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Facts, dates, events or information 
expected to be known by someone in a 
particular field.  

• Did you know the information before 
the course? 

• Did the information come from your 
own brain? 

• Would you reasonably expect a 
member of the public to know it?
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1. The Earth revolves around the sun. 
2. Students who sleep more than 8 

hours perform better. 
3. World War II ended in 1945
4. Most adults need 2,000 calories per 
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5. Climate change is caused by rising 

levels of greenhouse gases. 
6. Depression is now the leading cause 

of disability worldwide. 
7. The Mona Lisa was painted by 

Leonardo da Vinci.
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• “Not all those who wander are lost” – J.R.R Tolkien 

• “The only thing we have to fear is fear itself” – Franklin D. Roosevelt

• “I have no special talent. I am only passionately curious.” – Albert Einstein

• “Be yourself; everyone else is already taken” – Oscar Wilde

• “It does not matter how slowly you go so long as you do not stop.” - Confucius
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Paraphrasing

• Read and re-read the original information, then try and 
re-write it in your own words from memory. 

• Simply replacing words with different words that have 
the same meaning doesn’t mean you have paraphrased 
well. 

• When amending the structure, argument and words, 
ensure that what you have written still accurately 
conveys the original source. 
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• Paraphrasing relies on you being able to recognise the 
important parts of a text to put into your own words. 
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Step by Step Paraphrasing

1. Decide what the key information is, for the purposes of 
your discussion. 

2. Change the order of the ideas or words. 

3. Change the word form / grammatical form if necessary.

4. Use synonyms if appropriate. 



Paraphrasing Example

Original Text: 

Universities also place the 
burden of understanding 
plagiarism and attribution 
conventions on students.

Paraphrase: 

According to ? the 
responsibility for learning 
how to reference correctly 
and avoid plagiarism tends to 
be passed from the university 
to the students. 
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• The statistics on construction workers 
with injuries and health issues 
demonstrate just how dangerous 
building sites can be. There are 
approximately 54,000 non-fatal injuries 
to workers each year in the UK, the 
majority of those involve slips, trips, 
falls, manual handling, and falls from a 
height. 



48

According to Minett (2020) building sites are dangerous places, within the UK alone, 
there are approximately 54,000 non-fatal injuries to workers each year. 

Slips, trips, falls, manual handling and falls from a height are responsible for most non-
fatal injuries to construction workers each year within the UK (Minett, 2020). 

Of the approximately 54,000 non-fatal injuries occurring on building sites yearly within 
the UK, the majority are caused by falls from height, falls, trips and slips and manual 
handling (Minett, 2020).
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Step by Step Summarising

1. Decide what the key information is, for the purposes of 
your discussion. 

2. Rewrite concepts in your own vocabulary and sentence 
structure.

3. Be Concise

4. Check Your Summary



Summarising Example
Original Text: 

The design concept and architectural style: 
Burj Khalifa base features a triple-lobed 
footprint inspired by the regional desert 
flower Hymenocallis.

The basic structure of the tower is composed 
of three wings arranged around a central 
hexagon core.

Burj Khalifa employs a Y-shaped floor plan 
with setbacks along each of its three wings. 
The shape and the upward setbacks provide a 
stable configuration for the structure and 
maximise views of the Arabian Gulf.

As the building spirals in height, the wings set 
back and a central core emerges at the top 
and culminates in a sculpted spire. When 
viewed from the air, Burj Khalifa is evocative 
of the onion domes prevalent in Islamic 
architecture.
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Summarise: 

The Burj Khalifa’s design features a Y-shaped 
floor plan with three wings around a central 
core, inspired by the desert flower 
Hymenocallis. These wings provide structural 
stability, maximise views, and create a 
spiralling form that culminates in a sculpted 
spire, echoing Islamic architecture.
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How to reference?

• All reports you produce will use the Harvard 
Referencing Convention. 

