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HELPS Intensive Writing Program Overview
Day

Day 1

Day 2

Day 3

Day 4

Day 5

Learning objectives

Content

To understand different types of
assignments and their requirements

Characteristics of academic writing

To analyse assignment questions and
plan for assignments

Analysing assignment questions and types
Writing practice

To methodically plan for assignments

Planning and researching an essay

To develop efficient research skills
necessary for academic writing

Library database research

To develop and practise academic
reading skills and note-taking skills

Reading and note-taking skills

To write coherent paragraphs in
academic style

Writing practice

Paragraph writing
Writing practice

To correctly use Harvard (UTS)
referencing style conventions

Referencing

To edit and proofread written work

Writing Practice

To identify and understand common
grammatical errors

Essay structure

Common grammar errors
Editing and proofreading
Feedback
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Thinking skills for academic studies
What is expected of university students?
University students are not only required to acquire knowledge and demonstrate their comprehension of
what they have learnt, but they must also be able to show that they are able to apply that knowledge
appropriately within their discipline.
In order to further progress along the continuum of learning, they must be able to analyse and synthesise
information, theories and concepts, and then critically evaluate such information to question its validity,
further develop ideas, make recommendations, devise solutions, and discuss implications.

Adapted from:
Vanden Zander, W. J., 1984, Bachelor of Building in Construction Economics – Preparatory Studies, course notes, UTS, Sydney.
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Fail versus High Distinction
Fundamental idea: The cat sat on the mat
Fail
The cat sat on the ground.
Fail/Pass
The cat sat on the mat.
Pass
The cat sat on the mat. The outcome of this was that the mat became flat, and this indicates that cats
should be kept off mats.
Credit
The cat sat on the mat. The outcome of this was that the mat became flat, and this indicates that cats
should be kept off mats. Studies by Smith (1996, p. 7) show that cats sitting on mats have a positive effect
on mat compressibility.
Distinction/High Distinction
The cat sat on the mat. The outcome of this was that the mat became flat, and this indicates that cats
should be kept off mats. Studies by Smith (1996, p. 7) show that cats sitting on mats have a positive effect
on mat compressibility. In contrast, Brown (1997, p. 34) claims that cats do not make mats flat. However,
his observation was based on a study of newborn kittens so this cannot be judged as reliable. Therefore, if
mats are to be kept in an uncompressed condition, it is preferable that cats not be allowed to sit on them.
Adapted from:
Jones, G. 2006. UOSS Course, The Learning Centre, UNSW, Sydney.
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Characteristics of academic writing



ACTIVITY

What is happening in each of the following examples that makes the writing more formal?
Informal spoken – vocabulary

Academic writing – vocabulary

a lot of; good/bad; go up/go
down/stay the same

a considerable amount;
beneficial/ favourable;
increase/ decrease/ stabilize

Retirement is something most
of us must face sooner or later?

What is the difference?

Retirement is inevitable?

illness; food; gadgets

respiratory infection;
traditional Italian cuisine;
portable electronic devices

can’t; doesn’t; won’t

cannot; does not; will not

Researchers looked at the way
strain builds up around a
geological fault.

Researchers examined the way
strain intensifies around a
geological fault.

It caused a really big reaction.

It caused a considerable/
dramatic/ explosive/ significant
reaction.

Everybody needs his own copy.

Everybody needs his or her own
copy.
Or
Everybody needs their own
copy.

Informal spoken – sentence
structure

Academic writing – sentence
structure

The situation deteriorated. It
was because people did not
communicate well with each
other. The issues were
eventually addressed, but it
was too late. Then the project
had to be cancelled.

In spite of the belated attempts
to address the problem, poor
communication led to an
irreversible deterioration of the
situation.

Toxic chemicals are handled
carefully in industrial
environments

What is the difference?

Careful handling of toxic
chemicals in industrial
environments … is a necessary
safety measure.
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In conclusion, in this essay I
have argued that
multiculturalism is good for
economic development.

In conclusion, in this essay it is
argued that multiculturalism is
beneficial for economic
development.
Preferable:
The argument that
multiculturalism is beneficial
for economic development has
focused on … (a list of the
essay’s main arguments).

Most of the eye tissue is
transparent. Consequently, the
frequency and focus of the
laser beam can be adjusted.

Because most of the eye tissue
is transparent, the frequency
and focus of the laser beam can
be adjusted.

Nurses must take into
consideration allergies,
medication, medical conditions
and so on.

Nurses must take into
consideration allergies,
medication and medical
conditions.

What is a team? A team can be
one person but will usually end
up including many more.

A team can include one person
but usually involves many
more.

Informal spoken – style

Academic writing – style

We conducted the research
over a six-month period.

The research was conducted
over a six-month period.

There is no way that the design
concept can be implemented
within the budget

It seems unlikely that the
design concept can be
implemented within the budget

Everybody knows that we have
had a good year. You can see
from the graph that sales have
gone up significantly over the
quarter.

It is generally accepted that this
year has been favourable with
respect to profit margins. As
can be seen from the graph,
sales have increased
significantly over the quarter.

It is my belief that ... I am

It can be concluded that … In

sure that ...

light of the evidence …

What is the difference?

It can be argued that …
It is evident from the data
that …

5

Academic writing – expressing
opinion with evidence to
support it

What is the difference?

The fact that prescribing antipsychotic drugs to patients
suffering from post-operative
dementia care is harmful has
been supported by Matheson
(2007). Her study indicated that
recovery rates were 20% faster
for patients given daily therapy
in the form of specially
designed mental exercises.
** Can you find other authors
and compare what they say
about this issue? Do you think
the ideas of the authors are
valid?
Source: ELSSA Centre 2011, Intensive writing program, UTS.

For a comparison of formal/informal writing, refer to pp. 35-36 in:
UTS Business School 2014, Guide to writing assignments, UTS, viewed 20 June 2014,
<http://www.uts.edu.au/sites/default/files/business-writing-guide-2014.pdf>.
For more detailed information on academic writing:
UniLearning 2000, Academic writing, The University of Wollongong, viewed 20 June 2014,
<http://unilearning.uow.edu.au/academic/1a.html>.
For a list of the most commonly used academic vocabulary:
Victoria University of Wellington 2010, The academic word list, viewed 13 March 2012,
<http://www.victoria.ac.nz/lals/resources/academicwordlist/information>.
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The academic writing process
ESSAY QUESTION
•

Understanding links to the course

•

Clarifying key terms

RESEARCH
•

1500 words (6-8 sources)

•

2500 words (10-12 sources)

READING
•

To gain familiarity with the topic

•

To understand the question

READING/WRITING
•

Note-taking

•

Summarising

WRITING – FIRST DRAFT
•

Rough plan

•

Selecting key ideas + notes

WRITING – SECOND DRAFT
•

Developing key points

•

Paragraph structuring

WRITING – THIRD DRAFT
•

Organising ideas more clearly

•

Checking for logical links between ideas and
back to question
EDITING
•

Checking logic and clarity

•

Checking grammar + spelling

REFERENCE LIST
•

Check reference details
FINAL PROOF READING
•

Minor adjustments
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Analysing an assignment question



ACTIVITY

Sample essay question:
In the last 20 years, rates of divorce have risen significantly in Western countries. Critically analyse some
of the different explanations given for this phenomenon. In your discussion you should consider what
implications these explanations might have for social policy.

1. What is it about? Can you say it in your own words?

2. What do you have to do? (highlight the key words)

3. Are there any limits?

4. Any other requirements?

For more information on planning an essay based on the above question:
Monash University 2012, Language and Learning Online, Sydney, viewed 23 January 2012,
<http://www.monash.edu.au/lls/llonline/writing/index.xml>.
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Task words



ACTIVITY

justify

analyse

criticize

describe

contrast

prove

define

explain

evaluate

discuss

summarise

compare

1. Say in what ways two (or more) things are different from each other: ____________________
2. Explain an item or concept and consider it from different points of view, then give your own opinion:
____________________
3. Point out mistakes or weaknesses as well as favourable aspects of the subject; requires a balanced
answer: ____________________
4. Demonstrate the logical arguments and/or evidence for a proposition: ____________________
5. Give the main points briefly: ____________________
6. Take apart an idea, concept or statement in order to consider all the factors it consists of:
____________________
7. Determine the importance of something; make a judgement after carefully assessing the evidence;
appraise: ____________________
8. Give good reasons for a position or argument: ____________________
9. Say in what ways two (or more) things are like each other; sometimes includes the idea of contrast:
____________________
10. Make clear; give reasons for: ____________________
11. Give an account or outline; say what something is like, how it works, etc.: ____________________
12. State precisely the meaning of a word or concept: ____________________
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Essay structure

Source: Rao, V., Chanock, K. & Krishnan, L. 2007, A visual guide to essay writing: how to develop and communicate argument,
Association for Academic Language and Learning, viewed 14 June 2012,
<http://aall.org.au/sites/default/files/documents/essayWritingVisualGuide.pdf>.
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Writing genres

11

12

Types of reports
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Report structure
Report sections

Notes

Title Page

Report title
Your name, and the name of who it is for
Submission date

Executive Summary

Overview of everything in your report – e.g. Purpose;
Method/Results/Discussion; Conclusion and
Recommendations

Table of Contents

List of numbered sections (headings/subheadings) and page
numbers

Introduction

Background to topic/area of interest; purpose; outline of
report’s structure

Body – Discussion

Headings and subheadings which reflect the contents of
each section

Method/Results/Discussion
Objectives/Analysis/Discussion

Make sure headings are written in parallel language form
For a research report, results section should present
findings and discussion section should interpret them

Conclusion

States the answer to the original question/purpose of the
report. Answer is drawn from the discussion

Recommendations

Indicates any further work that needs to be done or
identifies the alternative you think best solves or improves
the problem

Appendices

Information that supports your report but is not essential
to its explanation. You must refer to your appendices in the
body of your report

References

List of reference material consulted during your research or
investigation.
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Essay question
Effective use of grammar is the most important feature of academic writing. Discuss.
Preliminary plan

15

Writing practice
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Research stages
Stage 1 – General overview
When you start your research it is better to start generally – have a look via online search engines, or check
your textbook for clues. This will help you to know where to look … are there key authors or sources that
keep turning up?
Stage 2 – To the databases
You need to become familiar with databases that are relevant to your discipline (e.g. ProQuest 5000 and
Web of Science). It is a good idea to keep a record of e-journals that are relevant to your field. The
majority of your sources should be academic journals as these provide specific information.
Stage 3 – Back to the databases
After you have started planning your writing, you will realise that there are gaps or that the majority of the
sources disagree with your ideas. You will need to allow time to return to the databases in order to gain
more information.
Source validity
Unfortunately, some students never gain confidence at using the databases and instead, base most of
their work on websites and textbooks. Below is a table showing the validity of sources:
Most reliable

Reliable

Avoid or use only for an
overview

•

Peer-reviewed journal
articles

•

Journal articles

•

Newspapers

•

•

Textbooks (make sure they
are not out-of-date)

•

Government documents

Online newspapers

•

•

•

Published conference
proceedings

Industry magazines

Corporate, private
source documents

•

Industry organisation
publications, e.g. WHO,
UNESCO, CPA

•

Wikipedia

•

Web pages, blogs, web
articles

17

Scholarly versus popular periodicals



ACTIVITY

Answer the following questions as you watch the following YouTube clip:
Scholarly vs Popular Periodicals 2007, video recording, YouTube,
<http://www.youtube.com/watch?v=VeyR30Yq1tA>.
1. What are periodicals?

