changed or |ost.
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References and quotations

1. Why use references?

2. Citations and references
Reference verbs and systems
Using quotations

Organising the list of references

Academic writing depends on the rescarch and ideas of others,
so it is vital to show which sources you have used in your work,
in an acceptable manner. This unit explains:

the format of in-text citation
the main reference systems
the use of quotations

the lavout of lists of references




TYPES OF CITING

1. Citing inside the body (in-fexi citation) of the paper- how to
document the quotations

» (Smith, 2009: 88) “,....." you are copying directly
» Smith (2009:88-90) you are paraphrasing
» Smith (2009) you are summerising

2. Citing ovulside the body (out-text citation) of the
paper(Referencing) - list of references

» Smith, G. (2009). Grammar and ifs Theories. London: Routledge

Why use references?

» There are three principal reasons for providing references and citations:

(a) To show that you have read some of the authorities on the subject, which

will give added weight to your writing.

(b) To allow the reader to find the source, if he/ she wishes to examine the

topic in more detall.

(c) To avoid plagiarism.




When shall we need to use/ not use reference?

A- Reference must be used Whenever you use an idea fromsomeone else's work for
example from a joumal arficle, fexibook or websile, you should ciie the criginal author o
make it clear where thal idea came from. This is the case regardless of whether you have
paraphrased, summarised or direclly gquoled fheir work. This is a key part of good pracfice in

academic wriing.
B- There are cerinin things thal do not need documeniafion or credit, including:

Wriing your own lived experiences, your own observalions and insighls, your own

thoughts, and your own conclusions aboul a subjecl

2 When you are wrling up your own resulls oblained through lab or field experiments.

B Decide if you need to give a reference in the following cases.

(a) Data you found from your own primary research

(b) A graph from an internet article

(¢) A quotation from a book

(d) An item of common knowledge

() A theory from a journal article

(f) An idea of your own based on reading several sources




Quotations and Citations

Giving citations

Aquotation | Author's name, date of publication, pageno. | (Smith, 2009; 37)

Asummary | Author's name, date of publication Smith (2009)

» According to Jefiries (2012: 55)textual analysis “ is at
the core focus of critical stylistics”

» Jeffries (2012: 55) citation
» " is at the core focus of crifical stylistics..."----

» The three meta-functions of Halliday (2004)---
summary citation




Citations and references

It is important to refer cormrectly fo the work of other writers that you have used.
You may present these sources as either a summary/ paraphrase or as a quotation.

In each case a citafion is included fo provide a link to the list of references at the
end of your paper:

Smith (2009) argues that the popularity of the Sporis Ulility Vehicle (SUV) is imational,
as despite their high cost most are never driven off-road. In his view ‘they are bad
for road safely, the environment and road congestion’ (Smith, 2009: 37).

NRoforoncoes

Srvrith, N (Z2Q0O9) Peorwvwerr sericd threr Stmter, Basinigmutarke
Falgrave NMachNMillan

Now, Underline the citalions in the example above . Which is a summary and which
a quotation? What are the advantages of each?

Smith (20092 argues that the popularity of the Sports Utility Vehicle
(SUV) is irrational, as despite their high cost most are never driven off
road. In his view they are bad for road safety, the environment and

road congestion (Smith, 2009; 37)

» Citation - (2009), (Smith, 2009: 37)

» Quotation

Direct (quotation) ‘they are bad for road safety, the environment
and road congestion’

Indirect (summary)




» Types of Quotations

» Direct ' (quotation)

» Indirect argues (paraphrase)
» summary

Types of citations

» Citation for a (direct) quotation(Smith, 2009: 33)
» Cilalion of indirect quotafion (paraphrase, sSummary)
Smith (2009)

Citafion for a (direct) quotafion (Smith, 2009: 33)

Intext citation-----
> Cliation of indirect quotafion (paraphrase, summary)




Reference verbs

» Summaries and quotations are usually infroduced by a reference verb:
Smith (2009) argues that ...
Janovic (1972) claimed that. . .
These verbs can be either in the present or the past tense.

Normally the use of the present tense suggests that the source is recent
and still valid, while the past indicates that the source is older and may be
out-of-date, but there are no hard-and-fast distinctions. In some
disciplines an old source may sfill have validity.

