	Reading within Higher Education
Overview


Thinking within higher education is about thinking purposefully, critically. To criticise has come to mean to find fault with. In higher education, criticism is more than that; it is to examine (analyse) the merits and demerits of arguments and the evidence that supports them.

The basic unit of academic writing is the argument.

· Developing an argument is ... the act or process of forming reasons and drawing conclusions and applying them to a case in discussion. 

· To argue is... to give reasons for or against something. 

· An argument is...a reason given as a proof or refutation. 

So writing within higher education is all about arguments, creating your own and critiquing those of others in order to build a case for or against something, rooted in reason. In academic writing we subject information to a critical analysis in order to be in a position to draw reasonable conclusions.

There are three main aspects of thinking at this level:

· Understanding arguments 

· Critical thinking skills 

· Analysing information 

All three are inextricably linked and to understand what each aspect involves it is necessary to explore them in more detail. The flesh on the bones, so to speak, in any piece of writing, is the 'added value' as a result of critically thinking about, and analysing, the essential arguments we have selected through effective reading.

 It is also useful at this stage to re-read the task or assignment brief you are focusing on, and the learning outcome(s) it is intended to meet. It is very easy to get side tracked especially if you have uncovered lots of fascinating detail about your subject! Your task is to meet the requirements of the brief as concisely and precisely as possible. A suggested brief is given in the next page so that you can read it and understand what you will be expected to do, and then the remaining guidance sections for Thinking within HE follow.

However, you may wish or need to apply the same process to any assignment for assessment within another module, so you can choose to use your own assignment if that is appropriate.

Whichever focus you have, you can use this resource to support you at each step by clicking on the site index to revisit themes and skills.

Task: A contemporary issue/ topic in the workplace

...Reading, Thinking and Writing for HE

Introduction
This task draws together all the different aspect of reading, thinking and writing in higher education you have been considering over the previous sections, or will cover in the next sections. To remind you these are:

1. Understanding the task
2. Planning your approach
3. Finding information
4. Handling information
5. Critical Analysis
6. Writing up

Going through this process (below) of drawing together your learning may be regarded as a Practice Task or may be your actual Assignment for inclusion in your portfolio for Assessment: this will depend upon your HEI and how it expects you to use this resource so please be sure you are clear about and follow their expectations.
You now know that every module has designated learning outcomes. These are statements of what a learner can expect to achieve following full participation with the module material. To achieve a pass, submitted work must meet the requirements as stated in the learning outcome(s); the grade level reflects how well the requirements have been met.

Therefore it is very important that you know the learning outcome(s) that are being assessed and that you are mindful of it/them as you approach and work through any task.

 The learning outcome associated with this task is as follows from the suggested module outline given in the introduction to this learning resource.

Learning Outcome: 
Find and summarise an appropriate range of materials, self-selected on a current work-related issue or topic of personal / professional interest, using the conventions appropriate to Higher Education.
The other discipline-dependent element discussed earlier was which referencing system to use. In this instance you will be using the Harvard (Author/Date) System.

Your Brief
1. Using a minimum of three pieces of literature to inform your report, select, research and discuss a contemporary issue that applies to your work role (1000 words). 

2. Write a reflective account of how you went about finding and handling the information you used (500 words). 

Use the following guidance to help you work through the process of producing two pieces of writing that together meet the above learning outcome. The guidance is in the form of a series of questions and sub-headings designed to prompt thought about what you are aiming to do at each stage of the process. Read through all the guidance before you begin so that you have an overall picture of the task to hand, and then refer again to the sections concerning each stage as you reach it. Always remember that you can revisit the individual units at any point in the process, you are not expected to remember everything!

1. UNDERSTANDING THE TASK

What am I being asked to produce?
Identify from the brief the format and size of the piece(s) of writing required. This affects how you approach the task and organise your material. In this case the larger piece is a 'report'. Conventionally reports are written in the third person and include subheadings to guide your reader through your investigation of a particular topic whereas an 'account' (part 2) is written in the first person and relies solely upon paragraphs, signposting and linking phrases.

What does the assignment brief mean?
Identify from the brief the keywords that indicate the focus of the work required. Here, you choose the subject of your investigation ' select... a contemporary issue that applies to your work role'. You then 'research' your topic and using the information you have found, produce a written discussion of the issue. To discuss, you recall, is to examine by reasoned argument and reference to the facts and to consider the implications of those arguments and facts. If you are unsure of other words in the brief, eg 'contemporary' use a dictionary, often we have a general understanding of terminology, a specific one will help guide your approach.

What is the deadline?
This will depend upon your individual programme of study. Once you know the submission date you are in a position to manage your time effectively. Always allow more time than you think you need, not only do learners tend to under-estimate how long each stage takes but life has a way of taking us by surprise!

2. PLANNING YOUR APPROACH

How am I going to generate ideas?
 In this instance you are tasked to select a topic that appeals to you, some issue that is affecting your role in the workplace. What you choose depends very much upon what your job actually is but a useful place to start is to think of anything that has made the news recently (many broadsheet newspapers are accessible over the Internet). For example, manufacturing workers might be concerned about the transfer of jobs overseas, service industry workers need constantly to attract and keep customers, most businesses complain of over-regulation, many unions of the adverse effects of endless cost cutting and of course the issue of lifelong learning, something you are now actively participating in affects workers and companies alike.

Choosing a topic is quite usual in higher education. It is also one that many learners would prefer to avoid; it's much easier to respond to a set question than to formulate one of your own! However, think of this as an opportunity to exercise personal autonomy and explore an issue that interests you. You also need to consider what aspect of the issue you will focus on in what is quite a short piece of work (1000 words) and whether you will examine a narrow topic in some depth or a broader range, less deeply.

