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Academic Writing: Paraphrasing, Summarizing, Referencing 
Academic writing is very important for me. Because I would like to continue my education. Before I don't know how to write academically. When I start the course I didn't have idea about to write essay have to write assessment. Now I know for example how to write; paraphrasing; summarising; referencing; reflection. The difference between paraphrasing end effective writing is that in paraphrasing here only summarising. Paraphrasing is writing the ideas of another person in your own words. you use paraphrasing when you use work of others to support your own ideas. But you need to change the word and the structure but keep the meaning the same. But you must use reference when you paraphrase someone's work, you must acknowledge it by providing a reference. 
I know now same technique to use when you paraphrase to present the same meaning differently. 
Using synonyms for example:
Ill – Sick                                                                Good - Fine
Start – Begin                                                        Infant - Baby
Large – Big                                                           Fast – Quick
Changing word class:
Explanation (n) > Explain (v)
Changing word order:
The aim of paraphrasing is to change the words in the original text, while keeping the same meaning. This is different from quotation, which has the same words [as well as the same meaning]. As the words have been changed, or paraphrase should not use quotation marks. 
So this technique is used to keep the meaning original but have a different structure
Be grammatically correct, have correct spelling. 
So step by step paraphrasing text:
1 read and understand the text. 
2 make a list of the main ideas.
Important idea, important word, phrases. Write down, underline or highlight them. Find alternative word/synonyms for these word/phrases. 
3 Change the structure of the text:
· Identifying the meaning between word, ideas cause, generalization, contrast
· Express in a different way
· Change the grammar of the text: change nouns to verbs, adjectives to adverb, break up long sentences, combined short sentence.
4 Rewrite mean ideas in complete sentences: Combine your notes into a piece of continuous writing.
5 check you work: Don't forget , keep meaning the same go keep length the same, make sure that style is your own. Remember to acknowledge other peoples work.
The five step is very important to get good paraphrasing text which we learn during the course.


Summarizing
Summarising is an important skill in academic writing. It enables you to extract the most important points from a text and rewrite them in your own words only in a shortened form. Write a good summary also demonstrates that you have fully understood the text you are reading. People often summarise when the original material is long. Summarise leaves out detail or example that may distract the reader from the most important information. Where as a paraphrase may be of equal length to the source text, a summarised is considerably shorten. Summarise require a reference to the source. Writing a summary is useful because in the act off define what is important, you are analysing and a evaluating information and forming memories of what you read or head. When you summarise you take only the most important point from a piece of writing and put these into your own words. The summarised text is always significantly shorter than the original text. For example, you could summarise one entire article in just a sentence or two. What is to be taken in summary from a text depends on the type of text being summarised and the new purpose to which information is to be put. An argument, for example, would be summarised into a statement and a few key points, leaving out all the explanation and detailed evidence. 
Summarising is used to briefly represent what previous book, article have expressed. Unless specifically stated in an assignment, for instance an academic essay cannot therefore meaningly consist of summarises of previous studies. How we summarise for example read, right, check, revise, give reference. Find the main ideas. Review all on your list and choose the single idea that best expresses the central issue of the article. The main idea often appears at the end or at the beginning of the article.  When you begin writing set the article aside and work from your list. Use your own words in the summary. If you must, refer to the article to quote only phrases that cannot be better expressed in other words. Organise your summary. In the first sentence. You might even begin with the author and the title, for example , keep opinions to yourself. Record objectively what you have read. Even though you use your own words, do not introduce any of your own ideas. Make your summary consistent. Do not include specific detail. Aim for 1 to 3 paragraphs. When you are finished drafting your summary, compare what you have written with the original.  If you find you have omitted important ideas or included minor details, revise your summary. Make sure your sentences flow smoothly. And lastly, place a reference where did you find the information or main idea.                                            






Referencing
This semester we learnt how to reference in Harvard style. Harvard style referencing is one of the most commonly used referencing. When writing a piece of work you will be reading and researching from the work of others to help you formulate your argument. You need to acknowledge and give credit to the person that you used to improve and solidify your argument. When using the Harvard style referencing there are two major stage to highlighting other peoples work and yours, they are called: citing and referencing. Referencing is when you put all of the sources of your information at the bottom of your piece of work instead of right after the quote or piece of information used. If you are copying a statement exactly then you will have to put quotation mars around it, however if you are including someone else’s idea you don’t need to put quotation marks around it. The reference section of your work should include all of the information about the source you have used. When writing the sources you have to organise every source alphabetically by the author name, if you don’t know the author you should use the title of the source instead. When your getting your information from a book you need to write the following, for example: Author/Editor, year of publication, the title, the edition (if its not the first edition), the place of publication and the publisher. If you happen to use information from a web page in your work you need to write for example: the author/ publishing organisation, the year that the site was published/last updated, the title of the internet site (in italics, bold or underlined), the words “available at” followed by the web page link.
