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Introduction







Much of your learning will be required through carrying out your own enquiries and investigations, often in connection with Assignments agreed or given by your lecturers. These investigations can involve a wide range of tasks and activities, drawing on several sources of information. For example you may:
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Do research in the Learning Resource Centre

· Visit work places and talk to people who are involved in the business environment

· Learn from visits by local employers and other specialists

· Carry out surveys

· Study company brochures

Overall, you will be actively investigating the real world of work and presenting your findings in various ways, including giving talks and presentations.

All these activities will develop skills which are essential to the world of work and higher education.

This booklet has been gathered from several sources, to help you develop your assignment writing skills.
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Chapter 1
Words Used As Signposts



The following clusters of words and phrases are ‘connectors’: words that can be used to knit together the ideas and details in apiece of writing. To a careful reader such words are comprehensive clues, signposting the writer’s direction. Used sparingly and accurately, they can also aid the fluency of your own writing, particularly when you are handling information and argument.
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From: English Plus

T. McSweeney, M Elam

Chapter 2
Useful Sentence Starters
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The following list will provide you with some alternative ways of starting sentences. The list is divided into two halves, those starters which reinforce or add to what has been written in the previous sentence, and those starters which introduce a contrasting or modifying statement:

· Reinforcers

Moreover,

Furthermore,                                                           

Indeed,

This being the case,

In addition,

If further evidence were needed…

Certainly.

· Contrasters

However,

On the other hand,

Even so,

Notwithstanding,

Nevertheless,

Yet,

Granted that…nevertheless.

· Moving on to the next stage

Having …

After having …

Once the … has been …

Next,

Turning to …

Now …

· Useful pairs in sentence constructions

Not only … but also …

Both … and …

Either … or …

Neither … nor …

The more … the more…

· Starting the sentence with a subordinate/dependent clause. Remember that to create suspense and to keep the reader waiting for the information in the main clause, it is often useful to start the sentence with the subordinating conjunction.

Chapter 3
Expressions which can be used instead of ‘I’
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Often when new to assignment writing, many students are too informal and subjective. This is a cheat’s guide to what you can do instead.

According to James Goldberg…

This essay/report will attempt to examine…

It can be said that…

The main focus of this essay/report is…

Generally speaking it seems that…

On closer examinations this area concerns…

In years gone by it was felt that…

The author states that…

It appears that in today’s society…

The question of whether or not…

This essay/report aims to…

It seems to be…

In the case of…

How can this question…

Initially let’s examine…

The reason for…

In contrast to…

Looking at the…

What exactly is meant by…

In comparing and contrasting…

To explore this area fully…

The advantages/disadvantages of…

When approaching this topic…

The principal issue is…

The evidence for…

Lord Jones claims that…

The first point to be considered is…

With reference to…

Let’s identify the main areas which are to be covered…

Some of the main issues to be looked at are…

To begin this essay/report we need to…

From the point of view of…

There are many different ways of examining this issue…

To analyse what is meant by…

Bearing in mind that…

The novel/book takes the view that…

In addition to what…

Many people feel that…

To demonstrate what is meant by…

Although most of society believes…

The reasons for…

The key arguments on…

In trying to recognise…

To suggest that…

Now try to devise some of your own terms.

Chapter 4
A Guide Towards Words Often Used In Assessment

You must always go by the total meaning of the title or question. Read the question carefully and do not jump to conclusions. This is only a guide.

Account

Give an account of means describe





account for means give the reasons for

Apply (to)
Put something to use, show how something can be used in a particular situation.

Comment (on)
Give your views on something, say what you think about something. Often used with a quotation or statement.

Compare (with)
Say in what ways two (or more) things are like each other. Sometimes includes the idea of contrast (see below).

Consider
Describe and give your thoughts on.

Contrast (with)
Say in what ways two (or more) things are different from each other.

Describe
Say what something is like, how it works, and so on.

Devise
Think up, work out a plan, solution to a problem, etc. Often used for some practical problem that has to be overcome.

Discuss
Give your thoughts on something, say what you think about a particular thing. Sometimes discuss can mean little more than ‘state what you know about…’, but usually it also involves giving your own ideas, or giving evidence that you have thought about a topic and not just memorised certain facts. N.B. It is wrong to say discuss about.