A useful way to get started is to find out the title of the trade press that covers your area of work. Many companies also have an in-house magazine. If you are unsure, try an Internet search using keywords such as 'trade press retailing' (UK) or 'food retailing trade press, 'lifelong learning at work' etc. Be adventurous in your search terms! If you encounter subscription websites, move on!



Building a workable plan
At this stage, the purpose of a broad sweep of the literature is to help you 'select a contemporary issue that applies to your work role'. Once you have settled upon a topic area, the next step is draw up a basic plan to shape your report. It can be useful to formulate a set of questions you want your enquiry to answer, for example, this might include:

· Defining the issue - what is it you will be writing about? 

· Contextualising the issue - how did this issue come about ie what's the background? 

· Relevance - why is it important ie what makes it an issue? 

· Impact - what areas of the workplace does the issue affect and how?

· A range of views - are there two or more than two, sides to this issue?

· Evaluation - what are the main arguments and the facts that support them? 

· Conclusion - based upon what you have read, what is your informed opinion? 

· Implications - what are the implications for the future with respect to this issue? 

Generating ideas to research
Bearing your plan in mind, the task now is to take a more specific approach. How you settle upon a list of keywords to search for information will depend to some extent on the topic and your personal learning style. Try jotting down some general prompts of your own but don't forget that talking with work colleagues or people affected by the issue in some way (we are all consumers!) is a valid way of generating ideas. Learners often worry about involving other people in their studies but discussing a topic can be a very useful way of prompting thoughts and confirming ideas. This is very different from plagiarism, which is passing other people's work off as your own.

Remember that finding information, the next stage we shall look at, is an iterative process based upon the content of the information that you find. Your search plan should be sufficiently flexible to let you alter it either slightly or significantly in the light of the information you uncover.

3. FINDING INFORMATION

Where to start?
The three main sources are books (texts), journal or press articles and websites. For this assignment you need to access at least three sources but the combination is up to you. It is not the form of the data that is important; it is the content, your understanding of it and how you use it.
The generating ideas process will have resulted in a range of keywords to guide your search of the Internet and/or electronic library catalogues. Just as you earlier adopted a flexible, imaginative approach to search terms in order to find a topic to write about, you need to do the same here. As you progress you will gain confidence and knowledge of how your search engine or the library catalogue works best.

Keeping a log of your activities for part 2 of this task
Whenever you are asked to produce a reflective account of a process, it is useful to jot down what you did, why, and to what end, as you go along. This then acts as the basis for your final write up. Record also the highs and lows of the process, you will almost certainly find gems and dead ends, make a note of how you felt at these times. The purpose of reflection is to evaluate what works and what doesn't in order to develop effective strategies for the future.

Note referencing details as you access information
Whether you ultimately use the information you find it is important to make a note of all the details required to reference the source accurately (including any page numbers relating to direct quotations) as you go along. You may have to return a library book or have forgotten to bookmark a favourite website. There is nothing more frustrating than being unable to use solid information because you cannot reference it!

4. HANDLING INFORMATION

Effective reading
Remind yourself of reading strategies covered earlier. Learning to 'test the text' using chapter headings, the index and introduction saves time in the library, learning to scan websites and skim read the content (and check authority!) saves time online.

Effective note-taking
Take careful notes in a form that suits your learning style. Use bullet points, sub-headings, perhaps different colours or different areas of the page for different aspects of the topic. They should be comprehensive enough to allow you to work directly from them but not so copious that you have to spend a great deal of time reading through them to find what you want. Refer to your plan to make sure you can answer the questions you set yourself to guide your work.

5. CRITICAL ANALYSIS

Deconstructing information
As you read and note take you are aiming to identify and analyse the arguments within the material you have selected in order to test its objectivity, logic and validity. Think about the model of an argument. What is the author claiming, upon what evidence is that claim based, what is the context (background) and what would be the circumstances in which it could be rebutted? Has the author qualified her/his claim? Remember that in social research (essentially, anything to do with people, their actions and reactions) arguments take the inductive form, human behaviour is about probabilities not certainties!

Analysis is about breaking down a whole using a process of identification, investigation, examination, exploration, consideration and reflection in order to understand the relationship between the parts. Read and think critically, all the time you are evaluating the information as presented, is it objective, logical and valid?

Reconstructing information
This stage is about organising the information you want to use in an order that structures your writing. How you do this depends upon the subject matter and the purpose of your report. You may opt to move from major to minor themes, from the simple to the complex, to compare and contrast advantages and disadvantages or take a chronological approach. To guide you, use your report plan and the knowledge of the subject you have acquired through the deconstruction process. You are looking for a form that essentially has a beginning, a middle, and an end - an introduction, the body of the discussion and a concluding paragraph - let the material speak to you.

Use the conventions of report writing (sub-headings, bullet points) to organise your thoughts. There are also some practical techniques that can help with this process. If you prefer to make notes onto the computer, (learn to) copy and paste so that you can reorganise chunks of information until it takes on a form that flows. (Copy rather than cut, you don't want to accidentally delete carefully analysed notes!). If you prefer pen and paper, copy and cut your notes into arguments and move them around on the desk to the same end.

6. WRITING UP

Before you start 

Remind yourself of the six factors involved in writing effectively generally, to which two more, relating specifically to writing within higher education were added:

1. Purpose: why are you writing? 

2. Readership: who is the audience? 

3. Context: what are the circumstances?

4. Content: what should be included and what omitted? 

5. Style: how should it be written? 

6. Conventions: what rules should be obeyed? 

7. Developing an argument: claims and evidence 

8. Referencing: attributing ideas, concepts, models to its original author 

Signposts and linking phrases
These are methods of helping your reader navigate your writing, to move smoothly from one point to another. Remember the introduction is a signpost in itself. It sets out clearly what you are writing about and how you are going to do that. So you might use key phrases such as:

· This reports investigates the issue of x... 

