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Writing Paraphrased Notes

A paraphrase requires you to restate, in your
own words. With interpretation, you act as a
bridge between the source and the reader. Use
paraphrase for these reasons:

When you paraphrase, you rewrite information
from an outside source in your own words
without changing the meaning. Because you
include in your rewriting all or nearly all of the
content of the original passage, a paraphrase is
almost as long as the original. 2



Rules for paraphrasing a source:

Rewrite the original in your own words.

Provide an in-text citation of the source (The
format of Harvard referencing style).

You can use Surname of the Author “defends . ..
argues ... explains ... observes ... defines.”

To avoid unintended plagiarism, put the original
aside while para- phrasing to avoid copying word
for word. Compare the finished para- phrase with
the original source to be certain the paraphrase
truly restates the original.



Advancing Your Ildeas and
Theories for your paper

Introduction:

e Establish the problem or question.

* Discuss its significance.

* Provide the necessary background information.

* Introduce experts who have addressed the
oroblem.

* Provide a statement that addresses the problem
from a fresh view, if at all possible.



Advancing Your Ildeas and
Theories for your paper

Body:

Evaluate the issues involved in the problem.
Develop a past-to-present examination.

Compare and analyze the details and minor
Issues.

Cite experts who have addressed the same
problem.



Advancing Your Ildeas and
Theories for your paper

Conclusion:

 Advance and defend your theory as it grows
out of evidence in the body.

e Offer directives or a plan of action.

e Suggest additional work and research that is
needed.



Example for Argument Papers

Introduction:

* |n one statement, establish the problem or debated
issue your paper will examine.

 Summarize the issues.
* Define the key terminology.
* Make concerns on some points of the argument.

e Use quotations and paraphrases to clarify the debated
nature of the subject.

* Provide background information to relate the past to
the present. Write a paper to establish your position.



Example for Argument Papers

Body:

* Develop arguments to defend one side of the
subject.

* Analyze the issues, both positive and negative
view.

* Give appropriate evidences from the sources.



Example for Argument Papers

Conclusion:

* Expand your paper into a conclusion that
makes clear your position, which should be
one that grows logically from your analysis
and discussion of the issues.



Example for a Comparative Study

The paper examines the similarities and
differences of the two subjects:

Introduction:

e Establish A and B.

* Briefly compare the two.

* Introduce the central issues.

* Cite source materials on the subjects.
* Present your paper.



Example for a Comparative Study

Body:
e Examine A and B.

* Compare and contrast A and B.
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Example for a Comparative Study

Conclusion:
* Discuss the significant issues.

 Write a conclusion that ranks one side over
the other, or

 Write a conclusion to rate for each side.

12



Writing a Formal Topic Outline

If your purpose is to arrange quickly the topics of your paper
without detailing your data, build a topic outline of balanced
phrases. The topic outline may use noun phrases:

1. Satisfaction
1.1 Definition
1.2 Measurement

OR it may also use short phrases:

1. To use the satisfaction
1.1 To define the satisfaction
1.2 To Measure the satisfaction

No matter which grammatical format you choose, you should
follow the format consistently throughout the outline. 13



Summary

* Look carefully at each of the sources you have
collected so far—books, photocopies of journal articles,
and Internet printouts. Try writing a summary of each
one. At the same time, make decisions about material
worthy of direct quotation and material that you want
to paraphrase or summarize.

* Do not let the sources speak for you; let them support
your position.

* By this time, you should have notes from sources and a
plan for organizing your paper as you pull your
thoughts and resources together to begin drafting your

paper.




Drafting the Paper in an Academic
Style

Focusing your argument for your field of study
Refining the argument statement

Creating an academic title

Drafting the paper from your notes

Using visuals effectively

Avoiding discriminate and biased language



Focusing Your Argument

* Influence means convincing the reader

that your position is valid and, perhaps,
asking the reader to take action. For
example:

We need to establish green zones in every city
of this country to control urban extension and
toprotect a segment of the
natural environment for the animals.
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Focusing Your Argument

Inquiry is an exploratory approach to a
problem in which you examine the issues
without the insistence of influence. It is a
truth-seeking adventure. For example:
however, the animals were there first. Thus,

we may need a task force to examine the
rights of each side of this conflict.

17



Focusing Your Argument

* Negotiation is a search for a solution. It
means you attempt to resolve a conflict
by inventing options or a mediated
solution. For example:

Perhaps green zones and wilderness paths
would solve some of the problems; however,
such a solution would require serious
negotiations with real estate developers who
want to use every square foot of every
development.