Evaluate
Decide the worth of something; judge; decide how good; bad; worthwhile; relevant; important, etc. something is. Sometimes relates to comparing certain things and deciding which is best.

Explain
a) Explain why: give the reason for, cause of something. Often another way of saying why…?


b) Explain how: decide (a process) clearly.

Identify
Put a name to, list something.

Indicate
Point out; does not usually involve giving very much detail.

List
Make a list of a number of things. Usually involves simply remembering or finding out a number of things and putting them down one after the other; but it is often better if you make your list according to some kind of system.

Plan 
Think out how something is to be done, made, organised, etc. You usually have to show that you can think your way into a problem, for see difficulties and think of practical situations.

Report (on)
Describe what one has seen or done. Usually refers to something which one has experienced directly (personally). Also give/make a report on.

Review
Write a report on something. Sometimes it involves both stating what the facts are and also saying what your own opinions are.

Specify
Give the details of something. Usually involves being specific, i.e. precise, accurate.

State
Say clearly.

Work out
Find a solution to a problem, etc.

Taken from “Study Skills in English” by Michael J Wallace

Cambridge University Press

ISBN 0 521 22110 2

Other familiar key verbs are:

Compare
Look for similarities and differences between; perhaps conclude which item is preferable.

Analyse
Break up into parts, investigate.

Discuss
Investigate or examine by argument, weighing up points for and against.

Explain
Make plain; interpret, give reasons for.

Summarise
Give a concise account of the chief points, omitting details and examples.

Outline
Give the main features or general principles of a subject, emphasising structure and arrangement.

State
Present in a brief, clear form.

Trace
Follow the development from some point of origin.

Evaluate
Weigh up and judge the merits, giving evidence.

Explore
Examine thoroughly from a variety of viewpoints.

Chapter 5

Drafting A Piece of Work
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Is the idea of drafting a piece of work unfamiliar to you?

Yes/No

Do you regard drafting as a waste of time?



Yes/No

If you answered YES to either question, this unit should help you.

What is drafting?
Drafting takes place as you gather ideas and make outline plans for a piece of work. It is an indispensable part of the process of writing.

Why is drafting important?
Drafting is particularly valuable when you are doing:

· Projects and assignments (drafting work is a natural part of writing in business; often, early drafts are commented on by other members of staff).

· Reports (again, many reports go through a number of drafts).

· Course work (drafting work is specifically encouraged on many GCSE and other courses).

· Essays.

One key point soon becomes apparent:

Drafting a piece of work is part of the process of learning about and mastering the subject – the more you understand your material and the question you are handling, the better able you will be to address it.

People who claim that they do not need to draft work almost certainly carry out a kind of drafting process in their heads, but this requires a sound grasp of the subject and considerable expertise to be fully effective. Whenever possible, it is better to draft work on paper.

Developing a draft
Two points to bear in mind are:

· A draft is a working document which can be jotted down quickly – it is up to you whether you show it to other people.

· It is a good idea to leave space on the page for corrections, comments, notes etc.

The three paragraphs below are taken from a draft of a letter written to complain about a series of problems with a personal computer system that the writer ordered two months ago. Look at the draft paragraphs, and note down any corrections or suggestions which you think might be appropriate. Give attention to:

· Checking logic, sequence and structure with the needs of the reader in mind

· Reorganising of material to achieve a better balance.

· Identifying weaknesses of structure and expression.

· Noting points that are successful or worth further development.

We ordered the system from you two months ago but it was delivered three weeks later than agreed. When it was delivered, the package contained no user guide.

As a result of this our work has been seriously disrupted. In particular, one of our most important clients may be upset by delays which might have been caused by your own delays. As a possible result, some of our future work for the client may be in jeopardy.

As if this was not enough, when I managed to borrow a copy of the user guide I discovered that the printer was not working properly. The quality of output is much poorer than that of the samples that you had given me, as you will see from the pages I include with this letter.

Chapter 6
 
Assignment Know-how
1. Read the question carefully. What is required?