Quirk et. al (1985), suggest that there are seven clause fypes in English
grammar

Suggesi(sz), explains, shows, demonsirale{s) presenis, debates, clarifies

» See Unit 3.14 Verbs of reference

Reference systems

» There are various systems of referencing in use In the academic world, These are:

(1) The Harvard system, generally used for English Language and Business, illusiraled in (2)
above.

(ii) The Vancouver system, widely used in Medicine and Science. Numbers in brackets are
inserfed afler the cllafion and these link fo a numbered list of references:

(iii) The fooinote system (also known as endnofes), commonly used in the Humanifies, in
which sources are listed al the boflom of the page and again af the end of the paper. The
numbers in superscript run conseculively throughout the paper.

Note: With any sysfem, the most imporant point is to be consistent.




Reference systems

» There are various systems of referencing in use In the academic world.
» With any system, the most important point is to be consistent.

(a) The Harvard sysiem, generally used for English Language and Business, illusirated
in (2) above.,

(2) The Vancouver system, widely used in Medicine and Science. Numbers in
brackefs are inseried afler the cliafion and these link fo a numbered list of references:
Jasanoff (5) makes the point that the risk of cross -infecfion is growing.

(iii) The footnote system (also known as endnotes), commonly used in the
Humanifies, in which sources are listed at the botlom of the page ond again ot the
end of the paper. The numbers in superscript run consecutively throughout the paper:

- The effecis of the French Revolution were felf throughout Ewope.3 64 Pari 1 The
wrifing process

Examples

A- Harvard System

A quotation Author’s name, date of publication, page no {Smith, 2009: 27)

|

A summary Authot’s name, date of publication Smuth (2009)

B- Vancouver Systern

Jaosmanrrentl (5) svvaabkorss thaer gacrinrt thremt thiar rismk Of Crosmsn-infamrcticary in
Arcowwing

(5) Jasanorftf, N Fwrbherrcowlosis: A Swunlr-Soalrarsan
FPoersprerctiver. Naw WYork: Schhafftars (2007%)

C- Endnotle System

The effects of the French Revolution were felt throughout
Europe.”®

3 Karl Wildavsky, The End of an Era: Spain 1785-718175
(Dublin: University Press, 2006), p. 69




NB. Referencing is a complex subject and students should use
an online reference guide for detailed information. Their
university library may provide one.

For a full guide to the use of the Harvard system see:
www.home.ched.coventry.ac.uk/caw/harvard/

For the Vancouver system see:
www.imperial.ac.uk/Library/pdf/Vancouver_referencing.pdf

For the footnotes system see:
www.resources.glos.ac.uk/shareddata/dms/9F4295CDBCD42
A0399BA0A2A6E688835.pdf

Using quotations

» Using a quotation means bringing the original words of a writer into your

work.
» Quotations are effective in some situations, but must not beoverused.
» They can be valuable:
* when the original words express an idea in a distinctive way
« when the original is more concise than your summary could be

» when the original version is wellknown




All quotations should be infroduced by a phrase that shows the source, and
also explains how this quotation fits into your argument:

Introductory
phrase

This view is
widely shared;

Author

as
Friedman

Reference
verb

stated:

Quotation Citation

‘Inflation is the one {1974: 93).

form of taxation that
can be imposed without |
legislation’

» English grammar shows that there are basic seven
clause types. This suggestion has been suppoied by
Quirk et. el (1985)presenting full details of these
seven clause types as explained below:




How to use Quotations

(a) Short quotalions (copying with" ©) (2-3 lines) are shown by single quofation marks.
Quofidfions inside quofafions (nested quolalions) use double:

- As James remarked: Marlin’s concept of internal space” requires close analysis

(2) Longer quolafions are either indented (given a wider margin) or are printed in smaller
iype. In this case quolalions marks are nof needed.

(lil) Page numbers should be given after the date. (2012: 89)

(d) Care must be loken lo enswe thal quofalions are the exact words of the original. If it is
necessary fo some words thal are imelevant, use points . . . o show where the missing
secfion was:

- 'Few Invenfions  have been as significant as the mobile phone.'

(e) It may be necessary fo insert a word or phrase info the quotation fo clarify a point. This
can be done by using square brackes [ |:

- modern ideas [of freedom] differ radically from those of the ancient world. .