18



Maintaining a Focus on Objective

Facts and Subjective ldeas
Your objective and subjective analysis alerts the
audience to your point of view in two ways:

* Ethical appeal. If you project the image of one
who knows and cares about the topic, the reader
will recognize and respect your deep interest in
the subject and your carefully crafted argument.
The reader will also appreciate your attention to
research settlements.

* Logical appeal. For readers to believe in your
position, you must provide sufficient evidence in
the form of statistics, paraphrases, and direct
guotations from authorities on the subject.



Refining the Theory Statement

* The theory statement performs three tasks:

— It sets the argument to control and focus the
entire paper.

— It provides consistent and a logical direction.
— It specifies to the reader the point of the research.



Using Source Material to Enhance Your

Writing

Readers want to see vour thoughts and ideas on a subject. For this
reason., a paragraph should seldom contain source material only: it
must contain a topic sentence to establish a point for the research
evidence. Every paragraph should explain., analyvze., and support a
thesis. not merely string together a set of quotations.

The following passage cites effectively two different sources:

Taddonia (201 7)) explains thattissues such as skin, veins, and valves can

be used to correct congenital defects, blindness, visual impairment,

trauma, burns, dental defects arthritis, cancer, and vascular and

heart disease.

|Barnil| (201 7: p53) |"more than 400 people each

month receive the gift of sight through yvet another type of tissue
donationty—corneal transplants. In many cases, donors unsuitable

for organ donation are eligible for tissue donation™.

[Barnill @017 |

notes | thattissues are now used inorthopedic surgery, cardiovascular

surgery, plastic surgery, dentistry., and podiatry. Ewven so, not

enough people are willing to donate organs and tissues.

This passage illustrates four points. A writer should:

bW N =

Gather the sources effectively into a whole
Use the sources as a natural extension of the discussion
Cite each source separately. one at a time

Prowvide separate in-text citations to pages

21



Using Visuals Effectively in a Research

Essay
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Using Visuals Effectively

lllustrations can be effective for presenting numerical
data, analyzing trends, or reinforcing your discussion.
Give the reader with clear, relevant visuals and graphics if
they will advance your study.

* Introduce Fit the visual into the text by providing and
explanation of how the graphic relates to the text of
your study.

 Show Use a table, graph, photograph, or figure to
display your findings or to report actual data.

* Discuss Relate the significance of your information and
how it advances the findings of your research.



CHECKLIST

Examine your handling of the sources. Have you
introduced them clearly so the reader will know when
the borrowing began? Have you closed them with a
page citation, as appropriate? Have you placed
guotation marks at the beginning and the end of
borrowed phrases as well as borrowed sentences?

If you have used online sources, look at them again to
see if the paragraphs on the website are numbered.

Look at your source material to find a table, graph,
figure, or photo- graph you might insert into your
paper as additional evidence. Be certain that you have
labeled it correctly.

Make the proper citations and references through
your text and the documentation.

24



CHECKLIST

Writing the Introduction

Subject

Identity your specific topic, and then define, limit,

and narrow it to one issue.

Background Prowvide relevant historical data. Discuss a few

Problem

Argument

key sources that touch on your specific issue.
If wrniting about a major figure, give relevant
biographical facts, but not an encyclopedia-type

SULIVEY.

The point of a research paper i1s to explore or
resolve a problem, so identity and explain the
complications you see. The examples shown in
the following sections demonstrate this technique.

Within the first few paragraphs, use vyour
argument sentence to establish the direction of
the study and to point your readers toward

your eventual conclusions.

25



CHECKLIST

Writing the Body of the Paper

Analysis Classify the major 1ssues of the study and
provide a careful analysis of each in defense of
your argument.

Presentation Provide well-reasoned statements at the
beginning of your paragraphs, and supply

evidence of support with proper documentation.

Paragraphs Offer a vanety of development to compare, show
process, narrate the history of the subject, show

causes, and so forth.

26



CHECKLIST

Writing the Conclusion

Argument Reathirm your argument statement.

Judgment Reach a decision or judgment about the merits of the
subject.

Discussion Discuss the implications of your findings.

Directive  Offer a plan of action or a proposal that will put into
effect your ideas. (Not required of every paper.)

Ending Use the final paragraph, especially the final

sentence, to bring the paper to closure.

27



What is referencing?

* When producing an academic assighnment, you
will be expected to recognize other people’s
work by referencing them in a consistent
format.

* You will also need to provide details of the
resources you have read for your assignment.