2. What are scholarly periodicals known as?

3. What are popular periodicals known as?

4. What is a peer-reviewed journal?

5. In the table below, identify factors which assist you in distinguishing magazines from scholarly journals
Magazines

Scholarly journals

Cover

Point of sale

18

6. What further features distinguish scholarly articles?
a.
b.
c.
d.

bibliography/reference section

e.
7. Who is the intended audience of trade or professional publications?

8. Who writes the articles in trade or professional publications?

9. Are articles in trade or professional publications typically peer-reviewed?

10. What should you do if you are unsure whether an article is scholarly?

19

Hierarchy of reliability
PRIMARY SOURCES
Written by researchers,
peer-reviewed by researchers in the
field and edited

Decreasing order of academic

reliability and credibility

SECONDARY SOURCES
peer-reviewed, edited, SOMETIMES
sponsored

(N.B. The following is representative only and not intended to be an exhaustive list.)

1. Edited and specialist books, refereed journals and refereed online journals
2. Refereed conference papers
3. Web information from a primary source
4. Refereed conference posters (accompanied by refereed or peer-reviewed conference papers)
5. Generalist text books, encyclopaedias and reference works
6. Web information from .edu or .gov and non-commercial sites
7. Un-refereed conference papers (these are usually edited so there has been some quality control)
8. Conference poster (these are rarely edited or refereed)
9. Un-authored texts from government or institutional sources
10. Semi-popular professional journals and magazines
11. Web information and news from commercial sites (e.g. .net or .com sites)
Adapted from:
UTS 2012, Engineering Communication Student Workbook, Autumn Issue, p. 24.
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Evaluating information from the Internet
Information found on the Internet can come from any source. As it is not necessarily assessed or reviewed
before publishing, it is essential that you evaluate any data you find for authority and credibility before
using or quoting it.
The CRAP test, developed by Molly Beestrum, is a helpful tool to use when trying to decide if a website is a
credible, valid source. The CRAP test looks at four major areas: currency, reliability, authority and purpose.
When determining whether a website is credible or not, evaluate it on those four areas. Here are a few
suggestions to help you think through your evaluation process.

Currency


How recent is the information?



How recently has the website been updated?



Is it current enough for your topic?

Reliability


What kind of information is included in the resource?



Is content of the resource primarily opinion? Is it balanced?



Does the creator provide references or sources for data or quotations?

Authority


Who is the creator or author?



What are the credentials? Can you find any information about the author's background?



Who is the published or sponsor?



Are they reputable?



What is the publisher's interest (if any) in this information?



Are there advertisements on the website? If so, are they cleared marked?

Purpose/Point of View


Is this fact or opinion? Does the author list sources or cite references?



Is it biased? Does the author seem to be trying to push an agenda or particular side?



Is the creator/author trying to sell you something? If so, is it clearly stated?

Source: Colorado Community Colleges Online Library 2017, CRAP test, viewed 20 June 2017,
<http://ccconline.libguides.com/craptest>.
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ACTIVITY

Watch the following videos on what the CRAP test is, and how it is used for evaluating (online) sources:


Evaluating information: the CRAP test by UTS Library
https://www.youtube.com/watch?v=z0VF3kh1ffk



The Crap test for evaluating websites by Colorado Community Colleges Online
https://www.youtube.com/watch?v=Wpjr35uNnWE



The CRAP test in action: websites by Portland State University Library
https://www.youtube.com/watch?v=lhwB4zQD4XA
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Information literacy skills



ACTIVITY

Where can you find textbooks, e-reading and
past exam papers of your subjects?

What can you find in the library catalogue?

What can you NOT find in the library catalogue?

What resources can you use to find the materials
from the third question?

When searching in database, what option can
you use to find academic journal articles?

When searching in databases, what can you use
to locate the full text of a journal article?

23

Why do you need to reference?

What websites available at UTS could help you
with writing and referencing?

What referencing style should you use for your
discipline?

In this referencing style, what information
should be included in in-text references?

Where do you find examples of referencing
different reading materials in Harvard (UTS)
style?

What are the benefits of using referencing
software, e.g. RefWorks, EndNote?

Where can you register in RefWorks/EndNote?

24

Research process



ACTIVITY

Watch the following video Introduction to Proquest: https://youtu.be/sYFpMGKTXjI
Note down all the steps used to source/search for an article using the UTS Library database:

Homework task
To learn more about using the advanced search in Proquest, watch the following video:
https://youtu.be/kHO0hqZ0MB4
Find an article of your choice that relates to your discipline. Be prepared to bring it to class and explain the
process you followed to source it.

25

Writing practice

26

Academic reading skills
Many students are shocked at the amount of reading they are expected to do in their university subjects.
It is important that you develop some strategies that will give you the ability to read a lot of information
quickly and make decisions about what information you need to focus on. We hope you will find the 4-S
reading strategies (Boddington & Clanchy 1999; Brick 2009) as helpful as we have in becoming successful
academics.
The 4-S reading strategies refer to the following:
1.
2.
3.
4.

Survey
Skim
Select
Study

The following is an explanation of each of these strategies.
1. Survey
When we survey a text, we scan the text to find factual information about it such as the following:
•

What is the title of the text? What is it about?

•

Who is the author? Is the author well known? Does the author have a good reputation? Early in your
university studies in your field or discipline, you will only be expected to do this in a limited way. As
you develop your awareness of the ‘hot topics’ of your discipline, your knowledge of the key theorists
will develop.

•

When was it written and published? What organisation published it?

•

What kind of text is it? (e.g. scholarly text, refereed academic journal article, professional journal
article, textbook, official report from a governmental or non-governmental organisation, newspaper
or magazine article)

•

Who is the intended audience of the text?

2. Skim
When we skim a text, we get a general idea about the text. We skim by doing the following:
•

Can you work out the structure of the text? Is there an introduction and conclusion/recommendation
section?

•

Can you locate the part of the introduction, conclusion, abstract or executive summary that tells the
reader the main ideas and points in the text? Is there a ‘preview’ section which tells the reader how
information is organised in the text?

•

Are there headings in the body of the text? What information do these headings tell the reader about
the text?

•

Are there any diagrams, graphs, tables, charts or any other visual information? What can you
understand from these?
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•

Can you identify any textual features such as transition sentences or topic sentences that make it easy
for you to read the text without reading each word?

3. Select
Successful student readers read with a purpose. Here are some examples of reading purposes:
•

reading for background understanding of a topic – should be a relatively easy text to read

•

reading to prepare for an examination – needs to be directly related to the content of the exam

•

reading to locate information in preparation for an assignment – need to look at the assignment task
and then find texts that relate to that task.

When we select, we choose texts that help us achieve our reading purpose.
4. Study
In the studying phase, we read the text or the part of the text we have selected carefully; this is
sometimes called ‘intensive reading’. Our objective is to understand what we are reading very well.
Sources:
Boddington, P. & Clanchy, J. 1999, Reading for study and research, Addison Wesley Longman, Australia.
Brick, J. 2009, Academic culture: A student’s guide to studying at university, Macmillan, Australia.
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Note-taking
When you read an article, how do you remember what you read and how do you add your own view?
Many people highlight and make notes on the article without processing the information.
The note-taking/note-making strategy below allows you to reflect on the article and add your own views –
this will help when you are writing as you will be able to see how you responded to the article rather than
using chunks of information. This will help you to develop a more sophisticated argument and avoid
plagiarising.
Note-taking scaffold
Bibliographic details
Make sure that you note down the author’s surname and initial, the title of the book/article,
publisher, place, etc.
Notes

Page

Reflect on information

Paraphrased notes should form the bulk
of the information that is included in
this section. (Paraphrasing means to
rewrite somebody else’s ideas in your
own words.)

Always
remember
to include
the page
number.

How does this information relate to other
texts that I have read?

Direct quotes also may be written here.
Make sure that you put inverted
commas around the quote to remind
you that it is somebody else’s words
copied verbatim (word for word).
E.g. “Students learn better when they
are interested in the topic and when
learning starts where they are at.”

What important links can be made to the
topic/other research?
How is the information relevant? If it isn’t
relevant, should I be pursuing it at this
time?
Does the author say anything new or
particularly interesting?
Is there anything that I don’t understand
and I need to follow up?
Is the author saying anything that I
disagree with, and why do I disagree with
it?
Is the author saying anything that
contradicts the findings/opinions of other
authors?
What conclusions can you make from the
points being made?

Source:
Kennedy-Clark, S. 2008. (Adapted from Martins, R. & Catterall, J., University of Western Sydney, Macarthur)
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ACTIVITY

Note the main idea in each paragraph in the article titled Avoiding plagiarism in academic writing in your
Reading + Reference materials booklet. Then compare and discuss your notes with your partner.

30

Avoiding plagiarism
Read the following extract and assess how it is used below:
… We conducted a research project involving 3,300 consumers in 41 countries and found that most people
choose one global brand over another because of differences in the brands’ global qualities. We
recommend companies think about the issue in cultural terms… Popular culture is created and preserved
mainly by different forms of communication: newspaper and magazine articles, television and radio
broadcasts, Internet content, books, films, music, art and, of course, advertising and marketing
communications. For decades, communication circulated mostly within the borders of countries, helping
to build strong national cultures. Toward the end of the twentieth century, much of popular culture
became global. As nations integrated into the world economy, cross-border tourism and labor mobility
rose; TV channels, movies and music became universally available to consumers; and, more recently,
Internet growth has exploded. Those factors force people to see themselves in relation to other cultures
as well as their own. For instance, consumers everywhere have to make sense of the world vis-à-vis
Hollywood and Bollywood films, CNN and al-Jazeera news reports, hip-hop and Sufi music.
The rise in global culture doesn’t mean that consumers share the same tastes or values. Rather, people in
different nations, often with conflicting viewpoints, participate in a shared conversation …
Holt, D., Quelch, J. & Taylor, E. 2004, ‘How global brands
compete’, Harvard Business Review, vol. 82, no. 9, pp. 68-75.
1. No matter where people live, they look at the same media and music such as Hollywood and
Bollywood films, CNN and al-Jazeera news reports, satellite TV and hip-hop. The rise of a global culture
doesn’t mean that consumers share the same tastes or values but one of the key influences in their
shopping is the global brand.
2. Holt, Quelch and Taylor (2004) conducted a survey involving 41 countries to find out how people
chose particular products. They make the point that before the end of the Twentieth Century,
communication circulated mostly within the borders or countries, helping to build strong national
cultures. Now, much of popular culture is global because of cross-border tourism, labor mobility and
shared media.
3. Companies in the 21st Century need to be aware of the importance of global brands because shoppers
all over the world make decisions based on how they feel about particular brands. National consumer
cultures do vary but they are also increasingly similar because ‘… people in different nations, often
with conflicting viewpoints, participate in a shared conversation, drawing upon shared symbols’ (Holt,
Quelch & Taylor 2004, p. 70).
4. If companies that operate around the world want to understand how their customers make decisions,
they must think about their brand as global and think of their customers as responding to a host of
similar messages and communications from the media, although consumers probably interpret the
meanings in different countries in different ways (Holt, Quelch & Taylor 2004).
Source:
Williams, K. & Carroll, J. 2009 Referencing & understanding plagiarism, Palgrave Macmillan, Basingstoke.
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Check that you are avoiding plagiarism



ACTIVITY

Try some of these online quizzes (https://avoidingplagiarism.uts.edu.au/) to check if you are conforming
to these conventions:


quoting



paraphrasing



summarising



referencing



recognising common knowledge



tables and figures



academic honesty.
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Paraphrasing
What does paraphrasing mean?
•

Paraphrasing is the expression of the ideas of others by rephrasing the original in your own words.