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Reflection- Reflective Writing
Reflection is a purposeful activity in which you analyse experience, or your own practise skills responses in order to learn and improve when we writing report for example we use reflective writing we writing what we thinking our meaning its reflective writing. Reflective writing is evidence of reflective thinking. In an academic context, reflective thinking and writing can be organized info. Into free stage: looking back at something identifying the subject of reflection often something that happened a critical incident on a placement or the progress of a project. Looking at what happened, though, feelings reaction at the time: analysing what happened of different perspective often using theory from our subject to understand the event. Thinking about what we have learned from the whole reflective process and how we understand has developed, and finaly , identifying key points to take forward for future development, but personal and professional.
Description- What happened ? what it being examined? 
Exploration and analysis- What is most important interesting relevant about the event incident how did you think react at the time? Why ? how can it be explained e.g. theory? 
Outcome conclusion. -What have I learned from this? What does this mean for my future action decision?
Model of reflection we know now three which we learn through our lecture. We discuss three are more reflective framework. Before I didn’t know about it. for example: 
Gibb’s reflective cycle (1988)
Kolb’s Experiential learning cycle (1984)
Driscoll’s Mode (1994-2001)
Gibb’s reflective cycle (1988) have 6 stage: Description. Feelings. Evaluation. Analysis. Conclusion. Personal action.
Description: What happened?  Don’t make judgments yet or try to draw conclusions.
Feelings-what way your reactions and feelings. don't move on to analysing these yet.
Evaluation: what was good and bad about the experience? Make value judgement. 
Analyses: what sense can you make of the situation? Bring in ideas from outside the experience to help you. What was really going on? Were different.
Conclusions: General: What can be concluded in the general sense from the experience and the analyses you have undertaken?
Conclusion: Specific: what can be concluded about your own specific unique, personal situation or way of working? 
Personal action plan: What you going to do differently in this type of situation next time? What steps are you going to take on the basis of what you have learned? 
Gibb’s reflective cycle is the best, learn experience for me, learning by doing it is relating with my future plan to be Nurse. Start apprenticeship programme. 
Kolbe’s Experiential learning(1984)
Concrete experience : What happened?
Reflective observation: What was my experience of it? 
Abstract conceptualisation: Why did it happen?
Is there any research that might deepen my understanding?
Active experimentation: What will I do when if it happens again?
Driscoll’s model (1994) focuses on 3 stem question.
Having experience in clinical practice
WHAT? A description of the event -> Purposefully reflecting on selected aspect of the experience. 
SO WHAT? Analysis in the event-> discovering what learning arises  from the process of the reflection.
NOW WHAT? -> Proposed action following the event, actuating the new learning from that experience in clinical practise.
Driscoll developed and matched Burton’s (1970)
3 steam questions of “What?” “SO WHAT?” and “NOW WHAT?” to the stages of an experiential learning cycle.
WHAT: returning to the event: we can ask these questions to find a solution: e.g. is the purpose of returning to the event! Happened? Did you see? Did you do? What's your reaction? Did other people do? Do you see as key aspect of the situation! 
SO WHAT: Understanding the context: How did you feel at the time?  How do you feel now? Are there any differences? White? Were effect of your action? 
Are there positive aspects? 
Trouble you? If anything? 
Were you experiences is comparison to your colleagues etc.
Are the main reason for feeling different from your colleagues etc ?
Need to happen? 
Are you going to do about it? 
Happens if you decide not to do anything? 
Might you do different if faced with a similar experience? 
Information skills do you need to face a similar experience? 