· It does this by first describing the current debate (context) surrounding this topic... 

· It then discusses (one, or two or more) key factors relating to x... 

· And then moves onto critically analyse each of these factors... 

· It concludes with a summary of the main points and a reflection upon implications for the future... 

Linking phrases are those statements which end one paragraph and start the next smoothly. Signposting and linking are learned skills, be prepared to revisit your writing as it develops.

To paraphrase or quote?
New learners are often tempted to include too many direct quotations. Be confident, paraphrasing - putting things in your own words - demonstrates understanding of the material and the issues involved. Also a raft of quotations leaves the reader to do the work, they have no real idea of how you view what is being said, and why. There is no doubt that some quotations do enhance the quality of a piece of work; use them sparingly (and don't forget the page number and the short/long quote format!).

In-text citations
Get into the habit of referencing within the text as you go along. It is important that your work reads smoothly; including in-text citations at the point of writing helps ensure this and helps you develop referencing skills.

References Section
This is usually completed once you are satisfied with the final draft. It follows on from the end of your report; there is no need to move onto a new page. In this instance, you reference only those sources you have used within the report (otherwise it would be a bibliography). Draw up a list of your sources in alphabetical order of the author's name (or organisation). Use the referencing unit of this resource to remind yourself of the correct format for different sources.

Drafting and re-drafting
Keeping an eye on the word count, it is very likely you will need to re-draft your original piece. Early attempts tend to be over-wordy as ideas spill out, or you may find you have insufficient information and need to return to the finding information stage.

It is very useful at this stage to read your work out loud. Does it make sense? Have you jumped from this point to that with no real link? It is not unusual to find that the order of the discussion paragraphs needs re-organising; perhaps this should come before that, rather than after it? Be creative but disciplined - don't waffle!

Proof reading
There is no substitute for proof reading! Careless spelling, inappropriate terminology, misplaced punctuation and poor grammar all indicate a lack of proof reading. The easiest way to spot errors is to print your work off, leave it to one side for a short time, and then read it aloud for meaning whilst checking the text closely. Everybody makes mistakes but there is the world of difference between that and a piece of writing that is littered with errors. Remember that conventions in writing have come about to enable writer and reader to understand one another regardless of the time/space divide.

If you find these skills particularly difficult to acquire, seek advice. It may be that you have an as yet undiagnosed learning difficulty for which there is much help and support. Many dyslexic learners are highly successful in higher education, there are mechanisms in place to ensure that your work is assessed fairly in the light of a particular condition, provided you and your tutor are fully aware of any needs you may have.

Preparing for submission
Once you have satisfied yourself that you have the final draft of your report, congratulate yourself and leave it to one side whilst you consider how to tackle part 2 of this assignment. Usually in higher education, an assignment with more than one part is submitted as a whole rather than each part individually.

THE REFLECTIVE ACCOUNT
Reflective accounts track your personal experience of an event or process in order to reflect upon your approach, any problems you encountered and solutions you devised in order to summarise your learning to date and guide how you might tackle the same or a similar task in the future.

As you recall from the first assignment, you write in the first-person using paragraphs to introduce, discuss and draw conclusions about your experience. Using the activity log you made at the finding and handling information stages write an account of the process bearing in mind purpose, readership, context, content, style and conventions. Be as honest as you can, this process is designed not only to record your strengths but also those areas that need further practice so that you can acquire the skills involved in writing effectively both within higher education and the workplace.

Submission and Feedback
When you are satisfied with your report and reflective account, please submit according to the instructions for submission as supplied by your institution. If you have been doing the task as a learning process rather than for an actual assessment, it is still important to gain some feedback, from a tutor ideally or a study advisor. 

Well done!
Critical Thinking Skills
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Introduction
Thinking critically about something is the disciplined ability and willingness to assess evidence in order to:

1. Seek a breadth of contradicting as well as confirming information 

2. Make objective judgements on the basis of well supported reasons as a guide to belief and action, and 

3. Monitor one's thinking while doing so. 

The thinking process is 'domain-dependent', ie there are different processes for different knowledge domains (subject areas) but the universal criteria are:

Breath: Wide scope of views

Relevance: Having a significant and demonstrable bearing on the matter at hand

Good Reasons: Rational grounds for an explanation or judgement

Depth: Detailed investigation rather than a shallow glance at an argument/claim

Sound Empirical Evidence: Practical rather than theoretical evidence ie based on observation, experience or experiment

Clarity: Being clear

Precision: Exactness, accuracy

Consistency: Taking the same approach to different material

Fairness: Free from favouritism or prejudice, honest
The Analytical Process
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Introduction
So what exactly does the analytical process involve?

[image: image3.png]To ANALYSE

Breakdown a whole into its
constituent parts to
understand the nature of
those parts through ...

