

PARAPHRASING WORKBOOK.
Assessment 3 preparation

	This workbook helps you practise expressing ideas in your own words, while keeping the original meaning. You should also practice acknowledging where the information came from. Complete the activities independently and ask questions if you need to.
When you have completed the tasks, you will be provided with the answers and you will swap workbooks. Your peers will mark your work.




Read:
 Read the source carefully until you understand the main idea.
Hide:
 Look away from the source. Do not simply replace a few words while copying the same sentence structure.
Cite: 
Add an in-text citation because the idea came from someone else's work. Include the full source in your reference list.















Check:
 Compare your version with the source. Have you kept the meaning accurate? Is your wording genuinely your own?
Rephrase:
Explain the idea in your own words and sentence structure. Keep important technical terms where needed.






Remember



Activity 1: Understand the difference

 The following extract has been paraphrased. Look at the responses and decide on the following:
A = This is an effective paraphrase.
B = This is too close to the source, 
C = The meaning has changed or is inaccurate. 

The extract:
“Clear communication between care workers and service users can help build trust, support informed choices and reduce the risk of misunderstandings.”
Response 1
Clear communication can help care workers develop trust with people using services, help them make informed decisions and prevent confusion.
Answer: 
Response 2
Clear communication between care workers and service users can help build confidence, support informed choices and reduce misunderstandings.
Answer:
Response 3
Care workers should make every decision for service users because this prevents misunderstandings.
Answer: 
Activity 2: Analysing paraphrasing.
For each example, identify the best description from the following:
a) Copied wording
b) Meaning changed
c) Citation missing
d) Effective paraphrase with a citation. 

1: Original: “Person-centred care recognises each individual’s preferences, needs and values.” 
Student’s version: Person-centred care recognises each individual’s preferences, needs and values. (No citation is given.)

Answer:                                                     What feedback would you give?



2. Original: “People may feel more involved when they are given clear information about the options available to them.” 
Student’ version: Giving people understandable information about their choices may help them take a more active part in decisions (Patel, 2022).

Answer:                                                       What feedback would you give?



3. Original “Confidentiality means personal information should only be shared appropriately and with a lawful basis.” 
Student’s version: Confidentiality means staff must never share any information with anyone, under any circumstances (Green, 2021).
Answer:                                                                  What feedback would you give?




4. Original:  “Regular staff training can improve awareness of safeguarding responsibilities.” 
Student’s version: Staff training can help workers better understand their safeguarding duties (Jones, 2020).
Answer:                                                                What could be feedback would you give?


Activity 3: Guided paraphrasing
Read the short extract and then answer the questions before writing your paraphrase.

“In health and social care settings, active listening involves giving a person attention, allowing them time to speak and checking that their message has been understood. This can help people feel respected and reduce communication errors.”


1.) In one sentence, what is the main point of this passage?



2.) List three important details that your paraphrase should retain.


3.) Rewrite the passage in your own words. Keep the meaning accurate and use a different sentence structure. Add a citation which you find independently: 



4.) What would this citation look like in the reference list?


Activity 4: Paraphrase in a health and social care context
For each source, write a paraphrase in your own words. Keep key professional terms if they are necessary. Add the citation shown.

1.) “Person-centred care places the individual at the centre of planning and delivery, taking account of their preferences, strengths, needs and desired outcomes.”
Include the citation (Taylor and Lucas, 2023):



2.) “Safeguarding involves taking action to protect a person’s right to live safely, free from abuse and neglect, while supporting their wellbeing.”
Include the citation (Ellis, 2022):



3.) “Care staff should handle personal information carefully, share it only when there is an appropriate reason, and follow relevant law and workplace policies.”
Include the citation (Information Governance Guide, 2021):


Activity 5: Improve the paraphrase
Each attempt below has a problem. Rewrite it so that it is accurate, uses your own wording and includes the citation provided.

1.) Original: “Good record keeping helps staff share accurate information and maintain continuity of care.”
Weak attempt: Good record keeping helps staff share accurate information and maintain continuity of care.
Citation to use: (Taylor, 2021).



2.) Original: “People should be supported to participate in decisions about their care wherever possible.”
Weak attempt: Service users must always make every decision alone.
Citation to use: (Morgan, 2023).





3.) Original: “Working collaboratively can help professionals coordinate support around a person’s needs.”
Weak attempt: Working collaboratively can help professionals coordinate support around a person’s needs.
Citation to use: (Ali, 2022).


A citation is needed for paraphrased ideas as well as direct quotations.


Never invent a citation or reference. Use the source details you actually have and follow your course's required referencing style.


Changing only a few words is not enough. You need to change the wording and sentence structure while preserving the meaning.



