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Abbreviations in academic writing
A number of abbreviations are generally accepted in academic writing. The following list, though not
exhaustive, contains the most frequently used examples. Most of these are found in citations or
referencing components of writing such as in table or image captions.

ABBREVIATION

USAGE

MEANING

app.

“See App. 2…”

appendix

bk., bks.,

“See Bk 3 …”

book/books

c, ©

“Turnitin©”

copyright

c. (circa)

“c. 1901”

about a certain date

ch., chs. (or chap/chaps)

“See Ch. 6 …”

chapter/chapters

col., cols.

“See p. 6, col. 3…”

column/s

diss.

“PhD diss….”

dissertation (Masters/PhD)

ed., eds.

“Davies, M. and Devlin, M.
(eds.) …”

editor/s

edn., 3rd ed.

“See 1996, 3rd ed. …”

Edition / third edition

et al., (et alii)

“Jones, et al., 1999 …”

“and others” when a book has
several authors

et. seq., (et sequentes)

“pp. 64 et seq.”

“and following”

f., ff.

Refers to other page numbers,
e.g., “p. 6 ff. …”

and the following

facsim.

“See 1854, facsim….”

facsimile (exact copy)

fol., fols

“See p. 45, fol. 3457…”

folio/s

front.

“See front. p. iii”…

frontispiece (first page)

ibid., (ibidem)

“See ibid., p. 35”

the same work (as cited
directly above)

ill., ills.

M. and K. Smith, ills.

illustrator/s

loc. cit. (loco citato)

“See, Smith, loc. cit. …”

same place already cited —
same passage used before

ms., mss.

“See Jones, 1999 ms….”

manuscript (unpublished)

n., nn.

“See p. 56, n. 3” …

note (s) below text
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n.d.

“See Smith, n.d., p. 35…”

no date (of publication)

n.p.

“Jones, 1999, n.p. ….”

no place (of publication)

no.

“Vol. 56, no. 5 …”

number (used for journals)

op. cit. (opere citato)

“Jamison, 1999, op. cit., p. 45
…”

in a work recently cited before

p., pp.

“1999, pp. 45-58…”

page/pages

“Jackson, 1987, passim…”

throughout the work rather

passim.

than specific pages
personal communication

pers. comm.

“According to John Smith,
Director of Teaching and
Learning: ‘……’, (Smith, pers.
comm., 16/6/17).

pt.

“See Chapter 4, pt. 3…”

part (e.g., I, II, III, IV)

q.v. (quod vide)

“pp. 34-56, q.v. p. 67…”

rev. edn.

“1999, rev. edn. …”

revised edition

sic. [sic]

He said: ‘I had too see it for
myself [sic]’.

thus so - used to identify
mistakes in original quote

suppl.

“See the Australian, Higher
Education suppl….”

Supplement

tech. rep.

“See tech. rep., no. 6…”

technical report

tr., trans.

“Nosick, R., trans., …”

translator

v., vv., vs., vss.

“See p. 5, vs. 567…”

verse(s)

verso

“See publisher’s information.
verso page, p. ii…”

page after title page

viz. (videlicet)

“He needs a doctor, viz., a
medical expert.”

namely or “in other words”

vol., vols

“See 1876, vol. 5…”

volume/s

“which see”
used in cross-referencing

Other helpsheets available
• University Speak
• Writing in an Academic Style
• Editing & Proofreading
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Academic Honesty
Starting study at university presents many challenges. These differ depending on your age, educational
background, your expectations, and a great deal more. Maintaining your integrity, or honesty, at university
is as important as elsewhere in your life. Universities everywhere take academic integrity seriously, and
breaching it by cheating or plagiarising can end your study and impact on your work options in the future.

What is plagiarism?
If you use someone else’s ideas, information or words without acknowledging them, then you are
plagiarising. Most students don’t aim to be dishonest in their academic writing, but even accidental
plagiarism can trigger academic penalties for improper conduct. Whether it is intentional or unintentional,
plagiarism can take different forms, including:
• Collusion: working with other students on an assessment and then claiming it as your own.
• Verbatim copying: copying material word-for-word, or cutting and pasting it, and presenting it as your
own without citing the source.
• Sham paraphrasing: copying material word-for-word, or cutting and pasting it, and presenting it as a
paraphrase rather than a direct quote.
• Illicit paraphrasing: using material that is closely paraphrased or summarised, without using direct
quotes or citing the source.
• Self-plagiarism or recycling: submitting an old assignment, or parts of it, as new work without
acknowledgement or permission from the Course Coordinator.
• Ghost writing: using work written by another person and presenting it as your own, including text
produced for free or at a cost.
• Bullying: taking and using work written by another and, even if edited, presenting it as your own; and
where material was obtained inappropriately such as through emotional, social or physical pressure.
(Walker, 1998)

If you are suspected of plagiarising, a lecturer may discuss their concerns with you and suggest ways in
which you can improve your writing skills, in particular how to correctly reference information.