• A handbook is available for you to use as a guide:

UWTSD Harvard Referencing Handbook

https://digitalservices.uwtsd.ac.uk/library/academic-and-infoskills/referencing-handbooks/
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In Text Citation

You do not need to include the 
author’s surname in the in-text 
citation if you introduce the
author into the body of your work. 

For Harvard 

• According to Rowling (1997)



Reference List

• At the end of your report, you 
include a references list, which 
give the full details for the in-text 
citations, allowing readers to find 
the exact work you are referring 
to.

• Rowling, J.K. (1997) Harry Potter 
and the Philosopher’s Stone. 
London: Bloomsbury



Reference List 
- Directs reader to 

specific works 
included in the text. 

- Sources included 
should be mentioned 

in the text. 

- Used in research and 
scholarly papers

Bibliography
- Includes sources 

that are not directly 
mentioned in the 

text. 

-Sources are included 
for suggested further 

reading or 
background papers

- Appear at the 
end of the 
document 

- Include similar 
information 

- Alphabetically 
ordered



Book Reference

• Author (Surname, Initial.) 
• Year of publication (in brackets) 
• Title of book (In Italics) 
• Series title and volume (if any) 
• Edition (if not first) 
• Place of publish 
• Publisher 
• Page numbers (if applicable)



Book Reference
In Text
• (Channon, 2023)

Reference List
• Channon, B., (2023). Happy By Design. 

London: RIBA Publishing.



Journal Paper

• Author (Surname, Initial.) 
• Year of publication (in brackets) 
• Title of Article 
• Title of Journal (in italics)
• Volume number (if applicable)
• Issue number or dates (if applicable) 
• Page numbers (if applicable)



Journal Paper
In Text
• (McGovern et al., 2023)

Reference List
• McGovern, D. J., Allsop, W., Rossetto, T. & 

Chandler, I., (2023). Large-scale 
experiments on tsunami inundation and 
overtopping forces at vertical sea walls. 
Coastal Engineering, Volume 179.



Technical Report
Print: 
• Author/organisation 
• Year of publication (in brackets) 
• Title of report (in italics) 
• Place of publication: publisher 
Electronic: If accessed online replace location 
and publisher with: 
• Available at: URL 
• [Accessed: date]



Technical Report
In Text
• (Natural Resources Wales, 2016)

Reference List
• Natural Resources Wales , (2016). The 

State of Contaminated Land in Wales, 
Cardiff: Welsh Government.



Technical Report
In Text
• (Natural Resources Wales, 2016)

Reference List
• Natural Resources Wales , (2016). The State of 

Contaminated Land in Wales, Available 
at:https://cdn.cyfoethnaturiol.cymru/media/6777
08/nrw26759-contaminated-land-in-wales-
pdf_english-
1.pdf?mode=pad&rnd=131467549760000000
[Accessed 16th October 2025].



Website
• Author/organisation 
• Year of publication (in brackets) 
• Title of report (in italics) 
• [Online] 
• Name and place of website publisher (if 

available) 
• Available at: URL 
• [Accessed: date]



Website
In Text
• (Institution of Civil Engineers, 2022)

Reference List
• Institution of Civil Engineers, (2022). 7 amazing 

jobs that you can do as a civil engineer. [Online] 
Available at: https://www.ice.org.uk/news-
insight/news-and-blogs/ice-blogs/ice-
community-blog/7-amazing-jobs-that-you-can-
do-as-a-civil-engineer/
[Accessed 16th October 2025].



Images, Figures or Tables
• Using figures and tables in support or comparison 

of your own work is good. 
• In the text where you discuss the figures or tables 

you are using; you should include an in-text 
reference referring to the original author 

• The figure/table itself also needs a citation 
adding

• The citation should be included in the caption for 
the table/figure Figure 1. New Construction Orders in the UK (ONS, 

2021)



Reference List
• Appears at the end of your report 
• Arranged alphabetically by authors 

surnames 
• Full details of sources 
• All sources will have author, publication 

date and title 
• Other information will depend on 

source type
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