((Examination | | ( exptoration | [ consideration]

In order to understand the
relationship between the

parts





So the aim of analysis is to gain a thorough understanding of the topic under investigation and to see how a particular piece of information relates (or not) to other relevant issues. In this way you are identifying what is going on, or any gaps, and investigating and examining different facets of the topic in order to explore it in depth. Throughout the analysis you will be applying critical thinking skills through asking a series of questions about the material as you read.
Applying critical analysis as you read and making notes about what you have researched helps guide the structure of your writing. The order of your arguments will depend upon the subject but possible approaches include:

· From major to minor themes (macro to micro-scale) 

· From simple to complex 

· Pros and cons 

· Chronological 

As you become more and more familiar with your material you will develop the confidence to try out different ways of organising the body of your discussion. Do not expect to 'get it right' first time! This is an evolutionary process, what you are doing is very much 'work-in-progress'. Exploring ideas, formulating approaches and then discarding them in favour of better ways that emerge as your knowledge of the topic grows is arguably the most valuable part of the learning experience. It is at this stage we are most deeply involved with our material and most focused upon its rationale and its implications. As you practice analysing critically it will become second nature to you. In fact having acquired this skill, many learners find that it is difficult not to think critically about every piece of information they come across - whether it's the news bulletin, a film, a novel, an advertisement or a conversation. Once you acquire a questioning mind, it rarely stops asking questions!

When you have settled upon what seems, at least for now, a reasonable order of your material, you are ready to begin the process of drafting and re-drafting your complete piece of writing.

There is one final convention you need to understand before you can start the writing process proper, and that is referencing - the crediting of their ideas to the authors whose material you have used.

Referencing
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Introduction
 In this section we will consider:

· The concept of intellectual property 

· Plagiarism 

· References as signposts 

· Referencing systems: Harvard and Numeric 

· Worked examples 

· Variations 

Intellectual property
Intellectual property is knowledge that belongs to an individual or perhaps an organisation where that knowledge has been gained on behalf of the organisation. Knowledge can take many forms: ideas, concepts, theories, practices, models, arguments, research findings and conclusions. Knowledge can also be embodied in a creative product – such as a film or video game or music – and you will probably be aware of the debate about piracy of such products – which at heart is also about ownership/ recognition, and payment. Thus the terms may be different but plagiarism and piracy have much in common. 

If you undertake some primary research, for example, you survey the people you work with to find out what they think about a particular procedure, those findings and the conclusions you draw from them will be your intellectual property. When you turn to existing published research in books, journals or websites, together generally referred to as 'the literature', you are undertaking secondary research and academic convention requires that you credit the original creator of the knowledge with ownership of their intellectual property.

Holders of intellectual property are entitled to receive payment for it; it is the product of their labours. It can sometimes be difficult to see the link between an author and a payment, as many study resources are free at the point of delivery. However, if you borrow a book from a library, the author, via several intermediaries will ultimately receive payment for it. If you access journals in a library, again, the organisation running that library will have paid a subscription for it. If you access online journals through an educational institution, eg a college or university, that institution will have paid for software licences to enable you so to do. The only place where information might truly be said to be free is on the World Wide Web, although some sites do charge if you wish to access more information than is supplied in an abstract (a summary of the contents) or review.

So the primary purpose of referencing is to ensure that ownership of a particular piece of knowledge is credited to its original author. This convention is so serious in academic writing that failure to credit - plagiarism or the illegal use of knowledge has serious consequences.

Plagiarism
Plagiarism then, is the deliberate or inadvertent theft of someone else's work and claiming it as your own. It is such a crucial concept and carries such serious consequences in academia that it is vital that you have a firm grasp of what is legitimate and what is illegitimate practice when using another author's work. Note the term inadvertent; accidental plagiarism is viewed just as seriously, ignorance of referencing conventions is no defence!

There are four main types of plagiarism: 

· Cheating 

· Copying 

· Collusion 

· Paraphrasing 

In each case we will consider what these are, and the illegitimate and legitimate circumstances relating to each.

Form of Plagiarism
Legitimate Practice
Cheating
The deliberate use of deceit to pass someone else’s work off as your own 

NONE, ever! 

Copying
Making something similar or identical 

You may only use a direct quotation ie a faithful reproduction of an exact term, phrase, sentence or paragraph if you credit it to the author(s). Direct quotations always include the page number so that readers can locate the exact page eg Smith and Spurling, 2001, p3. 

Collusion 
Secret or illegal co-operation to deceive by two or more people 

This can be confusing as the learning process often involves collaboration ie group work. Check with your module tutor exactly when group work ends (eg the research process) and independent study begins (eg an individual authored report). 

It may be that the whole project is, in fact, a legitimate collaboration (eg group presentation). It is your responsibility to find out! 

Paraphrasing 
To express meaning using different words 

This means putting someone else's idea (s) into your own words. To be legitimate you must always credit the originator. 

You may be aware that there is now sophisticated plagiarism detection software available and widely used in HE, such as the Turnitin programme. 
Many courses now require students to put their assignments through Turnitin themselves and hand in the analysis alongside their assignment, rather than relying on tutors to detect possible plagiarism. It is crucial therefore that you learn early on what plagiarism is and how to avoid it.

Referencing systems
There are two main referencing systems that you will encounter in your studies: the Harvard system, known as the author/date system and the one that is used in this resource, and the Numeric system. Which referencing system you use depends upon the subject you are studying ie referencing is 'discipline-dependent'. You must always check with your tutor which system you should use.

Let's take a single quotation and see how the same in text citation and corresponding reference appears depending upon which system is used.

Harvard System: a system of presenting citations and references whereby the citation in the text consists of an author's name and a date of publication and the references section is ordered alphabetically regardless of the source of the information. 

Eg Niven (2003, p55) argues, "The moon's a balloon". 

Numeric System: a system of presenting citations and references whereby the citations in the text are numbered in the order in which they appear with a corresponding numbered list of references (superscript or bracketed). These appear as either footnotes on each page, or at the end of the text, depending upon the subject area. 

Eg Niven1, p55 argues, "The moon's a balloon". 

The important thing is to be consistent. 

A further discipline-dependent element is whether you should include a references section or a bibliography. 

A references section is a list of the sources referred to in text ie information you have used. 

A bibliography is a list of all the sources you accessed; regardless of whether you ultimately used it. 