•

It is a way of avoiding plagiarism when borrowing from a source.

•

It is a restatement of the ideas in the original source and includes the same information/details.

Why is paraphrasing useful?
•

It is more effective than quoting directly from the original text.

•

It helps resolve the problem of over-quoting.

•

The process of paraphrasing aids in achieving a fuller understanding of the original text.

Steps to paraphrasing sentences/paragraphs effectively:
1. Before you paraphrase, it is essential that you fully understand the ideas and concepts of the original
text.
2. Make notes:
•

note only the main ideas or ideas that are important to your assignment

•

express the ideas of the original text in your own words, and write in as few words as possible. Do
not copy complete sentences (this will help you paraphrase better later).

3. Write the bibliographical details now, so you can cite and reference your material later.
4. It is important to develop your position and viewpoint, and then outline your work before you write.
Also, paraphrase the ideas fully into your own style, words and grammar. Otherwise, you are likely to
end up with a voice that changes between paragraphs.
5. Circle the specialised/technical words. It will be necessary to include these in your paraphrase because
without them, the meaning will probably not be clear. Specialised/technical words are words which
belong to a specific field. For example, in the sample original text provided below, the words
marketing strategies, planner, segmenting, management, and marketers are all words which belong to
the field of Marketing and therefore do not need to be changed.
6. Underline any words that can be substituted with a synonym.
7. Use a thesaurus to find words and phrases that substitute the original ones as accurately as possible.
8. Put the original away. Write your paraphrase using only your notes. When paraphrasing, it is not
enough to merely substitute words; you must also change the structure of the original text, but keep
the meaning and the attitude taken in the original. Remember to cite the original source.
9. Write the sentence(s) using your own words and change the sentence/paragraph structure.
10. Use quotation marks to distinguish any terms or phrases that you have used exactly as they appear in
the original source.
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11. Compare your paraphrase with the original to ensure that it expresses the same ideas and attitude
that are expressed in the original.
12. Do not include your own opinion or comments as this would change the meaning of the original and
would result in ideas being wrongly attributed to the author. However, your choice of reporting verb
can be used to convey your attitude towards that idea.
Here is a list of possible reporting verbs indicating, from your viewpoint:
•

a belief that the literature is correct

•

a neutral attitude towards the veracity of the literature (i.e. neither correct nor incorrect)

•

a belief that the literature is incorrect.

Student’s attitude
towards the
literature being
cited:

Correct

Neutral

Incorrect

Reporting verbs

acknowledges

adds

indicates

confuses

These are usually
in 3rd person
singular or plural
simple present
tense form.

defines

argues

informs

disregards

demonstrates

claims

presents

ignores

explains

clarifies

proposes

identifies

concludes

remarks

Examples: Brown
(2004) explains …

observes

describes

reminds

Smith and Bull
(2003) explain …

outlines

expresses

reports

shows

feels

states

throws light on

finds

uses

Examples:
Smith (2011) acknowledges the deficiencies of the project.
Brown (2010) argues that marketing strategies play a much more significant role than has been
acknowledged.
White (2008) ignores a major deciding factor.

Paraphrase samples
Compare the original text and the two paraphrases of it.
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Original text
The development of successful marketing strategies depends to a large extent on the planner’s ability to
segment markets. Unfortunately, this is not a simple process. Segmenting usually requires considerable
management judgment and skill. Those marketers who have the necessary judgment and skill will have a
real advantage over their competitors in finding profitable opportunities.
Source: McCarthy, E. J., Perreault, W. D. Jr & McGuiggan, R. L. 2000, Learning aid to accompany basic marketing, 2nd edn,
McGraw-Hill, Sydney, p. 4.11.

Paraphrase 1
Successful developing of marketing strategies is dependent to a great extent on the ability of the planner
to segment markets. However, this process is difficult. Segmenting usually requires significant
management judgment and skill. Only marketers who have the necessary judgment and skill will have a
true advantage over their competitors in obtaining profitable opportunities (McCarthy, Perreault &
McGuiggan 2000).
Note: Paraphrase 1 is not acceptable because it follows the sentence structure of the original too closely
and simply substitutes some of the words with synonyms.
Original text

Paraphrase 1

The development of successful marketing
strategies depends to a large extent on the
planner’s ability to segment markets.
Unfortunately, this is not a simple process.

Successful developing of marketing strategies is
dependent to a great extent on the ability of the
planner to segment markets. However, this
process is difficult.

Segmenting usually requires considerable
management judgment and skill. Those
marketers who have the necessary judgment and
skill will have a real advantage over their
competitors in finding profitable opportunities.

Segmenting usually requires significant
management judgment and skill. Only marketers
who have the necessary judgment and skill will
have a true advantage over their competitors in
obtaining profitable opportunities.

Original text

Paraphrase 1

The development of successful marketing
strategies depends to a large extent on the
planner’s ability to segment markets. →

Successful developing of marketing strategies is
dependent to a great extent on the ability of the
planner to segment markets.

Unfortunately, this is not a simple process. →

However, this process is difficult.

Segmenting usually requires considerable
management judgment and skill. →

Segmenting usually requires significant
management judgment and skill.

Those marketers who have the necessary
judgment and skill will have a real advantage
over their competitors in finding profitable
opportunities. →

Only marketers who have the necessary
judgment and skill will have a true advantage
over their competitors in obtaining profitable
opportunities.
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Paraphrase 2
According to McCarthy, Perreault and McGuiggan (2000), the planner’s level of competence in the
complex procedure of the segmentation of markets is a deciding factor in the success of market
strategy development. Thus, high levels of management assessment and aptitude are necessary for
marketers to truly gain a competitive advantage in procuring lucrative opportunities.
Note: Paraphrase 2 is acceptable because the sentence structure has been changed and words have
been substituted.
Original text

Paraphrase 2

The development of successful marketing
strategies depends to a large extent on the
planner’s ability to segment markets.
Unfortunately, this is not a simple process.

According to McCarthy, Perreault and
McGuiggan (2000), the planner’s level of
competence in the complex procedure of the
segmentation of markets is a deciding factor in
the success of market strategy development.

Segmenting usually requires considerable
management judgment and skill. Those
marketers who have the necessary judgment and
skill will have a real advantage over their
competitors in finding profitable opportunities.

Thus, high levels of management assessment
and aptitude are necessary for marketers to truly
gain a competitive advantage in procuring
lucrative opportunities.

Original text

Paraphrase 2

The development of successful marketing
strategies depends to a large extent on the
planner’s ability to segment markets. →

in the success of market strategy development.

depends to a large extent →

is a deciding factor

on the planner’s ability to segment markets. →

the planner’s level of competence in the
segmentation of markets.

Unfortunately, this is not a simple process. →

complex procedure

Segmenting usually requires considerable
management judgment and skill. →

Thus, high levels of management assessment
and aptitude are necessary

Those marketers who have the necessary
judgment and skill will have a real advantage
over their competitors in finding profitable
opportunities. →

for marketers to truly gain a competitive
advantage in procuring lucrative opportunities.
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Sources:
Academic Skills Unit 2012, Reporting verbs, Australian Catholic University, viewed 28 September 2012,
<http://students.acu.edu.au/office_of_student_success/academic_skills_unit_asu/academic_referencing/
reporting_verbs>.
Learning Lab 2012, Paraphrasing (tutorial), RMIT University, viewed 28 September 2012,
<http://emedia.rmit.edu.au/learninglab/content/paraphrasing-tutorial>.
McCarthy, E. J., Perreault, W. D. Jr & McGuiggan, R. L. 2000, Learning aid to accompany basic marketing, 2nd edn, McGrawHill, Sydney.
The Writing Lab 2012, Paraphrase: write in your own words, Purdue University, viewed 28 September 2012,
<http://owl.english.purdue.edu/owl/resource/619/1/>.
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Reporting verbs



ACTIVITY

Choose the best reporting verb (by underlining or highlighting it) to complete the sentences. Be
prepared to explain your choice. Your justification may be:
•

semantic (based on the meaning of the verb)

•

grammatical (how it fits with the other words in the sentence.

1. Lee (1991, p.193) suggests / states / emphasises that evidence of the perceived social value and
therefore power of the accounting profession and its knowledge set may be measured.
2. The paper claims / concludes / implies by suggesting that accountants will play a valuable but
predominantly supporting role to those groups who are eventually deemed to be
‘environmental professionals’.
3. Guthrie et al. (1995) state / present / claim an empirical investigation of the environmental
disclosures in 10K and annual reports for a sample of US firms over the years 1986 through
1991.
4. Craig and Diga (1998) suggest / argue / analyse annual report disclosure practices in five
Association of South East Asian Nations (ASEAN) countries.
5. David Henderson discusses / refers to / outlines this as a strategy of “sleeping with the enemy”.
6. John Elkington, co-founder and chair of SustainAbility reporting in 2005 on his organisation’s
report Gearing Up (Elkington 2005), states that / describes that / discusses that despite some
real progress, the effect of the international corporate responsibility movement is minimal.
7. In this paper I show / analyse / point out corporate social responsibility (CSR) from economic
and financial perspectives, and imply / suggest / argue how it is reflected in financial markets.
8. In this paper we state / imply / argue that the methodological limitations of prior studies
obscure the true association between CSP and CFP, thereby resulting in inconsistent results.
9. In addition, the study noted / claimed / emphasised two possible issues that may have
influenced the findings, although the extent of such influences (if they exist) is not known.
10. In the area of environmental responsibility, Russon and Fouts (1997) discuss / point out /
analyse that firms have multiple avenues for responding to stakeholder expectations.
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ACTIVITY

1. In this passage written by K. Groves, the reporting verbs have been underlined. Discuss why
Groves chose to use these verbs. Consider (i) Groves’ attitude to the cited authors, and (ii) the
attitude the cited authors have to information/ideas they provide. In addition, comment on the
use of tense.
In a recent theoretical article, Ashkanasy and Tse (2000) describe transformational leadership as the
management of emotion, outlining several aspects of emotional intelligence that contribute to
transformational leadership behavior in organizations. They assert that transformational leaders
engage followers and convey an inspiring vision through emotional language and communication.
Furthermore, Ashkanasy and Tse suggest that transformational leaders have an understanding and
intuition about followers’ needs and values, which leads to a greater interpersonal sensitivity and
higher quality relationships with followers. Similarly, George (2000) describes how aspects of
emotional intelligence, including the appraisal and expression of emotion, knowledge about
emotions, and management of emotions, facilitate a leader’s ability to develop collective goals with
followers, communicate the importance of work activities to followers by generating enthusiasm,
confidence, and trust. Recently, Bass (2002) noted that several aspects of emotional intelligence are
critical for transformational leaders who score highly on charisma and individualized consideration.
Groves, K.S. 2005, ‘Gender differences in social and emotional skills and charismatic leadership’,
Journal of Leadership and Organizational Studies, vol. 11, no. 3, p. 33.