2. Brainstorm to get ideas.

3. Decide which aspects you wish to discuss in your essay.

Be specific.

For example, if you were writing on the future of cars and the environment you need to think of;

a) Ways in which cars pollute the environment.

b) Future improvements in car design and types of fuel.

c) Public transport to limit effects from private cars. 

d) The future without cars.

4. Gather material;

a) Newspaper articles, television coverage.

b) Use the library and make notes on any relevant parts from books. Always make a note of the authors, titles, publishers and date published for inclusion in your bibliography.

c) Jot down any other ideas which occur to you as you do your research.

5. Make a plan.

Introduction

a) Define the scope of your essay.

b) Identify the important issues.

c) Indicate any particular problems.

          Main body

a) Gather all aspects of one idea into one paragraph.

b) Arrange the ideas/paragraphs in a logical order.

c) There should be a natural progression from one idea to the next.

Conclusion

a) Bring together the main points of your argument. (summary)

b) State the results of your thinking and your conclusions on the issues you have discussed.

c) DO NOT INTRODUCE NEW IDEAS INTO THE CONCLUSION.

6. Use evidence to reinforce your argument.

7. Thorough preparation is necessary even though you may not use all the detail in your writing. You need to think round the subject so that you can form valid opinions.

8. Your first copy is a draft and will need editing! 

Chapter 7  Gathering Your Information – Organising Ideas
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There is no single way of gathering initial ideas. Here are three different methods:

1. You could brainstorm the subject. Jot down all the ideas that come to you on the subject in any order. You might come up with something like this:

                           Old (family, corners)

Health – 1980’s more






Prevention, better drugs

Shops
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                            New (supermarket)

Different ways of cooking

                            Schools stricter then
Law & order – bombs etc,
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                             Left school young

terrorists

2. Another way is to write a list:

· More marriage problems in the 1990’s

· Working wives

· Families split up – working away from home

· Less family care for the elderly

3. A third method is to use spray notes. The abbreviated title is recorded in the centre, with main points on the first stalks and examples branching out from them.

The purpose of the ‘getting started’ activity, whichever method you use, is to get down on paper the ideas and knowledge which you have with the minimum of delay.




New technology
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Chapter 8


Checklist
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Ask yourself these questions when you have written your essay in draft form. Then write your final draft, having improved on your original version. 

1. Does the essay answer the question or deal with the topic set?

2. Does it cover all main aspects and in sufficient depth?

3. Is the content accurate and relevant?

4. Is the material logically arranged?

5. Is each main point well supported by examples and argument?

6. Is the length of the essay right for its purpose?

7. Is it written plainly and simply, without clumsy or obscure phrasing? (A good test is to read it aloud).

8. Is the grammar, punctuation and spelling acceptable?

9. Is it neatly and legibly written?
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Chapter 9        References

What are references?

References are detailed descriptions of where you have obtained your information from when you complete assignments/tasks. 

Why do references?

References make your work look serious and professional. They are fiddly to do and a lot of students are nervous about them.  However, it's worth taking trouble over them - good references impress tutors and help you gain good grades.

More importantly, they acknowledge other peoples work, thoughts or ideas.

What is the Harvard referencing system?

There are two main systems for doing references - Harvard and MLA.  The most widely used system is Harvard.

Below are examples of using the Harvard system of referencing within a piece of work.  There are two different ways of doing it depending on whether you mention the author within the main text or not.

Example 1 (mentioning the author in text)

Following the disappointing performance in the Barcelona Olympics in 1992, Bell (1999) has noted how politicians, including Tony Blair, have shown greater interest, involvement and support in promoting sport in schools.

Example 2 

Following the disappointing performance in the Barcelona Olympics in 1992, many politicians (and even the Prime Minister) have shown greater interest, involvement and support in promoting sport in schools (Bell 1999).

However, there's a lot missing isn't there? We know the authors and the dates but not the most important thing - the title of the book. If somebody wanted to read further information from the source they still wouldn’t really know where to look.

So, how do you complete the reference?
Completing a Harvard Reference 

A reference is complete when it answers these six questions:

· When was it published? 

· Who wrote it or edited it? 

· What's it called? 

· Where was it published? 