These terms can wrongly be used interchangeably, always check with your tutor whether you should list just the sources you used or all the sources you accessed. 

Important!
Note referencing details when and as you access information, including page numbers for direct quotations. There is nothing more frustrating than being unable to use information because you cannot find the reference! Many students find the most efficient way of working is to set up a spreadsheet or table to ensure they capture all the required detail, in the right order in which they will need to present references for their reference lists. This will help you avoid forgetting to collect one detail – eg the place of publication of books is a common omission, without such a consistent system of collecting references.
Worked examples
We will now look at where you might find the referencing information when using a book, a journal, an online journal or a website. Note that the same information is required for both systems, Harvard and Numeric, the difference between the two concerns how they are cited in the text, and organised after the text. 

Book: 
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Neary, M. (2002) Curriculum Studies in Adult Education Cheltenham: Nelson Thornes Ltd 

Format: author surname, author initial(s), (date of publication always in brackets) title of book always emphasised, underlined or italic - be consistent - place of publication: colon, name of publisher.

Journal:
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Pink, B. (2003) Truancy: A never-ending problem? In Journal of Education Studies, Volume 37, Issue 2, pp18-28 

Format: Author surname, author initial(s) (year of publication) title of article then add the word In title of journal emphasised, Volume number, Issue number, pages on which the article appears.

Online journal:

in higher education, it is usually possible to access journals either as hard copies retained in the library (Learning Centre) or through the electronic library system using the internet and passwords supplied by the university. In this example we take the same journal as that shown above, but in its online format. The reference must indicate the fact that this is the online version.
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Pink, B. (2003) Truancy: A never-ending problem? In Journal of Education Studies, Volume 37, Issue 2, pp18-28. Available from [WWW] http://ejournals.ebsco.com/direct.asp?ArticleID=52Y4C50RB41EGQRPF09K Viewed May 2004 

Format: the first part of the reference is exactly the same as for the hard copy. The Internet reference uses the symbol [WWW] to indicate that a URL (Universal Resource Locator, the website address) is to follow. Then type in the word Viewed and add the month and year.

Website: 
It is important to check that you are using a reputable source for information taken from the web. If you have used a search engine, eg Google or Jeeves you will be taken straight to the document containing the keyword you searched with. To check upon the scholarly validity of the information you want to use, go to the home page of that site. You can also check the suffix (top level domain indicator) of the website address, eg: 

www.whatever.ac.uk (UK university)

www.whatever.gov.org (UK government department)

www.whatever.co.uk (UK commercial organisation)

www.whatever.edu (USA university)

www.whatever.com (USA commercial organisation)

www.whatever.edu.au (Australian university)
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 Literacy Trust (2002) Reading is Fundamental, UK Available from [WWW] http://www.literacytrust.org.uk/rif/index.htm Viewed May 2004.

 This organisation has updated its website and name in 2010. Therefore the website looks different, but this example of how to reference a website remains valid.
Format: Author surname, author initial(s) or organisation name (date of publication*) title of webpage emphasised. Indicator of website URL and date viewed as above

*It can be difficult to ascertain the date of publication of a web page. Check the pages you are researching and the Home Page, the date the website was last revised or update will suffice as this indicates that at that date, the information was correct. As a last resort you may use (n.d) or (nd) to show that no date was available. 

Let's now take three of these resources, the book, the online version of the journal and the website and by means of a short piece of text, see how both the Harvard and Numeric system would appear in practice.

Harvard System

Neary (2002, p102) argues, "The pattern of illiteracy is set in the early years", a theory supported by the Literacy Trust (2002) who surveyed 2,500 adult remedial readers. The problem is compounded by persistent truancy especially in Key Stages 3 and 4 (Pink, 2003).

References
· Literacy Trust (2002) Reading is Fundamental, UK Available from [WWW] http://www.literacytrust.org.uk/rif/index.htm Viewed May 2004 

· Neary, M. (2002) Curriculum Studies in Adult Education Cheltenham: Nelson Thornes Ltd 

· Pink, B. (2003) Truancy: A never-ending problem? In Journal of Education Studies, Volume 37, Issue 2, pp18-28. Available from [WWW] http://ejournals.ebsco.com/direct.asp?ArticleID=52Y4C50RB41EGQRPF09K Viewed May 2004 

Numeric System

Neary1, p102 argues, "The pattern of illiteracy is set in the early years", a theory supported by the Literacy Trust2 who surveyed 2,500 adult remedial readers. The problem is compounded by persistent truancy especially in Key Stages 3 and 43.

1. Neary, M. (2002) Curriculum Studies in Adult Education Cheltenham: Nelson Thornes Ltd 

2. Literacy Trust (2002) Reading is Fundamental, UK Available from [WWW] http://www.literacytrust.org.uk/rif/index.htm Viewed May 2004 

3. Pink, B. (2003) Truancy: A never-ending problem? In Journal of Education Studies, Volume 37, Issue 2, pp18-28. Available from [WWW] http://ejournals.ebsco.com/direct.asp?ArticleID=52Y4C50RB41EGQRPF09K Viewed May 2004 

Notice how in the Harvard system, the references section is organised in alphabetical order of author surname (or organisation) regardless of the type of source but in the Numeric system, the references are organised in the numerical order in which they appeared in the text. Also note that you cannot tell from the in-text citation, what the source was, there should be no website addresses or book/article titles in text.