Are you key learning points from experience and reflection? 
Also I like Driscoll model. Because are organisation model. Easy to follow cued questions. Easy to memorise using the simple “WHAT” “SO WHAT” and “NOW WHAT”
This model doesn't lead to deeper reflection about yourself only the situation. I am organised person. 
Reflective report is different from reflective writing.
It is a piece of writing that summarises a students is critical reflection on a subject. Provides an opportunity for you going future insight from your work through reflection on your experience, future consideration of other perspectives from people and theory. While traditional academic writing discourages first- person accounts, reflective reports really on them.
Reflective writing is more personal than other forms of academic writing but still needs a formal structure. It should be possible to identify the different, stage of reflection we may write reflectively about event this is possible with one short paragraph. 
Reflective writing diary or our own note, can be unstructured can be very useful in helping our idea and experience. However in formal academic writing tutor will expect to see a well-structured piece of work. Even in a short paragraph, such as in the previous example we can see three broad stage: description, exploration and analysis, outcome or conclusion.
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Time Management
What is time management? Time management is using the time effectively as well as allocating time to study. Balancing time to your requirements for different aspects of your life, for example studying, lectures and classes we spend time to learn and improve ourselves. If I cannot manage my time appropriately, I can’t be very productive at the workplace. For me time management is very important, because if I cannot manage my time, I can’t be effective mom at home. I also wouldn’t be effective in the workplace. Time management is the way we manage the amount of time we allocated for specific task or goal. It is the steps we take in our daily lives. People can be laden with life basically if they do not manage it accordingly. Why is that some people are able to accomplish more in a day than others can possibly do in a week? Because of other than possibly the difference of level of energy, it must be that one person can make their time more effectively than others. This does not mean that one person work harder than the other who accomplished more in less time, they have showed us in less time how to work smarter. Time management is important at work, school or in your personal life. A disciplined work ethic is essential when you have multiple responsibilities. Again, you need to manage your time effectively to be successful. Better time management skills can improve your grades, get you a better position at work and take away some of the stress in your personal life. By creating a day-to-day plan people will have less to be stressed about. The main things to do in poor time management behaviour is to first become aware of how to use your time wisely. Poor time management can cause people to be tardy in work or school which in turn can cause them to lose their job or fall behind in their classes. This can be very harmful effect on their lives. This shows that managing your time is extremely important and need to be done adequately. Post pone anything that can be put off to get more important things done. For example, you can delay going out to a movie with your friends but instead finish a report for school. Then once the report is complete you can go out with your friends another time. The stress of school not getting done will no longer attach itself to you in a negative way. As stated by David Allen (2001) “Think rarely get stuck because of lack of time. They get stuck because the doing of them has not been defined. Most of the stress people experience come from inappropriately managed commitment they make or accept”. They are for you to manage your time properly in order to obtain the necessary skills that will assist in reaching your goal. In order to be successful with time management you have to set some goals. It may help to divide your goals into a time long term. Short term and day to day goals that will in the end assist you in a achieving your gaols. Setting SMART goals- specific, measurable, achievable, realistic, time related. Very often people are strained or stressed in their lives by committing to things that do not fall within the realm of what needs to be done. Peter Drucker (2008) said “If you want to improve how you manage time stop doing what doesn’t need to be done”. In summary schedule your time effectively by first prioritising what needs to be done first. Ask yourself what sacrifice needs to be made in order to stay on task. Stay focused and do not stay too far from your schedule. If you have extra time, use it wisely read a book. Make a hobby if you have. This will help eliminate stress in staying on top of things. 
In my opinion time management is very important if you don’t manage your time accordingly you wouldn’t have enough time to complete your daily work or any other task for that matter. Also, time management is extremely necessary because if you have a set of task that needs to be completed you would forget it will also be unprofessional. As it looks like you are very messy and disorganised person which of that you can’t control your own time this is not a good characteristic to have. I think if we want to be successful person, we must be able to manage our time. 


REFERANCE LIST
David Allen (2001)-Getting Things Done: The Art of Stress-Free Productivity cover, first edition, Published in England
Drucker, Peter F., The Five Most Important Questions You Will Ever Ask About Your Organization, p. 54, (2008)