· What kind of thing is it - a book, or an article, or what? 

· Who published it? 

As we've seen, the first part of a Harvard reference (Bell 1999) only gives the answers to two of these questions - who wrote it and when.
The rest of the information is given in a List of References at the end of the essay, assignment or task.
The full reference is completed in a specific order:

1. Author

2. Year of publication

3. Title of book

4. Place of publisher

5. Name of publisher

So, from our example of Bell1999, this is how we would write the full reference:

Bell, H.G. (1999), Sport in our Society, London, Longman

Note that book titles are in italics and underlined.   

Chapter 10
    Report Writing           
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CONFIDENTIAL
For:     A. Bailey, Production Director 


 
           Ref: pg

From:    P. Guy, Production Manager


   
           Date: 18 June 2004

REPORT ON THE EFFICIENCY OF THE PRODUCTION LINE AT PHIL’S ELECTRICALS
1.0 TERMS OF REFERENCE

On 4 May you asked me to investigate production line efficiency on the shop floor. I was asked to comment on the current systems used, the mood among the production team and any recent development that might help to improve performance.


2.0     PROCEDURE

In order to obtain the relevant information and opinions, I followed the following procedures:

2.1 Observations were made on various occasions on the factory floor.

2.2 Interviews were conducted with staff members on the production line.

2.3 Extensive discussions were conducted with production line supervisors.

2.4 Those senior managers with experience of the production function were interviewed.

2.5 New technologies were evaluated off-site.

2.6 Visits were conducted to RTK PLC and Middletons Ltd (Stockport).


3.0      FINDINGS
3.1 The mood of the staff on the production line is generally good. The managerial style used by the supervisors seems to suit the nature of the staff employed. However, …

3.2 Procedures implemented in the department work adequately but many of them have not been reviewed for some considerable time…

3.3 ……………………………

3.4 ……………………………


4.0      CONCLUSIONS
It is clear that the general management of the production function at the company is effective. However,…


5.0      RECOMMENDATIONS
As a result of my investigations, I recommend that the Board of Directors give active consideration of the following:

5.1 The introduction of JIT procedures would undoubtedly improve the efficiency of production …

5.2 A variety of new technologies have become available in recent years, and the following seem to be the best of those available…

BIBLIOGRAPHY

Moyles, P.C & Grew,P, 2001, Production Techniques. 2nd ed. London: Heinemann.

Turner, E, 2003. Management of Production, 7 (4), 17-25.

Guide to Production. Nottingham Trent University. Available from: http://www.ntu.ac.uk/library/
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Chapter 11       IS IT PLAGIARISM?

What is plagiarism?

At its simplest, it's a dishonest attempt to pass somebody else's work or somebody else's ideas off as your own. It's a kind of stealing. If you copy out material from a book, or an article, or from the Internet, or from another student's work, and you pretend that the material is yours, then you're plagiarising.

When doing assignments we use other people's work all the time.  In fact, for some tasks or activities, we're supposed to use other people's work.  

So, why do we use other people's work and what do we use it for? 

To get information. Published work has useful facts and ideas in it. 
To show that we have done the reading we're supposed to do. Very often, your assignment will have a list of reading or research which you have to do in order to write a particular task. 

To show off how much we've read. To put that in a more dignified way, to display academic ability and credentials. 

To set up an argument. We might use someone else's idea in order to disagree with it, or as a springboard for our own argument. 

The important skill is how can you use somebody else's work without plagiarising it?
IS IT PLAGIARISM?

You know about referencing from earlier.  You should know now how to reference and when to reference.

Below is a passage that will be used to answer the following questions.  It is from a history book,  Industry and Empire, written by Dr Anton Palmer and published in 1990.
In fact, after 1870 the food and the eating habits of the British people began to be transformed. They began, for instance, to eat fruit, previously a luxury. To begin with working-class fruit consumption took the form of jam; later also of the novel and imported banana, which supplemented or replaced apples as the only fresh fruit eaten by the urban poor. Even the characteristic landmark of the British scene, the fish-and-chip shop, first appears in this period. It spread outwards from its original home in, probably, Oldham, after 1870. (Palmer 1990).