Many University library web sites offer guidance on how to reference too – a very comprehensive and up to date one is available for download, for example, from Bournemouth University at:
http://www.bournemouth.ac.uk/library/citing_references/docs/Citing_Refs.pdf
To Paraphrase or Quote?
To paraphrase, as we have said, is to express someone else's ideas in your own words. It is, in fact, an academic writing skill because it demonstrates that you have understood the concept and are able to use the knowledge appropriately. In this way, you are likely to earn higher grades than if you simply use a series of quotations to argue for or against your case (remember balance!). You always reference the source of your material eg:

 

Paraphrase: Harvard

 Brown (2004) is a keen advocate of learning styles.

 Learning styles are critical to reaching learners (Brown, 2004).

 Paraphrase: Numeric

 Brown6 is a keen advocate of learning styles.

 Learning styles are critical to reaching learners6.

However, there are occasions where a quotation adds to the quality of your work, especially if it emphasises an important point. There are two types of direct quotations, short and long.

Short quotes are less than 15 words long and are incorporated into a sentence, which means that the full stop comes after the close quote symbol you use. You can use either "double quotes" or 'single quotes' but be consistent.

Long quotes comprise 15 words or more. They are set apart from the main text by a line space and then indented by equal distances from the margins. They never have quotation marks.

Examples (Harvard System)
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‘Thus the factors of production are redefined:; it is cognitive not physical power that will fuel
future ccanomic prosperity and social cohesion (Blunket, 2000). The bedrock of success rests
upon “raising the quality and productivity of human capital® (Brown and Lauder, 1999, p34).





Secondary sources
In this instance you are reading an article by a particular author and they refer to the work of another author, whose work you personally have not read. To indicate in the text that you are citing a secondary source you use the term 'cited in'. In the references section, you only put the details of the primary source.

For example, you want to use an argument in a book by Neary who has referenced McGaghie et al. (1978) as the primary source. You could either paraphrase the concept, or quote directly (note where the page number goes):

· The desirable attributes of a professional are determined by many influences (McGaghie et al, 1978, cited in Neary, 2002). 

· According to McGaghie et al (1978, cited in Neary, 2002, p47), the 'desirable attributes of a professional are determined by many influences'. 

Referencing variations
Here we have dealt with the basic sources of information, a book, journal and website where the work is attributable to one author/organisation. There will be occasions where you encounter more than one author, editors, different editions, and other types of material. University Learning Centres usually supply referencing fact sheets and there is a wide range of online referencing tutorials. Referencing is not something you 'try to remember', use a fact sheet until you become familiar with the system.

In the meantime, some of the variations you may need to consider are:

Two authors:
Cite both surnames eg Brown and Lauder, 1989

Reference: Brown, R. J., Lauder, B. (1989) The New University London: Penguin.

Multiple authors
Cite the first surname followed by the phrase 'et al' which simply means 'and others' eg Crosby et al (2002). Some disciplines prefer the words et al to be italicised thus: et al. 

Reference: Crosby et al (2002) Teaching Adults Buckingham: Open University Press

Acronyms
Make sure that the first time you use an acronym you write it out in full, followed by the acronym in brackets eg The Department for Education and Skills (DfES) (2003). From then the acronym can be used eg DfES (2003).

Any edition other than the first
This is made clear by the publisher eg Third Edition. Reference the book in the usual way but indicate the edition eg: Bun, A. (2004) Volcanoes (3rd ed) Bristol: Penguin Books Ltd

 

More than one source by the same author published in the same year
Suppose you have two DfES reports both published in 2003. To indicate that they are separate documents you apply sequential numbering both in text and in the references section

eg DfES:1 (2003) and DfES:2 (2003)

A chapter in a book with editors
Academic books often comprise a series of chapters or sections attributable to different authors. One or more editors then edit the collection of works to produce a cohesive whole, eg: 

Davis, J. and Brown, W. (eds) (2004) A Tale of Widening Participation London: Varsity Press

You want to use the ideas of the author of chapter 3, Roger Philips taken from Chapter 4 titled Participation or Just Access?

In-text cite Philips directly eg (Philips, 2004)

Reference: eg Philips In:

Philips, R. (2004) Participation or Just Access? In Davis, J. and Brown, W. (eds) (2004) A Tale of Widening Participation London: Varsity Press

A newspaper
If the article has an author, reference within the text in the usual way eg (Pink, 2004). If it does not, cite the name of the newspaper eg (The Times, 11 November, 2003). Note that the date of publication is extended to reflect the fact that newspapers are published daily.

Writing Up
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Introduction
It is at the writing up stage that all the different strands and skills you have learned are demonstrated. As you start to write you need to bear in mind the factors involved in written communication generally:

1. Purpose: why are you writing? 

2. Readership: who is the audience? 

3. Context: what are the circumstances? 

4. Content: what should be included and what omitted? 

5. Style: how should it be written? 

6. Conventions: what rules should be obeyed? 

And in writing within higher education specifically:

7. Developing your argument through critical analysis 

8. Referencing 

The start point for this stage is a likely structure organising how your arguments will be set out and some possible conclusions. The first task is to look to the technical requirements of the end piece. Remind yourself of the word count and divide the content into balanced chunks.

You will have three main parts, the introduction, the body of your discussion and the conclusion. Each part needs to clearly signpost to and link with the next part so that your work flows smoothly. 

Signposts
Signposts are phrases you use to help your reader navigate your writing. They introduce and indicate the structure of an argument and are particularly important where it is changing direction. For example, if you are presenting two (or several) approaches, a poor way is to simply present one and then the other(s) as this leaves your reader unclear as to which you accept. A better way is to preface your descriptions with a statement saying that there are two (or several) approaches and that you will deal with them in turn, criticising as necessary. You can either then deal with them in the order of least credibility, or you can say that you will provide a summative interpretation at the end.