2. In this passage written by A.C.T. Smith, the reporting verbs have been underlined. Discuss why
Smith chose to use these verbs. Consider (i) Smith’s attitude to the cited authors, and (ii) the
attitude the cited authors have to information/ideas they provide. In addition, comment on the
use of tense.
Dent (1999) provides a suitable platform for defining complexity science. He describes it as an
“approach to research, study, and perspective that makes the philosophical assumptions of the
emerging world view” (Dent 1999, p.5). This worldview stands in contrast to the classical view, which
is founded on the causal reductionist interpretations of the world provided by Newtonian physics.
Thus, complexity theory emphasizes a causal, holistic interpretations. According to Marion and
Bacon (2000), “Complex systems are robust, involving multiple, often redundant chains of
interaction and causation …” (p. 72). They identify three characteristics of complexity theory …
Smith, A.C.T. 2004, ‘Complexity theory and change management in sport organizations’, Journal of
E:CO, vol. 6, no. 1-2, p. 70.
Source:
Craven, E. n.d., Which reporting verb should I use?, ELSSA Centre, University of Technology, Sydney.
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ACTIVITY

If you were quoting or paraphrasing from the sample texts in the Reading + Reference materials
booklet, how would you refer to these? Provide at least three examples.
E.g.

According to …
… claims that …
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Synthesising ideas from several authors
When you are attempting to synthesise ideas from several authors:


make brief notes for each author using key points/keywords



identify common ideas or contrasting ideas



cite (reference) all the authors you have used. When citing more than one (e.g. authors that
agree), list them alphabetically, divided by semi‐colons.

Imagine you have made the following notes:
Topic: English is the global world language
Text 1(Bond 2002)





international
language for
business
used for
international
forums (e.g. UN)
second language in
many countries

Text 2 (Robertson
2003)




Text 3 (Havir 1999)

used in worldwide

technology
computers – key
factor in spread of

English
internationalisation
of education


small number of
speakers
worldwide
importance of
English linked to
US power i.e.
‘political’
more people speak
Chinese worldwide

Text 4 (Kerstjens 2000)




minority of
speakers in world
Chinese dominant
especially in future
English will decline
in future

Look at your notes and identify similar and contrasting arguments. Group these together to
develop/support your arguments. Cite references appropriately.
Sample:
Supporting the idea that English is the dominant world language, Bond (2002) and Robertson (2003)
point out its importance as the medium of international communication in business, technology and
other global forums. However, others argue that despite its apparent dominance, English is not the
global language when the number of native speakers of other languages, such as Chinese, are
considered (Havir 1999; Kerstjens 2000).
This exercise was adapted from:
Learning Lab 2014, Synthesising, RMIT University, viewed 20 June 2014,
<http://emedia.rmit.edu.au/learninglab/content/synthesising‐0>.
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ACTIVITY

Synthesis is the result of comparing two ideas. In academic writing it is often necessary for writers to
consider different points of view and decide whether to support one point of view, the other point
of view, a combination of them, or neither of them. This can be followed by, and support, the
writer's opinion.
In the following example, notice how the writer summarises the arguments of the two authors
before giving the synthesis.
Here are some examples:
This study has therefore revealed that children
who play computer games on a regular basis
experience a number of medical problems. The
evidence suggests that the most serious
problem is crooked posture, which is caused by
their being hunched over their computers for
considerable periods of time. Another common
problem associated with playing computer
games over long periods (when the same moves
are constantly repeated) is that of pain in the
hands.
Brown, M.J. 2000, ‘The impact of computer games on
children’s physical health’, Journal of Physical Health, vol.
23, no. 1, pp. 129-142.

It is claimed that computer games have negative
physical effects on eyesight, hands and posture.
However, all of these are caused by the
computer hardware and equipment, not by the
software. The same physical effects occur from
prolonged usage of computers for any reason,
such as word-processing. In fact, carpal tunnel
syndrome was identified as a workplace ailment
caused by office programs, not games. These
physical effects can all be reduced or eliminated
by better hardware and more attention to
ergonomics, such as higher-resolution and
higher-contrast screens, and supportive
furniture.
Smith, A.J. 2003, Synthesis, Hong Kong Polytechnic
University, viewed 24 May 2013,
<http://www2.elc.polyu.edu.hk/cill/eap/synthesis.htm>.

Discuss your answers to these questions with a partner or group member:
1. What is Brown’s position in relation to health and computer games?

2. What is Smith’s position in relation to this argument?

3. What is your own position?
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Now, write a synthesis of these ideas before reading the examples below. Include a sentence which
clearly states your own position.

Some examples of a possible synthesis
The underlined words are useful for synthesising.
Example 1
The effects of playing computer games on physical health are controversial. Although Brown (2000,
p. 141) states that computer games can cause physical problems such as poor posture and pain in
the hands, Smith (2003) argues that these problems are caused by the hardware, not the games. It
could be concluded that the games cause physical health problems because they encourage long
periods of computer use on harmful hardware.
Example 2
The effects of playing computer games on physical health are controversial. Brown (2000, p. 141)
suggests that computer games can cause physical problems such as poor posture and pain in the
hands. However, Smith (2003) points out that these problems are caused by the hardware, not the
games. It could be postulated that the physical health problems are caused by games as they
encourage long periods of computer use on harmful hardware.
Example 3
The effects of playing computer games on physical health are controversial. According to Brown
(2000, p. 141) computer games can cause physical problems such as poor posture and pain in the
hands. Smith (2003) disagrees, and argues that these problems are caused by the hardware, not the
games. It could be contended that the physical health problems are due to the long periods of
computer use on harmful hardware which occur when children are playing computer games.
This exercise was adapted from:
Centre for Independent Language Learning 2014, Synthesis, Hong Kong Polytechnic University, viewed 20 June 2014,
<http://www2.elc.polyu.edu.hk/cill/eap/synthesis.htm>.
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Referencing



ACTIVITY

Complete the following matrix based on the sample texts in the Reading + Reference materials
booklet. Not all sections may be completed in all cases.
Text 1

Text 2

Text 3

Text 4

Text 5

Text Type
Author’s
Surname(s)
Author’s Initial(s)
Year of
Publication
Title
(Book/
Book Chapter
Journal Article/
Website)
Name of
Editor(s)
Journal Name
Volume + Issue
Number
Publisher
Place of
Publication
Page Numbers
Viewed Date
URL
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ACTIVITY

1. What is wrong here?
a. Clegg, S., ‘Managing organization futures in a changing world of power/knowledge’, in H.
Tsoukas & C. Knud (eds), The Oxford handbook of organization theory, Oxford, Oxford
University Press, pp. 536-567, 2003.
b. Irvine, J. 2005, Commodity boom is over: Access, ‘Sydney Morning Herald’, 27 July, p. 19.
c. Department of Primary Industries and Energy 1997, National sustainable energy statement,
DPIE, Canberra.
d. A.J. Kim, 2002, Community building on the web, Safari Tech Books, Boston, Mass.,
http://proquest.safaribooksonline.com/0201874849.
e. Duffield, C., Macneil, H.F., Bullock, C., & Franks, H. 2000, ‘The role of the advanced casualty
management team in St John Ambulance’, Australian Health Review, vol. 28, no. 1, pp. 9099.
2. Write a reference list for the five sample texts in the Reading + Reference materials booklet
using Harvard (UTS) referencing style.
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Writing practice
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Topic sentences
A topic sentence:
•

identifies the main point that will be addressed in the paragraph. It provides the reader with an
overview and it is linked to the meta-argument.

•

is not too general or too specific. There are no references, statistics or quotes.

•

is usually the first sentence of a paragraph.

In an essay, if you read the topic sentences you should have a good understanding of the content of
the essay.
The topic and the controlling idea
A topic sentence contains a topic and a controlling idea. The topic is linked to your thesis and the
controlling idea is the main point that you will discuss in that paragraph. As you can see below, the
controlling idea provides the perspective or limits of your paragraph. If you do not have a clear
controlling idea, it is difficult to narrow the scope of your paragraph.
Topic

Controlling idea(s)

Education

Information technology
Financial support
Developing countries, women

Examples of topic sentences
Examples of good topic sentences:
a. There have been several major economic trends controlling idea in China that have boosted growth
and development topic.
This suggests that the topic of the essay is growth and development in China and that this
paragraph will focus on economic trends.
b. The court of Henry VIII topic was plagued by deceit and treachery controlling idea.
This suggests that the topic of the essay is Henry VIII and the focus of the paragraph is deceit and
treachery within the court.
c. One influential language teaching methodology topic is grammar translation controlling idea.
The essay is discussing language teaching methodologies and this paragraph will explore
grammar translation.
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Examples of weak topic sentences:
a. Modern technology is improving our quality of life.
This sentence is too vague – what kind of technology what aspect of life?
b. There are many forms of pollution in our society and they all have damaging effects.
This sentence is too vague – what kind of pollution is being discussed. This would be the good
start for an essay!
c. Approximately 91.7% (Singh & Patel 2004) of all dieters who attend Weight Watchers regain the
weight they lost within five years.
Too specific – save this information for the body of your paragraph.
d. According to Rogers (1999, p. 43) ‘disc brakes are used on cars and motorcycles’.
Too specific – save your quotes and references for the body of your paragraph.
e. Furthermore, this cycle is repeated many times per second.
Too vague – what cycle is being discussed. The use of the transition is good for cohesion.
Note
Writing a good topic sentence takes practice. Writing a thorough essay plan can help you to organise
your ideas and your argument, which in turn makes writing your topic sentences much easier. One
way to organise your ideas is to write a bullet point plan of controlling ideas and turn these points
into topic sentences.
For example:
Points
•

Information technology

•

Financial support

•

Developing countries, women

Topic sentences
•

Education topic has been greatly affected by information technology controlling idea.

•

Financial support controlling idea is essential in the development of an effective education topic
program.