Abbreviations in citations

» There are a number of abbreviations that should be mastered for students frying fo
reference intexts sources. This includes:

1. et al.: normally used when there are three or more authors. The full

list of names is given in the reference lisk:

Many Americans fail to vote (Hobolf et al., 2006: 137).

2. ibid.: faken from the same source (l.e. the same page) as the previous citation:
Older Americans are more likely to vofe than the young
(ibid.) . ..

J. op. cit.: taken from the same source as previously, but a different page.

» Note: All the above abbreviations are derived from Latin and printed in
Italics




Organising the list of references

»

Al the end of an essay or reporl there mus! be a list of all the sources cilted in the
writing.

In the Harvard system, illustrated here, the list is organised alphabetically by the
family name of the author. You shouid be clear about the difference between first
names and family names.

On title pages the normal format of first name then family name Is used:
Sheila Burford, Juan Gonzalez
But in citations only the family name is used:
Burford {2001), Gonzalez (1997)
In reference lists use the family name and the inifial(s):
Burford, 8., Gonzalez, J.

If you are not sure which name is the family name, ask a classmate from that
cultural background.

References.

For fuller discussion fo the points of this lecture consult your book:
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Combining Sources

1. Mentioning sources
2. Taking a critical approach
3. Combining three sources




For most assignments students are expected to read a variety of
sources, often reflecting conflicting views on a topic. In some
cases the contrast between the various views may be the focus
of the task. This unit explains how a writer can present and

organise a range of contrasting sources.

Mentioning Sources

» Inthe early stages of an essay, it is common o mention the confributions of other
writers fo the subject, fo show that you are familiar with their work.




Taking a critical approach
» In this practice, there will be one topic and two different views about
it.
» You have to understand the two views and have your own opinion
about it

» This helps you choose the best view that support your own topic.

» See pracfice onp 73- 75

Combining three sources

» Reading about one topic with different views can enrich your own work
and gives an idea that you have read the most relevant kind of things
about your own fopic showing an awareness that you are aware of the
differences.

» Practice on p. 76
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Combining Sources

1. Mentioning sources
2. Taking a critical approach
3. Combining three sources

For most assignments students are expected to read a variety of
sources, often reflecting conflicting views on a topic. In some

cases the contrast between the various views may be the focus

of the task. This unit explains how a writer can present and
organise a range of contrasting sources.




Taking a critical approach

» In this practice, there will be one topic and two different views about
it.

» You have to understand the two views and have your own opinion
about it

» This helps you choose the best view that support your own topic.

» See pracfice onp 73- 75

Mentioning Sources

» In the early stages of an essay, it is common o mention the confributions of other
writers fo the subject, fo show that you are familiar with their work.




Combining three sources

Reading about one topic with different views can enrich your own work
and gives an idea that you have read the most relevant kind of things
about your own fopic showing an awareness that you are aware of the

differences.

» Practice on p. 76
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Organising paragraphs

1. Paragraph structure
2. Development of ideas
3. Linking paragraphs together




Paragraphs are the basic building blocks of academic writing.
Well-structured paragraphs help the reader understand the topic
more easily by dividing up the argument into convenient
sections. This unit looks at:

¢ the components of paragraphs
¢ the way the components are linked together
o the linkage between paragraphs in the overall text

Paragraph structure

» Discuss the following questions.

» What is a paragraph?

[a] A paragraphis a group of sentencasthatl daal witha single topk
* What is the normal length of a paragraph?

(b) The length of paregraphsvaries significantly accerding foiext type but should berno

&8ss Hhan four of ive sentances

* Is there a standard structure for paragraphs?

[c) Normally (bul not always| Thatis! sanlencs intraduces the lopicOther sentences rmay
gve definitions, examples, information, reasors, resiatements and surmmaries.

* How is a paragraph linked together?

(d] The parts of the paragraph are linked 1ogether e phrases and conjunctlonshowr
in bold in the 1able on p. [78). They guide the reader through the arguments presented.




» Coordinate conjunction = compound sentence
» And, or, but, yet
Hussein went to the market and he bought some pencils

| like football but my brother likes basketball

» Subordinate conjunction= complex sentence
» In spite of, in order to, so that, although efc...