28



Avoiding plagiarism

* Proper referencing also means you avoid
plagiarism

* Avoid accidental plagiarism with accurate
referencing

29



Referencing Tips

Make sure that you know which referencing
style

Keep a record of the sources you read
Be consistent in the records you keep
Build in enough time to check you referencing

If in doubt, put yourself in the shoes of the
reader and ask if you could easily find the
source from your referencing



Referencing Software

The Library provides access to Refworks, an
online programme that helps you to record your
sources in one place and support you in
referencing them and can be access via the
library website, using your UWTSD login:
http://uwtsd.ac.uk/library/online-
library/refworks/



http://uwtsd.ac.uk/library/online-library/refworks/
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Welcome to the 1st edition of the University of Wales Trinity Saint David’s Referencing
Handbooks, created as part of a collaborative effort between the Library and Learning Resources
(LLR), the Academic Office and academic staff across the University.

Referencing correctly is an important skill in academia, and there is plenty of conflicting or
out-of-date information out there so we’ve created consistent guidance for UWTSD students.

Referencing Handbooks are available for the four standards used at UWTSD and further support
and guidance is available via the LLR from your Academic Liaison Librarian.

We would like to thank the academic staff involved for their time and input

We hope that these will help improve your skills and confidence and hope this resource will be a
useful guide through the sometimes confusing world of referencing.

We’d be happy to receive feedback on these guides just contact library@uwtsd.ac.uk with any
suggestions.

Ellie Downes

Academic Liaison Librarian
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Introduction

There are four recommended referencing styles in use at the University of Wales Trinity Saint
David:

. APA (American Psychological Association)

o Harvard

o IEEE (Institute of Electronics and Electronics Engineers)
o MHRA (Modern Humanities Research Association)

You can find out which referencing standard you should be using by looking in your Programme
Handbook. All of the referencing handbooks are available in the Student Guides section of MyDay
and at www.uwtsd.ac.uk/library/

What is referencing?

When producing an academic assignment, you will be expected to acknowledge other people’s
work by referencing them in a recognised and consistent format. You will also need to provide

details of the resources you have read for your assignment. There are a number of reasons why
this is necessary:

o Demonstrate the breadth of research you have undertaken

o Add academic credibility to your arguments

o Enable readers to find the sources you have used in your work
o Acknowledge the ideas and work of others

o Avoid accidental plagiarism.

How do | use this handbook?

The handbook will help you recognise the need for accurate referencing and support you in the
developing your referencing skills.

The handbook provides examples of how to produce in-text citations and references from some
of the most widely used sources you may encounter over the course of your studies.

The handbook is not exhaustive and additional examples and guidance can be found in:

Pears, R. and Shields, G. (2016) Cite them right: the essential referencing guide. 10th rev. edn.
Basingstoke: Palgrave.

Which you can find in all UWTSD libraries.

An example of how the reference should
appear in your text will be shown in this
box
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Avoiding plagiarism

Proper referencing also means you avoid plagiarism, passing off someone else’s work as your
own. Plagiarism can be deliberate or accidental; without accurate referencing it’s possible to
accidentally plagiarise someone else’s work.

The University’s full definition of plagiarism can be found within the University regulations:
http://www.uwtsd.ac.uk/academic-office/university-regulations-student-guide/

Referencing Tips

Make sure that you know which referencing style your programme uses before you
begin, this will be in your programme handbook

e  Keep a record of the sources you read as you go along
e  Be consistent in the records you keep and in the way you reference
e  Build in enough time to check you referencing

e Ifin doubt, put yourself in the shoes of the reader and ask if you could easily find the
source from your referencing

If in doubt, seek clarification or ask for help

Referencing Software

The Library provides access to Refworks, an online programme that helps you to record your
sources in one place and support you in referencing them and can be access via the library
website, using your UWTSD login: http://uwtsd.ac.uk/library/online-library/refworks/

Help and support

During your first year you’ll receive an in-class session on referencing and you’ll be able to access
regular workshops and drop-ins throughout the academic year as part of our InfoSkills
programme, full details will be available on the Student Events calendar accessible via MyDay
http://uwtsd.ac.uk/library/infoskills/. Connect with us @UWTSDLib, on Facebook, Twitter and
Instagram for updates on top tips.

You have a dedicated Academic Liaison Librarian for your Faculty whose role is to support you
throughout your course. You can find out who your Academic Liaison Librarian is and book an
appointment here: www.uwtsd.ac.uk/library/contact-us/library-staff/ or by popping into your
nearest UWTSD library.

Support for referencing is also available from Student Services and study skills drop-ins are
available across the campuses.

Students at Partner Institutions should check with the library at their home institution to find out
which standard they should be using and where to get support.