The introduction comprises a series of statements that act as signposts to the whole piece. You identify the key issue(s) and point to the themes and structure of the piece. Often this can be done best by considering how academic debate on the topic has developed, the kind of evidence involved and the types of argument to be pursued. Short introductions are more effective; each statement should be a concise summation of an intention or direction. In essence this is where you introduce the topic, the particular angle you are focusing upon, what you are going to do, how and in what order. Study the diagram below for some useful examples of signpost statements:
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Linking phrases
Linking phrases are also signposts but they serve specifically to indicate a change in direction as the discussion moves on. The final statement of one paragraph should smoothly introduce the new idea contained in the next. They guide your reader through your thinking processes all the way to your conclusions. In this way your conclusions can be clearly seen as reasoned and reasonable. The conclusion draws together the strands of what has gone before (no new information is ever introduced at this stage) and considers whether an answer can be given or one approach has more merit than another depending upon the objectives of the piece.

Style
How you write takes into account your readership and your personal style. It is useful to consider the styles you encountered during the critical analysis stage. A good way of testing your style is to read what you have written out loud, if you are gasping for breath at the end of a sentence, it is likely it is too long! If you realise you have just 'jumped' from one idea to the next, you need to review how best to link the two ideas. It is usual to write in the third person in academic writing but if part of the brief is to include a reflective element ie to consider how the theory you have uncovered applies to your personal experience of practice then moving from the third person to the first and back again is an acceptable way of achieving this. Think about terminology, are you using too much 'jargon', have you clearly explained the meaning of any jargon you may have used? 

Paraphrasing was discussed in the context of referencing. Putting another author's ideas in your own words not only demonstrates clear understanding of the topic but also is smoother to read.

Referencing
In-text citations should be included as you go along so that your work flows. This is because when you paraphrase, the reference forms part of the sentence or statement. It is also very difficult to go back over a large piece of work and insert all the necessary citations. Referencing is like any other skill, it takes time and practice to acquire but the more you do the more intuitive it becomes.

The references section is best left to the end because as we said, only work you use is included in it unless you are specifically requested to produce a bibliography of all the sources you accessed whether you ultimately used them or not. 

Drafting and re-drafting
It is usual to write several drafts of a single piece of work. This is because the process of writing generates ideas, reveals gaps and suggests alternative ordering strategies. Early attempts are likely to be 'wordy', perhaps simplistic or repetitive as you sort out your ideas. Re-drafting helps tighten up the quality of your writing, the more concise and precise you are the more ground you can cover within the word count. Always have a thesaurus to hand; perhaps you could use one word to replace half a dozen. Varying your phrasing adds interest, it is important to keep your reader interested! It is tempting to use the thesaurus facility of your word processing package and this can be a useful start point but check in an actual thesaurus that you do, in fact, have a reasonable alternative - not all suggestions suit all sentences!

Proof reading

Proof reading means checking your work for errors as you go along. A useful way of doing this is to print off what you have done so far and check each word. Reading out loud can indicate a clumsy sentence or poor punctuation.

A failure to proof read suggests poor organisational skills, and a lack of respect for your reader. Everybody makes mistakes but there is a world of difference between that and asking your reader to plough through a long piece littered with errors. After all, if you cannot be bothered to read your work, why should they!

Technical skills
Technical skills cover aspects of writing such as:

· Vocabulary 

· Spelling 

· Grammar 

· Punctuation 

And IT skills such as

· Setting margins 

· Setting line spacing 

· Selecting a font style and size 

· Inserting page numbers 

If you are uncertain about your technical or IT skills there are many study guides available and or online tutorials you can investigate. Here, we will consider each of these skills briefly.

 

Vocabulary
Every subject has its own forms of expression or 'discourse'. Using the correct words and the accepted form of placing them in sentences are also important features of academic writing. The purpose of subject-specific terminology is to enhance, never to obscure meaning, explain terms and acronyms the first time they appear in your writing.

Common errors include confusing homonyms. Homonyms are words that sound similar but have quite different meanings and sometimes spellings. Examples include: manner, manor or they're, there and their.

Spelling
Correct spelling is an essential part of academic writing. Do not rely solely on your computer spell-checker. It will not detect homonyms (see above) and it will not detect a typing error that results in a word that is correctly spelt but not the one you intended. For example: 'there is nor yet evidence' that rather than 'there is not yet evidence' is an absolute giveaway that you have not proof read your work!

No matter what our age the basic method of learning to spell still applies:

READ the word

SAY the word

COVER the word

WRITE the word

CHECK the word

Once you learn a correct spelling, make a note of it. It is a good idea to keep a list of 'useful' words as you encounter them in other authors' work. 

Grammar
Grammar is about sentence construction, including sense and tense. The basic rule is that all sentences must start with a capital letter, contain a finite (main) verb and end with a full stop. Short sentences are preferable to long sentences. This is where redrafts are particularly useful. Early writings tend to be quite 'wordy' as ideas tumble out. The rule of thumb is that no sentence should be longer than 12 -15 words. To shorten sentences, use active verbs rather than passive verbs: the subject of an active sentence performs the action of the verb: 'I threw the ball.' The subject of a passive sentence is still the main character of the sentence, but something else is performing the action: 'I was thrown [by the horse].'

 

We have said that academic writing is usually in the third person eg 'It is considered that . . .' rather than 'I think'. However, if you are directed to draw upon personal experience or learning in the light of the module, use the first person singular when writing that part of the essay eg 'I found that . . .' never 'we' or 'one'.

Remember, singular subjects need singular verbs; plural subjects need plural verbs. My brother is a nutritionist. My sisters are mathematicians.