•

Education topic for women in developing countries is necessary to boost literacy rates controlling idea.
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ACTIVITY

“(1) One type of explanation for rising divorce has focused on changes in laws relating to marriage.
(2) For example, Bilton, Bonnett and Jones (1987) argue that increased rates of divorce do not
necessarily indicate that families are now more unstable. (3) It is possible, they claim, that there has
always been a degree of marital instability. (4) They suggest that changes in the law have been
significant, because they have provided unhappily married couples with 'access to a legal solution to
pre-existent marital problems' (p.301). (5) Bilton, Bonnett and Jones therefore believe that changes
in divorce rates can be best explained in terms of changes in the legal system. (6) The problem with
this type of explanation however, is that it does not consider why these laws have changed in the
first place. (7) It could be argued that reforms to family law, as well as the increased rate of divorce
that has accompanied them, are the product of more fundamental changes in society.”
1. Identify the topic sentence.
b. What is the topic? Underline this.
c. What is the controlling idea? Highlight this.
2. How are the sentences linked to the main idea of the paragraph? Write the words or phrases
used in each sentence that help link to the main idea of the paragraph:
Sentence 2:
_________________________________________________________________________________
Sentence 3:
_________________________________________________________________________________
Sentence 4:
_________________________________________________________________________________
Sentence 5:
_________________________________________________________________________________
Sentence 6:
_________________________________________________________________________________
Sentence 7:
_________________________________________________________________________________
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3. What is the purpose of each sentence in the paragraph? Whose ‘voice’ do we read in each
sentence – the essay writer’s (student’s) voice (SV) or the original voice (OV)? Choose from the
following purposes:
•

suggests an alternative explanation

•

gives an example of an explanation for divorce

•

critically analyses an explanation

•

gives further detail about an explanation for divorce.

Sentence

Purpose

Voice

1

2

3

4

5

6

7
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List of cohesive words and phrases
Relationship

Words

Time

soon, then, finally, previously, next, last, afterwards, on another occasion,
at this point, until then, before that, lastly, meanwhile, subsequently,
following on from, in the end, now, presently, formerly

Addition

again, and, besides, therefore, additionally, indeed, moreover, as well,
furthermore, in addition,

Result

hence, therefore, consequently, so, because, then, finally, in summary, on
the whole, thus, accordingly, as a result, such as, these include, evidently

Contrast

however, nevertheless, yet, and yet, but, still, on the other hand,
otherwise, conversely, in spite of, though, although, even so, contrastingly,
contrarily, on the contrary, balanced against, despite

Comparison

similarly, likewise, correspondingly, equally, equally important, in the
same way, even so, by comparison

Analogy or example

for example, an example of this is, this can be seen, this can be illustrated
by, an illustration of this is, this can be exemplified by, for instance, to
demonstrate, take the case of

Summary

in brief, finally, in conclusion, to conclude, lastly, in summary, on the
whole, as shown, thus, to recapitulate, in other words, summing up, hence

Sequence

Firstly, secondly, subsequently, simultaneously, concurrently, previously,
at this time, next, last, finally, then, followed by, before, after, meanwhile

Source: Kennedy-Clark, S. 2008, UTS ELSSA, p. 9.
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ACTIVITY

Discuss the following questions and feed back to your class.
•

What do you think is meant by “voice” in an essay?

•

What are the different types of “voice”?

•

What is assertion?

•

What is evidence?

•

How do you define “critical evaluation”?

Formal Text

Annotations

(1) The way wealth is distributed in Australia
indicates an unequal society with an established
class system: Upper, Middle and Working classes
(McGregor 2010). (2) Raskall (2010) asserts that
in 2000, the top 20% of the Australian
population (Upper Class) owned 72.2% of the
wealth and the top 50% (Middle Class) owned
92.1%. (3) Such a significant difference in wealth
ownership between the classes indicates that in
economic terms at least, Australia is an unequal
society. (4) It has also been shown that ‘most
Australians continue to remain in the class in
which they were born’ (McGregor 2010, p. 156)
(5) despite arguments about ease of movement
between these (Fitzpatrick 2012).
(6 ) Economic and social inequality is further
compounded by factors of race and gender. (7)
Women, for example, remain economically
disadvantaged with regard to how much they
earn in income and assets across each of the
three classes and the same pertains to race.

This exercise was adapted from:
UniLearning 2000, Expressing your voice in academic writing, viewed 13 March 2012, University of Wollongong,
<http://unilearning.uow.edu.au/academic/4bi.html>.
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Writing practice
From your notes, write a summary of the Avoiding plagiarism in academic writing article in clear
paragraphs with correct referencing.
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Essay: Divorce
A major change that has occurred in the Western family is an increased incidence in divorce.
Whereas in the past, divorce was a relatively rare occurrence, in recent times it has become quite
commonplace. This change is borne out clearly in census figures. For example thirty years ago in
Australia, only one marriage in ten ended in divorce; nowadays the figure is more than one in three
(Australian Bureau of Statistics 1996, p. 45). A consequence of this change has been a substantial
increase in the number of single parent families and the attendant problems that this brings
(Kilmartin 1997).
An important issue for sociologists, and indeed for all of society, is why these changes in marital
patterns have occurred. In this essay I will seek to critically examine a number of sociological
explanations for the 'divorce phenomenon' and also consider the social policy implications that each
explanation carries with it. It will be argued that the best explanations are to be found within a
broad socio-economic framework.
One type of explanation for rising divorce has focused on changes in laws relating to marriage. For
example, Bilton, Bonnett and Jones (1987) argue that increased rates of divorce do not necessarily
indicate that families are now more unstable. It is possible, they claim, that there has always been a
degree of marital instability. They suggest that changes in the law have been significant, because
they have provided unhappily married couples with 'access to a legal solution to pre-existent marital
problems' (p. 301). Bilton et al. therefore believe that changes in divorce rates can be best explained
in terms of changes in the legal system. The problem with this type of explanation however, is that it
does not consider why these laws have changed in the first place. It could be argued that reforms to
family law, as well as the increased rate of divorce that has accompanied them, are the product of
more fundamental changes in society.
Another type of explanation is one that focuses precisely on these broad societal changes. For
example, Nicky Hart (n.d., cited in Haralambos 1995) argues that increases in divorce and marital
breakdown are the result of economic changes that have affected the family. One example of these
changes is the raised material aspirations of families, which Hart suggests has put pressure on both
spouses to become wage earners. Women as a result have been forced to become both
homemakers and economic providers. According to Hart, the contradiction of these two roles has
lead to conflict and this is the main cause of marital breakdown. It would appear that Hart's
explanation cannot account for all cases of divorce - for example, marital breakdown is liable to
occur in families where only the husband is working. Nevertheless, her approach, which is to relate
changes in family relations to broader social forces, would seem to be more probing than one that
looks only at legislative change.
The two explanations described above have very different implications for social policy, especially in
relation to how the problem of increasing marital instability might be dealt with. Bilton et al. (1995)
offer a legal explanation and hence would see the solutions also being determined in this domain. If
rises in divorce are thought to be the consequence of liberal divorce laws, the obvious way to stem
this rise is to make them less obtainable. This approach, one imagines, would lead to a reduction in
divorce statistics; however, it cannot really be held up as a genuine solution to the problems of
marital stress and breakdown in society. Indeed it would seem to be a solution directed more at
symptoms than addressing fundamental causes. Furthermore, the experience of social workers,
working in the area of family welfare suggests that restricting a couple's access to divorce would in
some cases serve only to exacerbate existing marital problems (Johnson 1981). In those cases where
violence is involved, the consequences could be tragic. Apart from all this, returning to more
restrictive divorce laws seems to be a solution little favoured by Australians (Harrison 1990).
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Hart (n.d., cited in Haralambos 1995), writing from a Marxist-feminist position, traces marital conflict
to changes in the capitalist economic system and their resultant effect on the roles of men and
women. It is difficult to know however, how such an analysis might be translated into practical social
policies. This is because the Hart program would appear to require in the first place a radical
restructuring of the economic system. Whilst this may be desirable for some, it is not achievable in
the present political climate. Hart is right however, to suggest that much marital conflict can be
linked in some way to the economic circumstances of families. This is borne out in many statistical
surveys which show consistently that rates of divorce are higher among socially disadvantaged
families (McDonald 1993). This situation suggests then that social policies need to be geared to
providing support and security for these types of families. It is little cause for optimism however,
that in recent years governments of all persuasions have shown an increasing reluctance to fund
social welfare programs of this kind.
It is difficult to offer a comprehensive explanation for the growing trend of marital breakdown; and
it is even more difficult to find solutions that might ameliorate the problems created by it. Clearly
though, as I have argued in this essay, the most useful answers are to be found not within a narrow
legal framework, but within a broader socio-economic one.
Finally, it is worth pointing out that, whilst we may appear to be living in a time of increased family
instability, research suggests that historically, instability may have been the norm rather than the
exception. As Bell and Zajdow (1997) point out, in the past, single parent and step families were
more common than is assumed - although the disruptive influence then was not divorce, but the
premature death of one or both parents. This situation suggests that in studying the modern family,
one needs to employ a historical perspective, including the possibility of looking to the past in
searching for ways of dealing with problems in the present.
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Writing essays



ACTIVITY

Read the sample essay written in answer to the following question:
“In the last 20 years, rates of divorce have risen significantly in western countries. Critically analyse
some of the different explanations given for this phenomenon. In your discussion, you should
consider what implications these explanations might have for social policy.”
1

What is the main argument of the essay (i.e. the thesis statement) and where can you find it?

2

For each paragraph, ask yourself:
a. What is the purpose of the paragraph, i.e. what is its central idea?
b. Which author(s) are cited in support of the central idea?
c. What does the student think?
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3

Highlight all the author-prominent citations used in the essay. Note the reporting verbs that are
used. E.g. Bilton, Bonnet and Jones (1987) argue …

4

Underline all the information-prominent citations used in the essay. E.g. (Australian Bureau of
Statistics 1996, p.45).

5

Why do you think the different types of citation are used?

6

Underline the linking words/phrases that are used in this essay.

This exercise was adapted by MaryAnn McDonald, HELPS Advisor, from:
Monash University 2008, Language and Learning Online, viewed 27 August 2011,
<http://www.monash.edu.au/lls/llonline/writing/index.xml>.
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Essay writing practice
Introduction

Paragraph 1
Topic sentence: _____________________________________________________________________
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Paragraph 2
Topic sentence: _____________________________________________________________________

Paragraph 3
Topic sentence: _____________________________________________________________________
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Paragraph 4
Topic sentence: _____________________________________________________________________

Conclusion
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Common grammatical errors



ACTIVITY

1. Incorrect subject-verb agreement
The relationship between a subject and its verb.
Incorrect: It is a combination of factors that cause the present situation.
Revised: It is a combination of factors that causes the present situation.
Note:

I/you/they/we these
he/she/it/this

cause
causes

Note: common academic mass/uncountable nouns are software, data, information, equipment,
machinery, knowledge, space, oxygen, steel, water, environment and technology – these do not
have plural forms; this means that informations does not exist!