» | was late for work because of the fraffic jam

Practice A
Read the following paragraph from the same essay and answer the quesiions on slide 6.

Despite this, many countries encourage the growth of home ownership.

Ireland and Spain, for example, allow mortgage payers to offset
payments against income tax. It is widely believed that owning your own home
has social as well as economic benefits. Compared to renters, homeowners are

thought to be more stable members of the community who contribute more to
local affairs. In addition, neighbourhoods of owner occupiers are considered to
have less crime and better schools. But above all, ownership encourages saving

and allows families to build wealth.




Development of Ideas
(a) The senlences below form the third paragraph of the same essay, bul they have been
mixed up. Use the fable on slide (7)o pul them in the comect order,
(b) Underline the phrase used fo link the paragraph fo the previous one.
(c) Underline the words and phrases used fo link the paragraph together.

(i) These had been developed to allow higher-risk poorer families to buy their own homes, but
contributed to a property price bubble,

(if) Many economists now argue that there is a maximum level of home ownership that should
not be exceeded.

(iii) All these claims were challenged by the economic crash of 2008, which was in large part
caused by defaults on American subprime mortgages.

{iv) Even households that had positive equity still felt poorer and reduced their spending.

(v) Others were trapped in their houses by negative equity, in other words their houses were
worth less than they had paid for them,

(vi) When this burst, millions of people lost their homes, which for many had contained their
savings.

Topic sentence Al these clams were -‘/}ci//en:?ec/ ‘:'y /e

econorc crash of 2008, which was in

’ -~ »
/uf?e part caused &y defawelts on Hamrican

= zch-;ﬂr:'me el gaqges .

Definition

Result 1

Result 2

Result 3

Conclusion




Linking paragraphs together

» Tolink paragraphs, each new paragraph begins with a phrase that links
1 10 The previous one.,
To Iink paragraphs together use the following
1. In order fo keep confinuily of argument use the following:
{i.e. the lack of a conclusive (frk} fi.e. argunentsin favowr
nershig)
2 In order fo begin a new lopic you may use:
funing fo the issve of
Rates of infection must alse be examined . .
is anot her areg for considerolion
3. Paragraphs can also be inkoduced with adverbs:
fraditionaly, few exompies were . . .

-Finaly, the performance of . ..

Practice B

(o) Use the notes below and the table on p. 82 o complete o paragraph of an essay
'Hiah rates of home ownership are bad for the economy USS

« || & claimed thal increases in rate of home ownership leoad o unemployment

* Home ownership cppearns o make people more relociont to move to find work

8.0, 3pain (hgh ownership + high ungmploymen!) vs, Swilzerdand (low ownership + low
unarmployment)
« Olher lactos have been propoasad. e.g. iquidity of housing markels (haow easy 1o sell
houses|

* Theory stil controversiol




1 Tﬂl]il: I Ans leen --:l‘l]-r-"-r.'ﬂ" Flng pides o Phe rife of Aowme ch'a.-':r-"-"-'-'rl::’

Ean it racse Fhe rdfe o .rfm.rl-‘.l.w'.-:i_,-'.rr-.u-m"

2 Reason

3 Example

4 Argument

& Conclusion
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Infroductions and conclusions

. Introduction contents
Introduction structure
Opening sentences

4. Conclusions

Re-writing and proof-reading
Re-writing

2. Proof-reading

3. Conlusing pairs




What is an infroduction?

\

An effective introduction explains the purpose and scope of the
paper to the reader. The conausion should provide a clear
answer to any question asked in the title, as well as sunmﬁrrising

the main points. In coursework both introductions and

conclusions are normally written after the main body.

» An intfroduction is a brief summary of what is going
to be discussed in a particular piece of academic

work.




Infroduction structure
» Notevery infroduction will include all the elements lisled above.

» Which are essenfial and which are oplional?

» There is no slandard pallern for an inkoduclion, since much depends on the lype of research you are
conducfing and the length of your work, but o commen ramework is

Definition of key terms, if neaded.

Relevant background information.

Review of work by other writers on the topic.
Purpose or aim of the paper.

Your methods and the results you found.

Any limitations you imposed.

The organisation of your work.