Punctuation
Punctuation communicates meaning to your reader. It serves as a series of signposts that indicate the way in which meaning is intended. Accurate punctuation always enhances a piece of writing; poor punctuation always detracts from it. Remind yourself of the role of each form of punctuation:

Full stop '.' always terminates a sentence, the expression has, if you like, come to an actual 'full stop'.

Commas ',' separate elements within a sentence but only where to do so illuminates the meaning. This is evident in a list of activities eg search prism, reserve books, visit library and collect. Notice there is no comma before the final 'and' in a series. Do not use a comma where you think you might take a breath. Commas are also used for marking off additional information that is inserted into a sentence. A comma can never end a sentence, nor is it ever followed by a capital letter.

Parentheses (brackets) also mark off additional information that is inserted into a sentence but are reserved for situations where that information is really extraneous eg the books have arrived today (they were so expensive!) and have been left in your office.

Hyphens '-' or dashes, either side of the item - are rarely acceptable on their own doing the work of a comma - like this! If they are used there is a space either side of the dash. A hyphenated word however does not have a space on either side of the hyphen eg long-term.

Colon ':' appropriate where the subject matter of the second sentence or clause follows sequentially from the first: for example, when giving a list of things or ideas.

Semi-colon ';' most useful for breaking sentences whose content is so closely linked that a full stop is too much of a break; but make sure that the clauses on either side are main clauses.

"Quotation" 'marks', double or single quotes are acceptable provided your style remains consistent throughout. 'Don't forget to close them.'

 

Exclamation marks '!' To be used extremely sparingly in academic writing, if ever, given that their purpose is to terminate an emphatic declaration, which is rarely the appropriate tone for academic writing.

As you work through the questions, scoring as you go, remember this audit is designed purely to indicate which skills you feel confident you have and which you might usefully spend time developing. It is not a quiz nor is it a competition! Rather, it is for your personal use, although of course your online tutor is on hand to discuss any issues you may wish to raise as a result of completing it, so be honest.

Finally, a punctuation mark that deserves a section of its own because it seems to trip up so many writers, the apostrophe.

Firstly, there are no nouns which take an apostrophe when forming a simple plural eg one book / many book's is wrong every time.

Apostrophes are about either contractions ie missing letters or possession.

Contractions are inappropriate in academic writing eg can't, won't, didn't (cannot, would not, did not). It's is a contraction of it is which is the only time it ever has an apostrophe.

So that really only leaves possessive forms to think about.

Think who/what the noun belongs to and how many of them there are: one boy (singular) has some books would be 'the boy's books'. If a group of boys have several books the statement would read 'the boys' books'.

Placing the apostrophe before the s indicates single possession, after the s, plural possession.

However some words change in the plural eg the child's book, the children's book. Because the plural is already indicated by the change the apostrophe is placed before the s.

Inanimate objects and concepts can also 'own' things within a sentence eg the week's takings, next year's calendar, the moon's eerie glow etc.

Word Processing (IT Skills)
All academic writing is expected to be word-processed. You must check with your tutor for presentation elements that relate to your subject but there are a few general guidelines.

· Make sure you include your name, the module title and code and assignment heading on the first page. 

· Leave wide margins around the text for the marker's comments 

· Use a legible font and size eg Arial or Times New Roman size 11 or 12. 

· Use 1.5 or double line spacing for clarity 

· Insert page numbers so that the marker is certain they have all of your work 

The final proof read
A final proof read prior to submission is essential. You may have intended to make corrections and not done so, or failed to spot errors that emerge through the editing process. Print the document off and leave it to one side. The danger of immediate proof reading is that when we are involved in the task, we tend to see what we intended to type/write, rather than what we actually did write/type! A break helps alleviate that problem. If possible get someone else to read it through too. The main tip is to read with a view to finding errors rather than hoping for the best. When you are completely satisfied, then you are ready to submit. 

Reviewing Learning and Planning for next steps
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Summary
In this final section, the focus is on drawing together and capturing your priorities and identifying what your next practical steps need to be.

Each of you is an individual and you will need to take your own initiative in developing a way forward - an action plan - which is workable for you, but there are some prompts offered here to help you, and remember that many other resources, organisations or people have been mentioned who may also be able  help you in more detail – but only if you ask!

You will have been developing your portfolio of ideas and your responses to activities and extended writing tasks whilst working through the various sections, and you can draw upon these to review where you are now and think about what you need to do next. 

Your plans for actions might be at micro level – for example choosing and acquiring a study skills text relevant to your sector and studies, through medium level tasks – such as deciding to ask for a mentor at work to support the work-based elements of your studies, or very large actions such as deciding on a career change or applying for a more senior role, using your new found confidence and self-knowledge.

Only you can draw together the threads of what is most important for you to focus on next. Good luck with this final task and for your future.

Hopefully you have found using this resource valuable, have gained a variety of work-based or tutorial feedback on what you have done so far, and have learnt to become committed to continuing your learning and professional development for life. 
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To develop a simple but clear action plan, follow these steps:

One: using the documents you have already developed and any other thoughts and ideas you have, create a set of ‘things to do’. You can do this by simply making a long list or by using a more sophisticate technique such as mind-mapping if that’s how you like to organise your thoughts. However you do it, go for capturing as many as possible. At this stage they don’t need to be ordered in any way. 

Two: start to organise your ‘things to do’ by:
- Breaking broad or complex tasks down into smaller sub-tasks or steps where appropriate
- Arranging them into the order in which they should be done
- Prioritising them into High, Medium or Low priority

Three: transfer your organized tasks onto an action plan, identifying the actions needed, the help you could draw on, any constraints and the timescales for each one.

You could use the simple action plan template provided here. Alternatively you could develop a template to suit yourself or adapt one from one of the many websites there are which offer guidance and templates on action planning. 
	Notes