4.
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Harvard Referencing: The Basics

The Harvard referencing style consists of:

In-text citations

These are used when referring to a source of information within the text of your
assignment to show where it came from. They are abbreviated details of the source you
are referring to and generally consist of the author’s / editor’s family name, year of
publication and, if required, page numbers e.g. (Pears and Shields, 2016, p. 6). You do
not need to include the author’s surname in the in-text citation if it is referred to within
the body of your work e.g. According to Pears and Shields (2016, p.6). This would just
be unnecessary repetition!

A reference list:

The purpose of the in-text citation is to refer you to the full details of the publication
within a full reference list or bibliography at the end of your work. Full publication
details of the citation should be found in the reference list at the end of your
assignment. This contains the full bibliographical record of the references cited in your
text e.g.

Pears, R. and Shields, G. (2016) Cite them right: the essential referencing guide. 10th rev.
edn. Basingstoke: Palgrave.

It should enable any reader to locate your original source. A reference list is arranged in
alphabetical order by the author’s family name or, if there is no author, by title. A
bibliography can also sometimes be requested by your tutor. A bibliography is a list of
all the sources you have read for your assignment, whether or not you have cited them
in your text and therefore more exhaustive than a reference list. If you're not sure
which is required, ask your lecturer.
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How do | quote, paraphrase and summarise in my work?

Quotations

A quotation means that you take the exact wording as used by another author and insert it in
your work. Direct quotations should be used sparingly and only when they are relevant to the
argument you are making in your work.

Long quotation - more than 30 words or 2 lines

Format:

. enter as a separate paragraph

o indent the paragraph

o guotation marks are not required

follow with the in-text citation

Example:

Hardy’s development of plot and character must be seen in the broader context of the loss
of faith in late Victorian society. As Dunmore comments:

A central tension in Hardy’s fiction is that between fully realized human beings, with
all their potential for freedom of choice and action, and the apparently relentless
operation of chance, indeed fate, which negates these freedoms. His fiction undoubt-
edly reflects late Victorian pessimism, an attempt to capture and convey the spirit of
individuals before it is swept away by the tides of an indifferent universe (Dunmore,
2017, pp.35-36).

Short quotation - up to 30 words or 2 lines

Format:

o include in the body of the text

o enclose in double quotation marks; “example”

o follow with the author’s surname, year of publication and page number / URL enclosed

(in round brackets).

Example:

Hardy’s characters are not simple types. They are “fully realized human beings, with all
their potential for individual freedom of choice and action” (Dunmore, 2017, p. 35).
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How do | quote, paraphrase and summarise in my work?

Paraphrasing and summarising

Paraphrasing is when you take some-one else’s idea and put it into your own words. Summarising
is when you provide a brief overview of some-one else’s idea. You would only need to provide a
page number if you are referring to a very specific area or part of the text. You will need to use
your judgment as to whether this is necessary. Put yourself in the shoes of the reader: are you
referring to a whole work or concept or a very small part of it.

Example:

Dunmore (2017) notes that Hardy presents the reader with rounded characters capable of
acting with autonomy, but that these are placed in a context in which their choices are
severely constrained by the operation of chance and fate. This she ascribes to the
intellectual environment in which he wrote —in particular, the pessimistic spiritual context
of late Victorian England.
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How do | reference specific types of resources?

1. Books and e-books

Most references to books should adhere to the following general format. Elements may vary
slightly. Specific examples are provided.

As print and electronic books are virtually identical, there is no need to indicate whether or not it
is electronic unless the electronic version is not an identical version of a print publication.

1.1 Book with two or three authors

1.2 Book with four or more authors

1.3 Chapter within an edited book

1.4 Book without an author or editor

In this case you would use the title rather than the author. When listing in the reference list
and/or bibliography you would list it alphabetically but by its title.
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How do | reference specific types of resources?

1.7 Book with an organisation as author
In this case, the name of the Organisation is treated as the author.

1.8 Multiple works by the same author
Simply label them a and b!

1.9 Editions

1.10 Secondary citation

This is a piece of work that has been referred to in something you have read. Where possible,
avoid secondary citations, and access the original work.




REFERENCING HANDBOOK: HARVARD LLYFRAUSRHAGOR

00| Ubrany L eamingicsou

How do | reference specific types of resources?

2. Journal and newspaper articles

Most references to journal and newspaper articles should adhere to the following general format.
Elements may vary slightly. Specific examples are provided.

2.1 Whole newspaper

2.2 Newspaper article

2.3 Electronic newspaper article not available in print

10.
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How do | reference specific types of resources?