Subject-verb agreement
a. Of all the countries in that area of the world, perhaps Nigeria
potential. (have/has)
b. Without the new taxes, houses built before World War II
modern homes do. (cost/costs)

__ the most
____ less than more

c. As most sports magazines can attest, playing sports such as tennis and basketball
not only mental ability but also physical strength. (require/requires)
d. Common knowledge to anyone who studies science, the earth
axis once every 24 hours. (revolve/revolves)

_____ on its own

e. Of all the grammar points I have studied in my seven years of English, the most recent unit
me the most for a variety of reasons. (confuse/confuses)

2. Wrong tense or verb form
The verb form that shows whether you are referring to the past, future or present
Incorrect: It was not until a sociological view of the situation was combining with a psychological
approach that some progress was made.
Revised: It was not until a sociological view of the situation was combined with a psychological
approach that some progress was made.
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Correct verb form
a. After I had eaten my lunch, I
talking/have talked/talked)

______ to her while she was eating hers. (was

b. He has a party every weekend and his friends
coming/came)

to it without fail. (come/are

c. He told me that the sun

with a beautiful display of colors. (rise/rose/raised)

d. She was late and he
standing/had been standing/is standing)

on the corner long before she came. (have been

3. Incorrect singular/plural agreement
Agreement between noun forms
Incorrect: Tourism has been considered one of the most important factor in the town’s economic
development.
Revised: Tourism has been considered one of the most important factors in the town’s development
Note: Uncountable nouns such as knowledge, information, advice, progress, research and machinery
can be problematic

4. Incorrect word form
Using the wrong form – verb, adjective, noun or adverb – of a word
Incorrect: The primary emphasis of early research on leadership was psychologically and focused on
the personality characteristics typical found among success leaders.
Revised: The primary emphasis of early research on leadership was psychological and focused on the
personality characteristics typically found among successful leaders.
Note: to address this problem you need to change the format of the sentence to find the correct
form – you may need to use a dictionary or thesaurus.

5. Unclear pronoun reference
Unclear pronoun reference makes sentences confusing, vague, and difficult to understand.
Incorrect: Both Isabel and Barbara loved her children.
Revised: Both Isabel and Barbara loved Isabel’s children.
Note: Find the pronoun and replace it with the antecedent. If the pronoun reference is clear, the
sentence should make sense.
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6. Incorrect use of articles
The incorrect use or omission of a, an and the
Incorrect: The meeting ended with a call for humanitarian approach to be taken over a plight of the
refugees around the globe
Revised: The meeting ended with a call for a humanitarian approach to be taken over the plight of
refugees around the globe (general).
Revised: The meeting ended with a call for a humanitarian approach to be taken over the plight of
the refugees in East Timor (specific place).
Note: if a word begins with a consonant, but sounds as if it begins with a vowel it should be treated
as if it starts with a vowel i.e. an hour, an heir
Articles
(a) a

(b) an (c) the (d) no article is needed

1. Are you shopping for _______ health club to join so you can get in shape?
2. Shop wisely! You could end up choosing ______ wrong club and losing more money than
pounds.
3. You may find that _ _____ European vacation is just what you need.
4. Normally, when you undertake a research PhD you will need to gather _______ data sample.
5. Doctors often use _______ information manuals to keep up to date with new medications.

7. Wrong or missing prepositions
Using the wrong preposition is a common error as most prepositions are not stressed or pronounced
clearly in speech. They are also often left out accidentally in writing.
Incorrect: The study emphasised on the need of further research to ascertain the influence by
television violence to young children.
Revised: The study emphasised the need for further research to ascertain the influence of television
violence on young children.
Note: Prepositions need copious practice.

8. Omitted commas
Commas should be used in compound sentences, before conjunctions, after transitions and between
clauses. Use or omission of commas can change the emphasis of the sentence
Incorrect: When it comes to eating people differ in their tastes.
Revised: When it comes to eating, people differ in their tastes.
Incorrect: My sister who lives in New York is doing a PhD.
Revised: My sister, who lives in New York, is doing a PhD.
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Note: If you learnt American English you will have a different concept of comma usage to students
who learnt British English. In Australia we use British English – but don’t try to change your system
now as you will get confused ...

9. Too many commas
Unnecessary commas make sentences difficult to read.
Incorrect: Field trips are required, in several courses, such as, botany and geology.
Revised: Field trips are required in several courses, such as botany and geology.
Incorrect: The term, “computer literacy," has become almost a cliché, in educational circles.
Revised: The term “computer literacy" has become almost a cliché in educational circles.

10. Possessive apostrophe error
Apostrophes indicate possession for nouns, omissions in contractions and are, in general, not used
to indicate plurals.
Incorrect: In the current conflict, it’s uncertain who’s borders their crossing.
Revised: In the current conflict, it is uncertain whose borders they are crossing.
Note: In academic writing you should avoid contractions.

11. Incorrect word use
Using a word with the wrong meaning often due to similar spelling or pronunciation. Can occur
when using spell check!
Incorrect: The recession had a negative affect on sales.
Revised: The recession had a negative effect on sales.
Incorrect: The porpoise of the visit was political.
Revised: The purpose of the visit was political.
Incorrect: There are deferent types of information
Revised: There are different types of information

Common grammatical errors
Identify any grammatical errors in the following sentences and correct them where necessary.
1. This report gives an analytical of the financial stableness of XYZ Ltd.

2. The more rapidly the economy grow and the complexities of business increases, the more
rapidly the need for accounting grow.

64

3. The financial information consists of a profit and loss statements for the year ending 30/6/96,
and a balance sheet as at 30/6/96 for three separate accounting system.

4. Form yourselves into the groups of four or five people and develop marketing plan for the new
product.

5. In this article, we will provide conceptual definitions of four vanity-related traits, develop selfreport measures of the traits, and have extensively validated these measures. We then
demonstrated the relevance of the traits to a number of consumer-related behaviours. Last, we
offer a discussion with implications for future research.

6. The goals of macro-economic policy include increasing gross domestic product; controlling
inflation and making unemployment to be as low as possible.

7. Using “action research” as a keyword to do a search, one finds articles distributed among social
science, education, IT and other areas, the number of published articles relevant to IT in
academic journals is very small.

8. Using “green IT” as a keyword to do a search on the databases for the report.
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9. Plagiarism has been increasing at a great rate over the past few years due to the widespread
availability of Internet access, which enables students to get copies of other writers’ work which
at one time would only have been available in libraries.

10. A book of notes outlining all his theories.
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Checklist for writing and editing assignments
Understanding the question
 What kind of assignment is it? (e.g. essay, research report, case study, reflective journal, law
case notes)
 What is the topic? Can I explain the topic in one statement?
 What do I have to do? (e.g. discuss, summarise, critically analyse, compare)
 Do I understand the assessment marking criteria?
Structure
 Does my faculty recommend a particular structure for my assignment?
 Does the introduction provide my thesis statement (main argument) and a summary of what I
will discuss?
 Does the body of my assignment:
 link together well between sentences and paragraphs?
 provide clear headings? (Headings are generally used in reports, not in essays)
 provide clearly structured paragraphs?
•

One main idea for each paragraph

•

Clear topic sentences (usually the first sentence)

•

Other sentences that support the topic sentence (elaborate, explain, give examples)

 Does the conclusion of my assignment link back to the topic area/question?
 Does it summarise what I have said and re-state my thesis statement?
Content
 Are there enough ideas to answer the question fully? Could anything be added?
 Are all the ideas relevant to the assignment question?
 Have I taken a position? Can I justify it with examples and evidence from my reading?
 Have I demonstrated a critical approach in my writing? (Is this relevant? Is this important?
Is this valid?)
Reading/Referencing
 Are the sources that support my ideas current, relevant and reliable? Are they academic?
 Am I able to use more than one source to support some of my ideas?
 Are in-text references correctly provided using appropriate referencing style? (e.g. Harvard UTS,
APA, Footnote)
 Is a complete reference list or bibliography provided?
 Are all the in-text citations included in the reference list?
For referencing conventions and use of EndNote/Refworks go to:
http://www.lib.uts.edu.au/help/referencing
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Academic style
 Have I chosen formal vocabulary? (e.g. lots of = a considerable amount; bad = unfavourable; stay
the same = stabilize)
 Have I used an appropriate academic style?
•

Avoid the use of contractions (e.g. don’t/do not)

•

Avoid over-use of ‘etc.’

•

How certain do I want to be? (e.g. It is certain that ... / It appears certain that … / It is possible
that ...)

•

Avoid the use of personal language (e.g. Everybody knows … = It is generally accepted … / I
think that … = It is likely that...)

Grammar & vocabulary
 Does my writing make sense when I read it aloud (to someone else)?
 Have I used any incomplete sentences? (e.g. Because the study is limited.)
 Have I used correct and consistent verb tenses?
 Is there subject-verb agreement? (e.g. the studies show/the study shows)
 Have I used singular/plural forms correctly? (e.g. study/studies)
 Have I checked word forms? (e.g. study (noun); studied (verb); studying (noun or verb)
 Have I varied my vocabulary to avoid being repetitive? (e.g. The research shows that … / It also
shows … / It reveals …)
Proofreading
 Have I checked for typing, spelling and punctuation errors?
•

See the punctuation guide at http://www.uts.edu.au/current-students/support/helps/selfhelp-resources/grammar/punctuation

 Have I used the correct spacing, margin, font size and other presentation requirements?
 Has the word limit matched the assignment requirements?
Writing guides and online self-help assistance
Some faculties have guides to help you with your writing, including:
•

Arts and Social Sciences https://www.uts.edu.au/sites/default/files/fass-presentation-essays.pdf

•

Business http://www.uts.edu.au/current-students/business/study-and-assessmentresources/developing-your-academic-writing

•

Law http://www.uts.edu.au/sites/default/files/law-guide-to-written-communication.pdf

•

Health https://www.uts.edu.au/sites/default/files/uts-health-student-guide.pdf

For more online assistance with your writing, go to HELPS:
http://www.uts.edu.au/current-students/support/helps/self-help-resources/academic-writing
Or the Study Skills section in the UTS Library: http://www.lib.uts.edu.au/help/study-skills/writingreading-speaking
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Appendices: Useful reference materials
Appendix A: Punctuation
Appendix B: 20 rules of subject‐verb agreement
Appendix C: Common key words used in interpreting a task
Appendix D: Language for reading and writing critically
Appendix E: Critical writing
Appendix F: Body paragraph peer review checklist
Appendix G: Reporting verbs – what collocates with what?
Appendix H: Levels of modality
Appendix I: Other useful websites
Appendix J: Passive voice
Appendix K: Relative clause
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Appendix A: Punctuation
Linking words and complex sentences
Linker – subordinator