$

fotallength of the

M (a) What is normally found in an essay introduction? Choose from the
list below.

(1) A definition of any unfamiliar terms in the titloe.

(ii} Your opinions on the subject of the essay.
() Mention of some sources you have read on the topic

(iv) A provocative idea or question to interest the reader

(vl Your aim or purpose in writing,

(vil The method you adopt 1o answer the gquestion {or an outline).

(vii} Soms brief background to the topic

(viii) Any limitations you set yourself




Important tips for writing an infroduction:
- Study the exiracls below from the infroduction lo an essay filled:
‘Evaluale the experience of e-learming for shudents in higher education.’
(a) Ceriain words or phrases in the §le may need clarifying because they are not widely undersiood:

“There are a range of definifions of this ferm, bul in this paper ‘e <leaming’ refers fo any lype of
leamning situation where content is delivered via the internet.

(B) Wis usetul to remind the reader of he wider context of your work. This may also show the value of
the study you have carrled out:

Learning is one of the most vilal components of the confemperary knowledge -bosed economy. With
the development of compuling power and technology the Intermet has become an essenfial medium
for knowledge frander.

(c) While a longer arficle may have o separaie lileralure review, in a shorler essay it is sill important
to show familiarity with researchers who have siudied this lopic previousgy, This may also reveal a gap
in research that justifies your work:

Various researchers (Webb and Kirslin, 2003; Honig et al., 2006) have evalualed e -leaming in a
healthcare and business confexi, but litfe affenfion so far has been paid to the reaciions of students
in higher educalion fo this method of feaching.

(d) The aim of your research must be clearly staled so the reader knows what you are kying fo do:

The purpose of this siudy was lo examine siudents' experience of e -learning in a higher educafion
confext,

{e) The method demonskales the process that you underiook lo achieve the aim given belore:

A range ol studies was firs reviewed, and then a survey of 200 siudents rom a variety of disciplines
was conducted lo asess their experience of e leaming.

(f) You cannot deal with every aspect of this foplc in an essay, so you must make clear the
boundaries of your study:

Clearly a study of this lype is inevilably resiricled by various consiraints, notably the size of the
student sample, and this waslimited fo studenis of Pharmacy and Agriculture,

(g) Underdanding the skuciure of your work will help fhe reader lo follow your argument:

The paper is shuclured as follows The first seclion presents an analysis of the relevant research,
focusing on the cumrent limited knowledge regarding the siudent experience. The second part. ..




Opening sentences

» Hcan be difficull fo start wriling an essay, but especially in exams, hesifalion will wasie
valuable ime. The first few senfences should begeneral but not vague, 1o help the reader
focus on the lopic. They offen have the following paltermn:

Time phrase Topic Developmeant

Currently, the control of has emaearged as potential cause of international
waler resources friction

Since 2008 alaciric vehicles have becomea a sarious cammercial proposition

» His imporiant fo avoid opening senfences that are over-general, Compare:
1- Nowadays there ks a lol of compefifion among differenproviders of news.

2- Newspapers are currenlly facing srong compefifion from rival news providers such as the
infernet and felevision.

Exercise
» Wirite infroductory senlences for three of the lollowing filles.

(a) How imporiant is i for companies fo have women as senior managers?
In recent year, there have been sfeady crificism of the lack of women as senior mangers

, there is o feminine effect in the senlormangment
(b) Are there any fechnological solufions fo global warming?

== , @ number of lechnologists have suggested varlous solufions fo the growing issue of
global warming

(c) What can be done fo reduce infani morialily in developing counkies?

(d) Compare the urbanisafion process in iwo conkasfing counties.




Conclusions

¢ Conclusions fend o beshoder and more diversethan infroduchons. Some arficles may have
a ‘semmary’ or 'concluding remarks’. Bul sludent papers should genenally hove a final
section thal summarises he arguments and makes it clear o the reader that the original
quesfion has been answered

B Which of the following are generally accerfable in conclusions?
la) A statement showing how your aim has baeen achiewved.
ik} A discussion of the implications of your roesaarch.

(o) Some new infTormation an the opic Nol meantionsd belfore.
{d? A short review of the main points of your study.