A shared responsibility
Acknowledging others’ work is more than a matter of honesty. It is an important characteristic of university
life, and it is a process in which everyone is involved, from first-year students to senior lecturers,
professors and researchers. Correctly referencing work that has already been undertaken in your field
provides a network of information that others may follow, learn from, and contribute to, for the benefit of
everyone.

Equip yourself
Many students are unfamiliar with the writing conventions of university study when they commence, and
most students do not intend to plagiarise in assessments. The persistent deadlines of assessment tasks
can make a busy timetable seem impossible, so establishing a routine that provides you with enough time
to produce good work will help you to avoid last-minute stress that may cause you to take risks with your
writing.
In addition to having effective time management skills, developing good practice in referencing and
citation is a key part of becoming successful in your study. Effective paraphrasing is also a valuable skill
to acquire, though it takes effort, time and practise.
Fortunately, support is available at Federation University to help you learn the skills to produce your best
work, and avoid being charged with plagiarism.
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Acknowledge your sources
Using the referencing style specified by your School, identify the source of your information within your
written work. This includes where you do any of the following:
•
•
•
•

Paraphrase or summarise an idea, argument or analysis
Quote exact words, factual information, data or results
Copy or adapt a graph, image, diagram or table
Copy a procedure or method

Record the identifying details of every resource you use to research your topic so that you could locate
it again. This includes who wrote/created it, the title, when it was published or made available, and the
URL if an online source. Helpsheets are available on the five most commonly-used referencing or
citation styles at Federation University, which are APA, Australian Harvard, IEEE, MLA and
Chicago/Turabian. Know which style you are required to use before you start work, as the
presentation and use of each varies.

Avoid copying
Even where you are correctly acknowledging the source, express the work of others in your own words.
Your lecturer is interested to see how you interpret key concepts and incorporate them in your discussion.
Expressing the material in your own words also helps you to avoid accidentally plagiarising in your
writing. There are three methods of doing this: direct quoting, paraphrasing or summarising. All three
methods require you to reference the original source. Support is available on all our campuses and/or
online to help you improve your skill in these aspects of academic writing.

Seek help
As adult learners, you are expected to build on your skills. The ability to manage your time and study
needs effectively is vital to achieving your study goals. If you are unsure, first ask your lecturer or tutor
to clarify any referencing requirements. Student Academic Leaders (SALs), and Learning Skills
Advisors can help you to develop effective referencing and writing skills. Drop into the Writing Space
or ASK Desk on your campus, get in touch via email at: ask.sal@federation.edu.au or online at:
federation.edu.au/sass
Library staff also offer advice, workshops and software to help with referencing. Go to the library or visit:
•
•
•
•

federation.edu.au/library/fedcite
federation.edu.au/library/guides/study-skills-and-writing-guides
federation.edu.au/current-students/learning-and-study/online-help-with/referencing
Moodle: select Turnitin in the Study Help menu, then click ‘Enrol me’

Other helpsheets available
•
•
•
•
•

APA, Australian Harvard, Chicago/Turabian, IEEE and MLA Quick Guides (In-text and Referencing)
What is Paraphrasing?
Paraphrasing: the Basics
Writing in an Academic Style
Time Management

References
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Citing a Paragraph from a Single
Source
Sometimes you will find yourself writing one paragraph with information you gathered from one main
source. This helpsheet shows you the wrong and right ways to cite this type of paragraph.

The wrong way
In a globalised world where rapid change is the norm, nurses need to continuously
develop their cultural literacy. Four interconnected factors contribute to cultural literacy.
Cultural mindfulness is the ability to use reflection to develop understanding about yourself, the
local culture and other cultures as a way of building empathy. Critical analysis of a situation
requires the nurse to be able to know not only what to do in a given situation, but when to do it.
Active curiosity about people and practices leads to new ways of thinking and doing in a
constantly changing world. Cultural literacy also requires the patience to lead others to new
cultural understandings (Shliakhovchuk, 2021).