Linker – co-ordinator

Initial position

Middle position

Because

so

Therefore, Consequently, As a
result, Thus,

Although

but

However, Nevertheless,
Despite this,

In addition to the fact that

and

Furthermore, In addition,

Whereas/While

whereas/while

In contrast, However,

In spite of the fact that

Sentence linker

RULE 1: 1st idea + link + 2nd idea
I taught them grammar rules and I taught them how to write essays.
I taught them grammar rules but they did not understand them.
I taught them grammar rules so they improved their IELTS scores.
Some of the students understood the rules while others did not.
RULE 2: 1st Sentence. Link + comma + sentence
I taught them grammar rules. In addition, I taught them how to write essays.
I taught them grammar rules. However, they did not understand them.
I taught them grammar rules. Therefore, they improved their IELTS scores.
Some of the students understood the rules. In contrast, others did not.
There is a variation on RULE TWO, which uses a semi-colon (;) instead of a full stop: Sentence + semicolon + link + comma + sentence.
I taught them grammar rules; in addition, I taught them how to write essays.
I taught them grammar rules; however, they did not understand them.
I taught them grammar rules; therefore, they improved their IELTS scores.
Some of the students understood the rules; in contrast, others did not.
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RULE 3: Link + 1st idea + comma + more important idea)
In addition to the fact that I taught them grammar rules, I taught them how to write essays.
Although I taught them grammar rules, they did not understand them.
Because I taught them grammar rules, they improved their IELTS scores.
While some of the students understood the rules, others did not.
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Appendix B: 20 rules of subject-verb agreement
While grammar is not as static a science as is typically assumed, the 20 rules of subject-verb
agreement attempt to objectify part of the English language form. Most of the concepts of subjectverb agreement are straightforward, yet some aspects of singular and plural usage in English
grammar are more complicated.
The 20 rules of subject-verb agreement will vary somewhat by dialect.
1. Subjects and verbs must agree in number. This is the cornerstone rule that forms the
background of the concept.
The dog growls when he is angry. The dogs growl when they are angry.
2. Don’t get confused by the words that come between the subject and verb; they do not affect
agreement.
The dog, who is chewing on my jeans, is usually very good.
3. Prepositional phrases between the subject and verb usually do not affect agreement.
The colours of the rainbow are beautiful.
4. When sentences start with there or here, the subject will always be placed after the verb, so care
needs to be taken to identify it correctly.
There is a problem with the balance sheet. Here are the papers you requested.
5. Subjects don't always come before verbs in questions. Make sure you accurately identify the
subject before deciding on the proper verb form to use.
Does Lefty usually eat grass? Where are the pieces of this puzzle?
6. If two subjects are joined by and, they typically require a plural verb form.
The cow and the pig are jumping over the moon.
7. The verb is singular if the two separated subjects refer to the same person or thing.
Red beans and rice is my mom's favorite dish.
8. If one of these words each, every, or no comes before the subject, the verb is singular.
No smoking or drinking is allowed. Every man and woman is required to check in.
9. If the subjects are both singular and are connected by the words or, nor, neither/nor, either/or,
and not only/but also, the verb is singular.
Jessica or Christian is to blame for the accident.
10. The only time when the object of the preposition factors into the decision of plural or singular
verb forms is when noun and pronoun subjects like some, half, none, more, all, etc. are followed
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by a prepositional phrase. In these sentences, the object of the preposition determines the form
of the verb.
All of the chicken is gone. All of the chickens are gone.
11. The singular verb form is usually used for units of measurement.
Four quarts of oil was required to get the car running.
12. If the subjects are both plural and are connected by the words or, nor, neither/nor, either/or,
and not only/but also, the verb is plural.
Dogs and cats are both available at the pound.
13. If one subject is singular and one plural and the words are connected by the words or, nor,
neither/nor, either/or, and not only/but also, you use the verb form of the subject that is nearest
the verb.
Either the bears or the lion has escaped from the zoo. Neither the lion nor the bears have
escaped from the zoo.
14. Indefinite pronouns typically take singular verbs.
Everybody wants to be loved.
15. Except for the pronouns (few, many, several, both, all, some) that always take the plural form.
Few were left alive after the flood.
16. If two infinitives are separated by and, they take the plural form of the verb.
To walk and to chew gum require great skill.
17. When gerunds are used as the subject of a sentence they take the singular verb form of the
verb, but when they are linked by and they take the plural form.
Standing in the water was a bad idea. Swimming in the ocean and playing drums are my hobbies.
18. Collective nouns like herd, senate, class, crowd, etc. usually take a singular verb form.
The herd is stampeding.
19. Titles of books, movies, novels, etc. are treated as singular and take a singular verb.
The Burbs is a movie starring Tom Hanks.
20. Final Rule – Remember, only the subject affects the verb!
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Appendix C: Common key words used in interpreting a task
Key words

Interpretation

account for

give reasons for, explain

analyse

break an issue down into its component parts, then examine each part and
describe the relationships between them

argue

make a case based on evidence. Develop a logical sequence of discussion,
either presenting opposing views or supporting a particular attitude

assess

consider the value and significance of an issue, event or other matter, weighing
up the positive and negative features

compare

show similarities and differences between characteristics or qualities

contrast

emphasise the differences between characteristics or qualities

critically evaluate

make a judgment weighing up positive and negative features to arrive at an
evaluation of the significance or usefulness of something

critically analyse

examine each part of an issue or argument, weighing up positive or negative
features and the relationships between features or parts

criticise

analyse and make a judgment, weighing up positive and negative features. Base
your judgment on criteria and give examples of how the criteria apply

critique

see criticise

describe

tell about features, factors, qualities, aspects

define

set out the meaning (of a term, word); describe (sometimes explain)

discuss

see account for; also to weigh up and compare several views on an issue,
develop a thesis, attitude or viewpoint

enumerate

specify and list main features

evaluate

consider various arguments to reach a judgment on significance or value

explain

give reasons for, clarify cause and effect; reason and result

indicate

point out and list main features or factors

identify

select and list main features or factors

interpret

explain what is meant and relate this to the topic

illustrate

give examples; explain

justify

give reasons for a course of action, thesis or attitude
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outline

describe the main points

prove

demonstrate by logical argument

(give a) rationale
for

give reasons, explain why

review

provide an overview; also to make a critical analysis

summarise

give a concise description

Adapted from:
Morley-Warner, T. 2009, Academic writing is… A guide to writing in a university context, Association for Academic
Language and Learning, Sydney.
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Appendix D: Language for reading and writing critically
To be critical in the context of reading and writing involves being able to:
•

make judgements about what you read. These judgements may be positive or negative
E.g.

•

define a phenomenon clearly by drawing on the key aspects of definitions provided by other
authors
E.g.

•

From the perspective of X (theory), then, solutions would have to address ways of
building relationships in an online environment, while from the perspective of Y
(theory) solutions would involve developing effective user interfaces.

show an awareness of possible counter‐claims on any issue
E.g.

•

While X theory focuses on the role of relationships in building trust, Y theory deals
primarily with the way in which the technology itself may enhance or diminish trust.

show the implications of different ideas/theories/solutions
E.g.

•

This solution has been shown to be extremely effective in small to medium
enterprises, but it is debatable whether it would be appropriate in large enterprises

show the relationship (similarities, differences) between different ideas, information, theories
E.g.

•

The most urgent of these questions/challenges is X, because . . .
The most important category identified appears to be X, since . . .
The most frequently mentioned advantages are A, B, and C.

distinguish between contexts, and make judgments about the validity or relevance of certain
ideas/information/solutions within those contexts
E.g.

•

X is a difficult concept to define, because . . .
The key concepts/aspects that are covered in existing definitions are A, B and C.

establish the relative significance or importance of different aspects of what you read
E.g.

•

Several authors have categorised the effects of X in very useful ways.
Many papers ignore factors such as X when considering the applications of Y.

The predominant view on X is that it can best be solved by means of Y. However, it
could be argued that Y would only work in the case of there being certain constraints
on competition between different organizations.

identify any gaps in the literature
E.g.

One factor upon which appears to be overlooked is the influence of organisational
structure on X practices.
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•

identify trends and patterns in existing work
E.g.

•

Problems relating to X are increasingly being related to the use of . . .
While the value of X is being emphasised in the context of Y, there is also a trend
towards considering X in the context of Z rather than Y.

sum up key issues, implications, or problems that emerge from each section that you cover.
E.g.

It would seem, then, that X leads to Y, while A usually leads to F and G. This means
that, in taking a two‐pronged approach, the disadvantages of introducing X can, to
some extent, be mitigated by using A at the same time.
To sum up, then, the crucial points to be taken into account are X and Y.

Adapted from the following sources:
Royce, T 2009, The meaning of critical review / Skills to cultivate for research and critical review / Reading and writing
critically, ELSSA Centre, UTS.
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Appendix E: Critical writing
Purpose of a critical review
The critical review is a writing task that asks you to summarise and evaluate a text. The critical
review can be of a book, a chapter, or a journal article. Writing the critical review usually requires
you to read the selected text in detail and to also read other related texts so that you can present a
fair and reasonable evaluation of the selected text.

What is meant by critical?
At university, to be critical does not mean to criticise in a negative manner. Rather it requires you to
question the information and opinions in a text and present your evaluation or judgement of the
text. To do this well, you should attempt to understand the topic from different perspectives (i.e.
read related texts) and in relation to the theories, approaches and frameworks in your course.

What is meant by evaluation or judgement?
Here you decide the strengths and weaknesses of a text. This is usually based on specific criteria.
Evaluating requires an understanding of not just the content of the text, but also an understanding
of a text’s purpose, the intended audience and why it is structured the way it is.

What is meant by analysis?
Analysing requires separating the content and concepts of a text into their main components and
then understanding how these interrelate, connect and possibly influence each other.

Structure of a critical review
Critical reviews, both short (one page) and long (four pages), usually have a similar structure. Check
your assignment instructions for formatting and structural specifications. Headings are usually
optional for longer reviews and can be helpful for the reader.
Introduction
The length of an introduction is usually one paragraph for a journal article review and two or three
paragraphs for a longer book review. Include a few opening sentences that announce the author(s)
and the title, and briefly explain the topic of the text. Present the aim of the text and summarise the
main finding or key argument. Conclude the introduction with a brief statement of your evaluation
of the text. This can be a positive or negative evaluation or, as is usually the case, a mixed response.
Summary
Present a summary of the key points along with a limited number of examples. You can also briefly
explain the author’s purpose/intentions throughout the text and you may briefly describe how the
text is organised. The summary should only make up about a third of the critical review.
Critique
The critique should be a balanced discussion and evaluation of the strengths, weakness and notable
features of the text. Remember to base your discussion on specific criteria. Good reviews also
include other sources to support your evaluation (remember to reference).
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You can choose how to sequence your critique. Here are some examples to get you started:
•

Most important to least important conclusions you make about the text.

•

If your critique is more positive than negative, then present the negative points first and the
positive last.

•

If your critique is more negative than positive, then present the positive points first and the
negative last.

•

If there are both strengths and weakness for each criterion you use, you need to decide overall
what your judgement is. For example, you may want to comment on a key idea in the text and
have both positive and negative comments. You could begin by stating what is good about the
idea and then concede and explain how it is limited in some way. While this example shows a
mixed evaluation, overall you are probably being more negative than positive.

•

In long reviews, you can address each criterion you choose in a paragraph, including both
negative and positive points. For very short critical reviews (one page or less) where your
comments will be briefer, include a paragraph of positive aspects and another of negative.

You can also include recommendations for how the text can be improved in terms of ideas, research
approach; theories or frameworks used can also be included in the critique section.
Conclusion
This is usually a very short paragraph.
Restate your overall opinion of the text.
Briefly present recommendations.
If necessary, some further qualification or explanation of your judgement can be included. This can
help your critique sound fair and reasonable.
References
If you have used other sources in you review, you should also include a list of references at the end
of the review.

Summarising and paraphrasing for the critical review
Summarising and paraphrasing are essential skills for academic writing and in particular, the critical
review. To summarise means to reduce a text to its main points and its most important ideas. The
length of your summary for a critical review should only be about one quarter to one third of the
whole critical review. The best way to summarise is to:
•

scan the text. Look for information that can be deduced from the introduction, conclusion and
the title and headings. What do these tell you about the main points of the article?