(el Soma suggeaestions for further research.

iTy The limitation:s of your study.

gl Comparisaon with the results of similar studies.

th) A quotation that appears 1o suMm UR your work

Re-writing and proof-reading

In exams vou have no time for re-writing, but for coursework

assignments it is important to take nme to revise your work to
improve its clarity and logical development. In both situations
proot-reading is essential to avoid the small errors that may make
parts of your work inaccurate or even incomprehensible.




Re-wrifing

» Although it is tempfing to think that the first draft of an essay is adequate , it is
almost cerfain thatl it can be improved. After completing your first draft you should
leave il for a day and then re -read i, asking the following queslions:

(a) Does this fully answer the question(s) in the fitle?
(b) Do the different sections of the paper have the right weight, i.e. is it well balanced?
(c) Does the argument or discussion develop clearly and logically?

{d) Have | forgoften any imporiant poinis thal would suppor the developmenlt?

Proof-reading

(«) Proof-reading means checking your work forsmall errors that may make it more difficuit
for the reader fo understand exacily what you want fo say. i a senlence has only one
error: She has no enough inferpersonal skills o handle different relafionships . . .

Demolition ofsevral uk banks like northren Rock and
may others. ..

Analyse

Clearly, you should aim o make your meaning as clear as possibleNote that computer
spelichecks do not always help you, since they may ignore a word that [s spelt comrectly but
that is not the word you meant fo use:

Tow faciors need o be considered . . .




Common errors sfudents commit:
Examples of the most common types of emor in student wrifing are
shown below. In each case underline the emor and comect it
(i) Factual: conupfion is a problem Inmany counfries such as Africa
(ii) Word ending: she wasyoung and innocence= innocent
(iii) Punciuafion: However some strains of malaria are resistant. . .
(iv) Tense: Since 2005 therewere three major earthquakes in the region
(v) Vocabulary: . . . vilal Io the succestuiness of a company operaling In China
(vi) Spelling: pervious experience can somefimes give researchers . . .
{vii) Singular/plurak one of the largest compary (ies)in Asia
{viii) Style: . . . finally, the essay will conclude with a conclusion
(ix) Missing word: an idea eskablished by David Ricordo irthe 19 nineleenth century
(x) Word order: a rule of markefing which skates thalconsumers when go out shopping . . .

itis not difficulf fo understand, but if there are muliiple emors, even though they are all quite
minor, the cumulalive effect Is very confusing:

Confusing pairs

» When proof-reading it is imporiant io check for misiakes with some confusing pairs of words,
which have similar but distinct spellings and meanings:

The drought offected the wheat harves! in Austalic.
An immediate effec! of he price rise was o fall in demand,

‘Affect and 'effect are iwo different words. ‘Alfect Is a verb, while ‘effect is commonly used

Qs a noun,




Important confusing words (Ex
F -~

covopt iverbs)/ exveopt (prop)

It 1w difficult to scecept thhair findings.

The oot s finished exceopt Tor the canclusion
oomiplirvent (noun/ verh )/ caomiplement (veris)

Hor colloagues complimented hoar on her proseontation.,

Hie lntost book complements his provious rescarch on African politicws.
woeconomic led})/ sconomical (adj)

SBharing & car 1o waoark was an sconomiianl move

1It°s wiicinly sgreed thhat carbon smidssiaons are rising

The cars advanced design was its /mmost distinoer Teature.
lose (verb»)/ loose Led))

No gonerael over plane 1o lose o bLattio.

HMae astreassad the loose connmnection batwean religion and paychology.
principal (ad)l/ noun)/ princigis (noun)

All oCcOoNomMmiists recognise the prinviple of supply and domvmanadg
Zurich im the principal city of Swwitcarinncd
rinme (vert Ppant tonno roael)/ raise (voerh Pant tonao ralned)
The population of Sydnoey rase Hiy 36246 in 1the contury,
Thoe university raised its Toos hy 10% loat yoeor

aite (nvaund/ sighve tovaosan)

The site of thie Battiao o now aaovarod by an alvrparnre,
Hin siuht Lhogan 10 weoakan when he waons in his aiahtios
tend o (verb)/ svond (noun)
Young ohilicdren tend 1O eanjoy making o nolise
In o many countrion thiers s s trend towarcds asmaller familios
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