Why wrong?
The reference at the end ONLY refers to the LAST sentence. It does not include the other sentences in
the paragraph. You will either lose marks because you did not acknowledge the source of information,
OR the marker will report you for suspected plagiarism.
How can we make it right?

The right way
Example 1
In a globalised world where rapid change is the norm, nurses need to continuously
develop their cultural literacy. Shliakhovchuk (2021) identifies four interconnected
factors that contribute to cultural literacy: first, cultural mindfulness is the ability to use
reflection to develop understanding about yourself, the local culture and other cultures as a way
of building empathy; second, critical analysis is the ability to know not only what to do in a given
situation, but when to do it; third, active curiosity about people and practices leads to new ways
of thinking and doing in a constantly changing world; and fourth, cultural literacy also requires
the patience to lead others to new cultural understandings.
Topic sentence
in the
student’s voice

Author outside
the bracket with
(year)

Reporting verb
and signal
words alerting us
to what will follow

Signal words:
first, second and
third, linking
back to three
key skills

Colon (:) a list of
ideas will follow
Semi-colons (;)
separate each
point in the list
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Example 2
In a globalised world where rapid change is the norm, nurses need to continuously
develop their cultural literacy. Shliakhovchuk (2021) provides an explanation of the skills
needed to show cultural literacy, and these can be usefully applied to nurse professionals.
Cultural mindfulness is the ability to use reflection to develop understanding about yourself, the
local culture and other cultures as a way of building empathy. Critical analysis is the ability to
know not only what to do in a given situation, but when to do it. Active curiosity about people
and practices leads to new ways of thinking and doing in a constantly changing world.
Shliakhovchuk also suggests that cultural literacy requires the patience to lead others to new
cultural understandings, what she calls “being a change agent leader” (p. 245).
Topic sentence in
the student’s
voice

Author outside the
bracket with (year).
Second mention = no
year

Student shows the
value of the information
to this assignment

Reporting verbs: the
student has analysed
what the writer is doing

Direct quote “…” (p. no).
As you see in Example 1 and 2 above, ‘sharing’ information about the source across numerous
sentences works to incorporate the source into the whole paragraph.
Source:
Shliakchovchuk, E. (2021). After cultural literacy: New models of intercultural competency for life and work in a
VUCA world. Educational Review, 73(2), 229-250. https://doi.org/10.1080/00131911.2019.1566211

Other helpsheets available
•
•
•
•
•

What is Paraphrasing?
Paragraphs
Incorporating Evidence
Writing in an Academic Style
Find more helpsheets at http://studyskills.federation.edu.au/student-skills/helpsheets/
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Cutting Sentence Length
Being concise, brief or succinct in your academic writing means using the least number of words to
effectively convey an idea. Sentences that are ‘wordy’ can confuse your reader and are a problem for
several reasons. They make your writing:
1. ‘waffly’ or empty of content
2. less convincing or clear
3. longer than it needs to be.
Clarity and length are important factors in any assignment, so it is advisable to eliminate ‘wordiness’,
otherwise known as redundancy.
Consider these two sentences:
Productivity actually depends on certain factors that basically involve psychology more than any
particular technology.
Productivity depends more on psychology than on technology.
Which is more concise?

How to reduce words
A good strategy to eliminate redundant words, or shorten ‘wordy’ sentences, is to use “The Paramedic
Method” (Lanham, 2000). Start by identifying these elements in the sentence:
•
•
•
•
•
•
•

Underline the prepositions (of, in, about, for, onto, into, between, as)
Bold the verbs, i.e., the action words
Ask where the ‘action’ is in the sentence
Change the action into a simple main verb (e.g., “has been required” becomes “requires”)
Identify the ‘doer’ of the action - who's kicking whom
Locate and delete any unnecessary wind-ups, e.g., introductory phrases that carry no meaning
Identify and delete any words that add nothing (redundancy)

Example 1
Original:

2. Highlight the main verb
(simplify it where possible)

1. Identify action words (verbs)

The point I wish to make is that the employees working at this company are in need of a
much better manager of their money.
3. Identify the ‘doer’ of the action
4. Delete words that add nothing

Improved:
Employees at this company need a better money manager.
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Example 2
In this example, splitting the statement into two sentences provides greater clarity.
Original:
By applying the assumption, the interpretation of the cavity expansion scenario in the pressure
meter tests can be described as two expansion models.
1.
2.
3.
4.