•

locate the topic sentences and highlight the main points as you read

•

re-read the text and make separate notes of the main points. Examples and evidence do not
need to be included at this stage. Usually they are used selectively in your critique.
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Paraphrasing means putting it into your own words. Paraphrasing offers an alternative to using
direct quotations in your summary (and the critique) and can be an efficient way to integrate your
summary notes. The best way to paraphrase is to:
•

review your summary notes

•

rewrite them in your own words and in complete sentences

•

use reporting verbs and phrases (e.g. The author describes…; Smith argues that …).

If you include unique or specialist phrases from the text, use quotation marks.
Source: HELPS 2012
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Appendix F: Body paragraph peer review checklist
Structure
☐

Does the paragraph have a clear structure with all parts easily recognized?

☐

What part is missing?

☐

Is it too descriptive?

☐

Is there a need for more analytical writing?

Topic Sentences
☐

Is the topic sentence an assertion?

☐

Does it contain a clear controlling idea?

☐

Is there scope – attitude – reason?

☐

Could it possibly be improved?

Reasons
☐

Is there a general reason expressed?

Evidence
☐

Does the evidence include data?

☐

Is the evidence based only on opinion?

☐

Is the evidence relevant to the assertion/thesis?

☐

Has the evidence been integrated?

Referencing/Citation
☐

Is evidence cited correctly?

☐

Is there a variation in the styles used?

Critical Comment/Evaluation
☐

Has the student evaluated the evidence?

☐

Is there a clear distinction between the writer’s voice and the source’s voice?

Language
☐

Is there any non-academic language? If so, identify it by underlining it.
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Appendix G: Reporting verbs – what collocates with what?

They/

Reporting verb + that
or + noun

Collocations

argue(s)

that

He/

scientists still do not know enough about the disease

in favour of the new proposals

She/

against a rise in interest rates

It
suggest(s)

that

this may be the result of population growth

a possible solution for the problem
point(s) out

that

this research is not new

the weaknesses in their research
indicate(s)

that

this trend is likely to continue

an increase in demand is likely to continue
state(s)

that

recent research has supported the changes

conclude(s)

that

communication skills really matter

his paper with a reference to likely outcomes
imply/implies

that

little has really changed

show(s)

that

there has been a significant increase each year

what can happen if there are no safeguards
how one small change can affect a great many people
the effects of such a policy
emphasise(s)

that

this only sometimes occurs

the importance of following all the steps
note(s)

that

the income gap is continuing to grow

the importance of these findings
claim(s)

that

there are flaws in his argument

to have found evidence of its existence
priority for an alternative approach
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They/

Reporting verb + noun

Collocations

discuss(es)

these issues

He/

the causes of these problems

She/

the results of the research

It
question(s)

the findings
whether these results are accurate

challenge(s)

the conclusions reached by other researchers

analyse(s)

the factors that contribute to the situation
the results
the reasons for his sudden change in behaviour

explain(s)

the phenomenon
the process in detail
how this has all come about

draw(s) attention to

the lack of detail in his argument
the weakness in his analysis
the subjective nature of her claims

present(s)

a well argued position on the question
a convincing argument
an alternative explanation

refer(s) to

the earlier findings of other researchers
the work of American scholars
the changes that have come about as a result

identify/identifies

three characteristics of complexity theory

describe(s)

this invention as his greatest achievement
how aspects of the problem have been dealt with

outline(s)

several aspects of emotional intelligence

provide(s)

a convincing argument
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Appendix H: Levels of modality
Level of
Certainty
Strong

Modal Verbs/Adverbs/Terms

Statement of Claim

is, will, cannot, must, undoubtedly,
always, never, undeniable, definitely,
clearly, unreservedly, seriously,
obviously, unquestionably, all,

It is certain that ...
It is clear that ...
X is definitely ...
X is never
The results indicate that …
To a great extent …
To a large extent …

Moderate

should, most, a significant proportion,
numerous, would, can, ought to, tends
to, usually, likely, surely, probably,
regularly, majority, generally, often,
frequently, rarely, presumably, evidently,
frankly, fortunately, unfortunately

It appears certain that ...
It is usually the case that ...
In the majority of situations …
The results suggest that ...
To a certain extent …
To a significant extent …

Tentative

May, might, could, possible, conceivable,
sometimes, occasionally, seldom,
perhaps, maybe, uncertainly, minority,
somewhat, potentially, apparently

Conceivably ...
It is possible that ...
A small proportion of …
The results are not conclusive …
It is unlikely that …
Occasionally ...
It may be the case that ...
It appears probable …
To a limited extent …
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Task
Decide on the level of modality of the following sentences and circle the terms that indicate this.
There may be combinations of levels of modality.
1. It is conceivable that the varying characteristics of succulent leaf structure influences their
seasonal water-tissue rates of retention.
2. Technology assessment should be an effective tool to analyse the impact of environmental
issues such as council recycling, and in practice it can be used to formalise and legitimise
previously decided NSW State Government outcomes.
3. Legal Aid in Victoria, by providing representation and individual legal advice, has the
unquestionable potential to mitigate some of the entrenched inequality in regards to access to
justice.
4. The large-scale water recycling plant at La Perouse is likely to be the most desirable option to
provide for the processing and treatment of wastewater for drinking for the eastern and
southeastern suburbs of Sydney.
5. The current situation for nurses in NSW needs immediate attention and must deal with issues
such as salary, training and career development to avoid further staff losses.
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Appendix I: Other useful websites
Massey University
http://owll.massey.ac.nz/academic-writing/interpreting-the-assignment-question.php
The University of NSW
https://student.unsw.edu.au/academic-skills
Monash University
http://www.monash.edu.au/lls/llonline/writing/general/essay/essay-topic/index.xml
The University of Sydney
http://writesite.elearn.usyd.edu.au/m3/m3u1/m3u1s3/m3u1s3_3.htm
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Appendix J: Passive voice
There can be several reasons why an author will choose to use the passive voice instead of the active
voice. In academic writing, the passive voice can be a very useful structure to help avoid writing in
the first person, and to make sentences sound more formal.
In a sentence using the active voice, the subject acts on the object. E.g. I interviewed the candidates.

Subject

Verb

Object

I

interviewed

the candidates.

When we change the above sentence into the passive voice, the object (i.e. the thing that is acted
upon) is moved to the beginning of the sentence and becomes the subject. However, in order to
maintain the same meaning as the original sentence, the structure must now use a ‘be’ verb (i.e. is;
are; was; were; am; be; been; being) and a past participle.



Subject

‘be’ verb

Past participle

The candidates

were

interviewed.

It would be wrong without the ‘be’ verb as ‘interviewed’ then becomes a past simple verb:



Subject

Past simple

The candidates

interviewed.

Past participle vs past simple
Past participle verbs are not the same as past simple verbs.
Present simple

Past simple

Past participle

Eat

Ate

Eaten

Give

Gave

Given

Walk

Walked

Walked
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Active voice vs passive voice: example sentences
Active Voice

Passive Voice

Someone stole my wallet.

My wallet was stolen.

I wash my car every month.

My car is washed every month.

They will fry the fish with chips.

The fish will be fried with chips.

Her fans loved her dearly.

She was loved dearly by her fans.

The security guard turns off the lights at 10 pm
every evening.

The lights are turned off at 10 pm every evening.

I will discuss the differences between red and
green curry in this essay.

The differences between red and green curry
will be discussed in this essay.

I will critically analyse five articles in this paper.

Five articles will be critically analysed in this
paper.

Note the position of ‘will’ in future tense passive voice sentences. The ‘be’ verb must come after
‘will’.



ACTIVITY

Change the following active voice sentences into passive voice. (The answers are on the following
page.)
1. I sent the final draft on Friday.

2. We need to consider the consequences.

3. The professor gave him an award.

4. I will discuss the advantages of studying at university.

5. People often examine the relevance of Crocodile Dundee in Australian culture.
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Answers
1. The final draft was sent on Friday.
2. The consequences need to be considered.
3. He was given an award.
4. The advantages of studying at university will be discussed.
5. The relevance of Crocodile Dundee in Australian culture is often examined.
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Appendix K: Relative clause
An academic sentence often contains multiple pieces of information, which can make it difficult to
express the sentence clearly. A relative clause can be used for adding specific information, thereby
assisting the reader in understanding the subject of a sentence more clearly.
Who is the queen?
Have a look at this picture:

Independent 2017

This is a picture of the British royal family. If someone were to ask which woman was the queen,
how would you describe her? If the answer were simply: ‘She is the woman’, it would be hard to
identify who is being talked about since there are four women in the picture. Therefore, specific
information would be required in order to indicate which of the four women is being referred to.
(Hint: the queen is waving.)
Here are the facts that we know about the queen in this picture:
1. She is a woman.
2. She is waving.
These two pieces of information can be put together to make the following sentence:
The woman who is waving is the queen.
relative clause
The relative clause helps to identify specifically which woman is being talked about.
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Compare the two sentences below – one with a relative clause, and the other without. Which
sentence is clearer?
No relative clause

Relative clause

The woman is the queen.

The woman who is waving is the queen.

Grammar rule
When the subject is a person, a relative clause is constructed with the pronoun ‘who’ and a verb.
Examples
1. The man who lives next to me is a rock star. (verb: live)
2. The aunt who is a doctor moved to Melbourne. (verb: is)
3. The professor who teaches us math is an alcoholic. (verb: teach)
4. The classmate who got married is regretting his decision. (verb: get married)
The relative clause in each of these sentences helps the reader to identify specifically WHO is being
talked about. It is important to note that we can replace ‘who’ with ‘that’ but NOT with ‘which’.
Example



The man who lives next to me is a rock star.



The man that lives next to me is a rock star.



The man which lives next to me is a rock star.

When the subject is NOT a person, a relative clause is constructed with a ‘which’ OR ‘that’ and a
verb.
Examples
1. The plane that crashed in the Pacific last year was finally found. (or which crashed)
2. The clock that broke is under the table. (or which broke)
3. Pretzels that are too salty make me thirsty. (or which are)
4. Shops that open late have more customers. (or which open)
The relative clause in each of these sentences helps the reader to identify specifically WHAT is being
talked about. In this case, while ‘that’ and ‘which’ are correct, ‘who’ CANNOT be used.
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Example





The clock that broke is under the table.
The clock which broke is under the table.
The clock who broke is under the table.

Adapted from the following source:
Murphy, R. & Smalzer, W.R. 2009, Grammar in use – Intermediate, 3rd edn, Cambridge University
Press, Singapore
The picture of the royal family is attributed to:
Praderio, C. 2017, Here’s what the royal family actually does every day, Independent, London,
viewed 30 June 2017, http://www.independent.co.uk/life‐style/what‐royal‐family‐actually‐
does‐every‐day‐a7540436.html.
More information on relative clauses:
Study & Learning Centre, Relative clauses, RMIT University, viewed 30 June,
<https://www.dlsweb.rmit.edu.au/lsu/content/4_WritingSkills/writing_tuts/sentences_LL/rel
ative.html>
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