3. Internet

Most references to the internet should adhere to the following general format. Elements to be
included will vary, depending on the type of information you are referencing. See the section on
books (1) to find examples of how to reference e-Books, the section on journals (2) for references
to articles found on the internet, the section on film (12) for references to film etc.

3.1 Website with one author

3.2 Website with an organisation as author

3.3 Blog or vilog

3.4 Video / film on a sharing website e.g. YouTube

3.5 Facebook

Day of post is required when citing Facebook, Twitter and other social media

11.
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How do | reference specific types of resources?

4. Conferences

Most references to conferences should adhere to the following general format. Elements may
vary slightly. Specific examples are provided.

Note:
If only available online:

e Available at: URL

e (Accessed: date) followed by .
e or DOI

4.1 Full conference proceedings

4.2 Individual conference paper published in a journal

4.3 Individual conference paper published on the internet
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How do | reference specific types of resources?

5. Unpublished information

Most references not in the public domain should adhere to the following general formats. Ensure
that you have permission before using unpublished material in your work.

5.1 Internal report

5.2 Confidential report

Any confidential report needs to be anonymised appropriately

5.3 Thesis

Note
If accessed online, replace location
and publisher with:

Available at: URL. (Accessed: date)
followed by .
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How do | reference specific types of resources?

6. Reports and guidelines

Most references to reports and guidelines should adhere to the following general format.
Elements may vary slightly. Specific examples are provided.

Note
If accessed online, replace location
and publisher with:

Available at: URL. (Accessed: date)
followed by .

6.1 Research report

6.2 Annual company report

6.3 Market research reports from a database

6.4 Online guidelines

14.
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How do | reference specific types of resources?

7. Legal and government publications

The following examples of legal publications are given in author-date (Harvard) format. This may
vary from referencing systems, such as the Oxford Standard for the Citation of Legal Authorities
(OSCOLA), which are used in many UK law schools.

7.1 Act of Parliament (Statute)

7.2 Statutory Instrument (SI)

=
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How do | reference specific types of resources?

7.3 Command Paper (including Green and White papers)

Note: If accessed online, replace
location and publisher with

e Available at: URL

e (Accessed: date) followed by .

7.4 National Assembly for Wales Legislation
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How do | reference specific types of resources?

7.5 Law report (case)

7.6 Law report (case) - neutral citation

Neutral citations identify a case without reference to the printed law report series, in which it was
published. They can help to identify the case online (Pears and Shields, 2016, p.55).
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How do | reference specific types of resources?

7.7 Government publication

8. Scientific and technical information

Most references to scientific and technical information should adhere to the following general
format. Elements may vary slightly. Specific examples are provided.

8.1 Technical standard

Note
If accessed online, replace location
and publisher with:

Available at: URL. (Accessed: date)
followed by .
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How do | reference specific types of resources?

8.2 Patent

8.3 Graph
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9. Reviews

Most references to reviews should adhere to the following general format. Elements may vary
slightly. Specific examples are provided.

Note: If accessed online, replace
location and publisher with

¢ Available at: URL

e (Accessed: date) followed by .

9.1 Book review

9.2 Film review

9.3 Drama review
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How do | reference specific types of resources?

10. Visual materials

Most references to visual materials should adhere to the following general format. Elements may
vary slightly. Specific examples are provided.

Note: If accessed online, replace
location and publisher with

e Available at: URL

e (Accessed: date) followed by .

10.1 Exhibition

10.2 Painting / drawing

10.3 Installation / exhibit

10.4 Photograph in an online collection

21.
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How do | reference specific types of resources?

10.5 Book illustration, figure, diagram, logo and table

10.6 Graffiti

11. Live Performance

Most references to live performances should adhere to the following general format. Elements
may vary slightly. Specific examples are provided.

11.1 Dance
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11.2 Play

12. Film and television

Most references to film and television should adhere to the following general format. Elements
may vary slightly. Specific examples are provided.

12.1 Television programme

Note
If accessed online

e Available at: URL.

¢ (Accessed: date) followed by .

12.2 Television programme viewed on the internet

23.
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12.3 Film

See also the section on the internet (3) for referencing films viewed online.

12.4 Film on DVD / Blu-ray

12.5 Interview with a film director on DVD / Blu-ray

13. Personal communications
Conversation, Skype, phone, Facetime, email, text, letter

When using personal communications, ensure you have permission from the sender before citing.
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14. Manuscripts

Most references to manuscripts should adhere to the following general format. Elements may
vary slightly. Specific examples are provided.

14.1 Collection of manuscripts

14.2 Individual manuscript