Identify the main action word/s
Simplify it (describe)
Who’s kicking who (doing the action)? (the expansion models)
Delete wind-ups and redundancy

Improved:
The pressure meter tests describe two expansion models. This is based on the interpretation of the
cavity expansion scenario.

Exercises
Number 1
The future of those engaged in studies at the postgraduate level, seeking advanced degrees from
institutions of higher education, in regards to prospects for desirable employment in teaching
positions at best does not have a high degree of certainty.
1.
2.
3.
4.

Identify the main action word/s (does not have a high degree of certainty)
Simplify it (is/are [not])
Who’s kicking who (doing the action)? (those currently undertaking a postgraduate qualification)
Delete wind-ups and redundancy

Number 2
Notwithstanding the fact that all legal restrictions on the use of firearms are the subject of heated
debate and argument, it is necessary that the general public not stop carrying on discussing the
pros and cons in regard to them.
1.
2.
3.
4.

Identify the main action word/s (not stop carrying on discussing)
Simplify it (should discuss)
Who’s kicking who (doing the action)? (the general public)
Delete wind-ups and redundancy

Adapted from: Lanham, R. A. (2000). Revising Prose. Boston: Allyn and Bacon.
Number 2: The general public should discuss the pros and cons of firearms despite legal restrictions.
Number 1: Those currently undertaking a postgraduate qualification, and seeking a teaching career, are unlikely to get a job. OR:
It is not certain that those currently undertaking a postgraduate qualification, and seeking a teaching career, will get a job.
(passive form)

Answers

Other helpsheets available
• Editing your Writing
• Sentence Structure
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Editing your Writing
You have worked hard to complete your assessment. Leave time to edit and proofread your work
before you submit it. Also taking a break from it for a few days before editing will give you a fresh view.
Your lecturer may not talk about the importance of correct punctuation or spelling, but they will notice if
there are errors. Fixing typos and factual errors in your work will undoubtedly improve your mark.

Editing vs. proofreading: what is the difference?
Editing involves re-reading to check and improve the content or meaning of your writing. This might
mean re-writing sections to improve your line of argument, for example. Think of it as polishing your
work of art.
Proofreading is a final check for spelling, punctuation or other errors. When proofreading, you are not
necessarily looking at the content or line of argument.

Edit: content

style will give your reader the impression of
reliability.

Have you addressed the task?

Have you used the active or passive voice?
The passive voice is often used in academic
writing when the focus needs to be on the
object (e.g. research), rather than the person
doing it. Using this style implies objectivity. By
contrast, the active voice focuses on the
person or thing doing the action, and not the
object, so tends to be more direct and
dynamic.

Clues that show you have addressed the task:
•
•
•
•

used words from the question in your introduction
stated your argument and the points to be covered
defined any key terms
demonstrated your understanding of the issue/s

Have you structured your argument?
Your writing needs to be convincing, so consider
how your argument flows. Check that you:
•
•
•
•

cover all points in a logical sequence
focus on one point in each paragraph
begin each paragraph with a topic sentence
follow each topic sentence with material and evidence
that supports it
• avoid unnecessary repetition of ideas
• summarise the main points in a conclusion
• put your argument back in a wider context

Have you supported your argument?
Your argument and ideas need to be evidenced.
Check that you have:
• referred to the work of others
• provided references to support each time you have
summarised, paraphrased and quoted work by others

Edit: expression
Even award-winning novelists will check their
writing for style or expression. Academic
writing tends to use a particular word choice,
voice (active or passive), and tense (past or
present), and the language is often objective
and inclusive. Above all, having a consistent

Have you used tense consistently?
Sentences can be written in the past, present
or future tense, depending on their purpose.
Generally, past tense is used to report on
things that have already happened, such as
experiments, results, or past findings. Present
tense is most appropriate when analysing or
drawing conclusions about material.
• Past: The plots were measured twice a day
• Present: The plots indicate that

Have you checked your word choice?
The main aim of your writing is to
communicate ideas as clearly as possible.
Using ‘big’ words for the sake of appearing
‘clever’ can backfire if your use of them is not
quite right. Some categories of words are also
best avoided.
• use an equivalent simple word if uncertain
• avoid using “I” statements in your writing unless
requested by your lecturer
• avoid using slang, e.g. guys (people), fridge
(refrigerator), bucks (dollars)
• remove clichés, overused phrases that do not add
anything original, e.g. ‘last but not least’
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• avoid jargon, technical or specialised words/ phrases
used in a particular field (unless permitted)
• delete unnecessary words, e.g., use ‘round’ instead
of ‘round in shape’, ‘summer’ instead of ‘summer
months’
• choose the right words, e.g. do you want ‘accept’ or
‘except’?

