Paraphrasing Worksheet

Activity 1:
By chance, Sarah and Nick have both found the same source to use in their report about business communication, and have both used the same part of the source. However, one of them received lower marks on their Engagement with Literature (how a student cites and references their research) mark than the other. Discuss and decide:
1) Which part of the extract both students used (highlight in the original)?
2) Who received the lower marks and why?
Nick because he copied directly
3) What are the differences between Sarah and Nick’s use of sources?
Word Choice / Sentence Structure
Nick: Uses the source word-for-word in his sentence. The wording and structure are copied directly from the original extract. 
Sarah: Rewrites the ideas in her own words, changing the sentence structure and vocabulary while keeping the original meaning.
Original Source:
Clear communication is essential in business. It helps colleagues understand each other and reduces mistakes. Non-verbal cues, like gestures and eye contact, influence how messages are interpreted. Listening carefully to others ensures everyone understands the intended meaning
(Taylor, 2023)
Sarah’s work:
Strong communication skills are vital in business because conveying ideas clearly enables colleagues to comprehend each other and prevents errors (Taylor, 2023)

Nick’s work:
Effective communication is crucial for any workplace, and clear communication is essential in business, as it helps colleagues understand each other and reduces mistakes (Taylor, 2023).

Slide 4 Answers to monitor for: 
· Clear communication is important in business – it is essential for effective workplace interactions.
· Reduces misunderstandings and mistakes – clear messaging helps colleagues understand each other.
· Non-verbal cues matter – gestures and eye contact affect how messages are received.
· Active listening is critical – paying attention ensures the intended meaning is understood by everyone.
Slide 5 differences to monitor for (more complex here! Do NOT go into detail for the more complex ones):
1) Use of Synonyms (Word Choice Changes)
· Clear → Effective
· Essential → Important
· Reduces mistakes → Prevention of errors
· Influence → Affected by
· Are interpreted → Are perceived
· Listening carefully to others → Careful listening
· Ensures → Guarantees
· Everyone → All participants
· Understand → Comprehension
· Non-verbal cues → Body language
2) Word Form Changes (Verb → Noun, etc.)
· Reduces mistakes (verb phrase) → The prevention of errors (noun phrase)
· Understand (verb) → Understanding (noun)
· Understand (verb) → Comprehension (noun)
· Listening carefully (verb + adverb) → Careful listening (adjective + noun)
These shifts make Text B more nominalised and more formal
3) Sentence Structure Changes
A) Two sentences combined into one
Text A:
Clear communication is essential in business. It helps colleagues understand each other and reduces mistakes.
Text B:
Effective communication in business is important for the prevention of errors and ensuring understanding among colleagues.
Two short sentences → one longer, more complex sentence.
C) Active → Passive Construction (NOTE: We don’t discuss this with them and I haven’t listed it as a technique. Only discuss if you feel your particular students can handle this)
Text A:
Non-verbal cues influence how messages are interpreted.
Text B:
How messages are perceived is also affected by body language.
The focus shifts to messages instead of non-verbal cues.

D) Reordering of Information
Text A:
Listening carefully to others ensures everyone understands the intended meaning.
Text B:
Careful listening guarantees comprehension of the intended meaning by all participants.
The actor (“everyone”) moves to the end in a “by” phrase.
4) Word Order Changes
· “Listening carefully” → “Careful listening”
· “Everyone understands” → “Comprehension … by all participants”
· Cause and effect order is slightly rearranged in the first paragraph.