Example 1

If you wrote the following in your assignment would it plagiarism?

Even the characteristic landmark of the British scene, the fish-and-chip shop, first appears in the period after 1870. Its original home was probably Oldham.

Answer (and why?)

Example 2

If you wrote the following in your assignment would it plagiarism?
There were many changes in the British diet in the period after 1870. Fruit became more common, especially in the form of fruit jam. Even the fish-and-chip shop dates from the same period (Palmer 1990) 

Answer (and why?)

Example 3

If you wrote the following in your assignment would it plagiarism?
There were many changes in the British diet after 1870. Palmer points out that the British people 'began, for instance, to eat fruit, previously a luxury', and goes on to describe other new developments as well. (Palmer 1990)

Answer (and why?)

Example 4

If you wrote the following in your assignment would it plagiarism?
In fact, after 1870 the food and the eating habits of the British people began to be transformed. They began, for instance, to eat fruit, previously a luxury. To begin with, working-class fruit consumption took the form of jam; later also of the novel and imported banana, which supplemented or replaced apples. (Palmer 1990) 

Answer (and why?)


Example 6

Which of these is NOT an example of plagiarism? 

· Reproducing someone else's work without quotation marks and/or attribution 

· Paraphrasing or summarizing another's work without attribution 

· Failing to cite a source for ideas or information not commonly known 

· Failing to cite a source for ideas or information that is widely known 

· Misquoting someone else's work 

· Using another student's work as your own 
How to Avoid Plagiarism
As the examples in ‘Is It Plagiarism?’ showed, you don't avoid plagiarism simply by putting in a reference here and there. This is a bit like thinking you can avoid a charge of libel by writing 'Jones is a crook' and then putting in 'allegedly'. 

Certainly, you need to put references in your work, but that's not enough on its own. You also need to show that you are using the material, not just trying to get Dr Palmer (or whoever else) to write your assignment for you. 

The best way to avoid plagiarism is to be aware of it when you are planning your assignment and collecting material for it.  When you come across something in a book or an article or on the Internet that you want to use, then either paraphrase it or quote it directly, but write down a note to say whether it's a quote or a paraphrase.
Addition


And


Also


Further(more)


In Addition


Too


Again


The following


And then


What is more


Moreover


As well as











Sequence


Initially


First(ly)


Then


So far


After(wards)


At Last


Finally


Once


Secondly, etc


Next, subsequently


Meanwhile


At length


In the end


Eventually














Emphasis


Above all


In particular


Notably


Specifically


Especially


Significantly


More important


Indeed


In fact








Cause & Effect


Consequently


Thus


So


Hence


As a result


Because/as


Therefore


Accordingly


Since


Until


Whenever


As long as











Summary


In brief/Short


On the whole


Throughout


In all/Overall


To sum up/In summary








Illustration


For example


For instance


Such as


As (evidence)


As revealed by


Thus


To show that


To take care of





Comparison


Equally


Similarly


Compared with


An equivalent


In the same way Likewise


As with








Contrast/Balance


But


However


Nevertheless


Alternatively


To turn to


Yet


Despite this


On the contrary


As for………..


The opposite


Still


Instead


On the other hand


Whereas


Otherwise


Although


Apart from





Announcing opinion/ interpretation


It would seem


One might consider/


suggest/ propose/


suppose/imagine/


deduce/infer/ to conclude








Restriction


Only (if)


Unless


Except (for)


Save for





Persuasion


(Assuming reader’s


agreement)


Of course


Naturally


Obviously


Clearly


Evidently


Surely


Certainly





Use this unit to help you to:


Describe what is meant by drafting work


Identify the advantages of drafting work


Develop  procedure for drafting work





Society 1900/1980’s


totally different?
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 The person who will 


 receive the report





The introduction. You should say what you are doing and why 





The steps you took to gather 


the information





This is the longest report section. It includes all of the information & opinions that you have gathered





This should refer back to your Terms of Reference. What is the answer to the task that you have been set?





What you think should happen as a result of your findings





List your sources of information. You should use the Harvard Referencing system 





Any attached documents referred to in the text should be included at the back of your report





Is it plagiarism?
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