Is your language inclusive?
Inclusive language is writing that treats all people
fairly. Your writing should not suggest bias or
prejudice on the basis of characteristics such as
gender, culture, ethnicity, disability, sexual
orientation, age or religion.
• avoid ‘mankind’ where you refer to ‘society’ or
‘human beings’ or ‘people’
• avoid using male pronouns (‘he’, ‘his’, ‘him’)

Proofread: punctuation
Look at the ‘surface layer’ of your writing which
primarily includes spelling and punctuation.
• Apostrophes are NOT needed when indicating
plural, e.g. tests, books, houses, UNLESS to show
ownership (see below)
• Use an apostrophe to show ownership, e.g. the
researcher’s strategy (one researcher), OR the
researchers’ strategy (many researchers)
• Do not shorten words by missing out letters; write
words in full, e.g., ‘It is significant’, not ‘It’s significant’
• Commas to signal a break
• Full stops at the ends of sentences
• Capital letters at the beginning of sentences

Have you turned ‘spell-checker’ on?
Most word processors have an in-built spelling
checker. Generally, typos and other grammatical
issues will be indicated by a squiggly coloured
line under some words in the text. Check them,
and choose Australian English spelling over
American where possible.
Have you checked for homophones?
These are words that sound the same, but are
spelt differently and have different meanings,
such as:
•
•
•
•
•
•

whether / wether / weather
course / coarse
here / hear
there / their / they’re
sure / shore
where / wear

Have you checked the material?
• Facts and statistics are clear and correct?
• Names, dates, and quotes match those in your
reference list?

Proofread: layout &
formatting
Think of the presentation as your essay’s suit
when it is going for a job interview. It needs to
look good. Fortunately there are standards that
you can follow.
• Did your lecturer specify a particular format? If in
doubt, use font size 12, Times New Roman, and
double spaced.
• Are the margins 3-4 cm wide?
• Is the font style and size consistent across the
document?
• Have you avoided using bullet points? (Some
assignments may allow them – check)
• Do you need a title page or cover page?
• Does your cover page have all your details?
• Have you numbered the pages?

Proofread: citations
Be sure you have used the appropriate style,
e.g. APA, MLA, Chicago Note or Australian
Harvard.
• Is your reference list accurate and does it only
contain material cited in your assignment?
• Are dots or commas used to separate the
publication elements in your citation?
• Have you put a single space after the dots or
commas in your reference list or bibliography?
• Are titles of the books or journals in italics?

Final check
Listening to your work rather than reading it
will provide you with a new perspective. WYNN
software allows you to convert your essay into
MP3 format so you can hear it spoken aloud.
Listen to how it flows and whether it makes
sense as a story. WYNN is available on oncampus student computers.

Other helpsheets available
• Writing in an Academic Style
• University Speak
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Email Communication
At university, emails are a common form of written communication. Think of an email as a form of business
correspondence. Adopting ‘email etiquette’ is necessary in this setting as it mirrors the way you are expected
to write in a workplace. You will use formal format for written communication such as:
• the cover letter for a job application
• a letter to a government department
• liaising with a client
A carefully worded email can save time and maintain positive relationships between sender and receiver.
Email style can change depending on the recipient and your relationship with them. It can also change over
the course of a conversation involving multiple emails. Use a professional email address also, especially for
business-related purposes. No one will take you seriously for a job interview if your email address reads:
lazycrazyguy@hotmail.com.

Basic principles
1.
2.
3.
4.

THINK FIRST: how will your reader/s react to the message? Then EDIT.
Introduce ONE single purpose for your message.
Include information your readers want AND need.
Place the most important information in the FIRST paragraph.

Structure
1.
2.
3.
4.

STATE the purpose of your email in the subject line.
Cc or Bcc others who need to know about your communication.
Summarise the purpose in one sentence, FIRST.
Indicate the number of requests/issues that require a response.

Examples
The following examples illustrate the basic principles of composing a formal email in the university setting.

Email about group work
To: Abhinav Sharma
Cc: all other team members
Subject: article for background summary
Hi Abhinav,
You were looking for an article to introduce our project. I found this one that might work. The article is
Ball-on-plate systems & issues: IEEE Explore doi 10.1109/ICMECH.2019.8722850
Can you please do these tasks?
1. Write a brief summary with reference.
2. Add it to the introduction section in the master doc in Share drive.
Thanks! If you have any questions, you can call me tonight (after 9pm) or Tran (before 7 pm).
Regards,
Sim
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Email to your lecturer/tutor
To: Prof. Constantino
Cc:
Subject: Assessment 2 inquiry
Dear Professor Constantino,
I have been looking at the assessment guidelines in the course description for PLIN2015, and I note that we
are required to submit short answer exercises and diagrams to you by Sunday, 5 May. That’s in two weeks.
I have two questions:
1. Can I produce the answers in an Excel file, or would you prefer them in a Word document?
2. Can I create my own diagrams or would you prefer I use the models from the textbook to explain?
Thank you for your attention.
Best regards,
Caitlin Lombardo
3045678
Monday 9.30 tutorial

Email to manage group member absence
To: Alice
Cc: Juanita Suarez, all other team members
Subject: Absence concerns for ENGIN2802
Dear Alice,
We have not heard from you for three weeks, and you have missed two meetings, and not answered our
emails. We hope you are okay.
Please contact ENGIN2802 course coordinator, Juanita Suarez, asap. I have cc’ed her into this
correspondence.
1. If you still intend to participate in this assignment, please contact me asap so I can update you on our
progress, and we can discuss your task load.
2. If you do not intend to participate, please contact me asap and I will reallocate your tasks between other
members.
Best regards from the team,
Jono Zhou
NB: asap = as soon as possible

Before sending
READ and check your draft carefully:
•
•
•
•

Are your facts right?
Have you avoided using slang or sms text?
Is the tone of your writing polite, reasonable and calm?
Are there any spelling errors?

Other helpsheets available
• Group Work: Strategies
• Editing your Writing
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Incorporating Evidence
One method of achieving good marks in your assignments is to have a strong argument. A strong argument is
one which is persuasive and is clearly presented. One of the most important elements of creating a persuasive
argument is to use evidence.
Generally, you use evidence to:
• map the debate
• demonstrate where your argument fits into the debate.
More specifically, you can use evidence in different ways to:
•
•
•
•
•

distinguish one point of view from another
create a link between a cause and an effect
refute someone else’s argument
substantiate your logic or claim
compare one thing with another, from which your argument can be furthered.

How to work evidence into your writing
There are a number of ways to place evidence in your writing to strengthen your claims.
•
•
•
•

Offer evidence that agrees with your position, and then add to it with ideas of your own.
Present evidence that contradicts your position, and then argue against (refute) that evidence.
Use sources against each other, as if they were experts on a panel discussing your position.
Use paraphrasing/summarising/quotations to support your claim, not merely to state or restate it.

Activity: using evidence
Below is an example of evidence-based writing by a first-year health sciences student:
A large number of developing countries still allow the procurement of antibiotics over-the-counter,
without any professional oversight. The likelihood that these antibiotics are being used correctly
without the proper guidance of a medical professional is low (Hobson, 2012). Davies and Davies
(2010) also suggest that many countries are receiving antibiotics that are already ineffective in
western nations, contributing to the problem for these countries locally and for the wider global
community. It should be noted though, that some developing countries are starting to more tightly
regulate access, with Chile banning the sale of antibiotics without a prescription and India trying to
create an accreditation system to assist in regulating the use of antibiotics (Chatterjee & Fleck,
2011). In the absence of appropriate regulation, further awareness of the problem and education on
their correct usage may assist.
Transition
words

Another author’s view adds
to discussion and is made
prominent in text

Consider this:
1.Refer to the above list of ‘how to work evidence into your writing’ to identify how evidence is used.
2.Identify the phrases this student uses to transition from each use of evidence to the next.

Weak and strong uses of evidence
To use evidence effectively, you need to integrate it smoothly into your essay. Try this pattern:
1.State your claim.
2.Give your evidence, remembering to relate it to the claim.
3.Comment on the evidence to show how it supports the claim.
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To see the differences between weak and strong uses of evidence, compare the following paragraphs.

Weak
Today, we are too self-centred. Most families no longer sit down to eat together, preferring instead
to eat on the go while rushing to the next appointment (Gleick, 2011). Everything is about what we
want.
This is weak evidence because it is not related to the claim. The writer does not explain the connection the claim about self-centeredness is not explicitly linked to the evidence about families eating together.
The same evidence can be used to support the same claim, but with the addition of a clear connection
between claim and evidence, and some analysis of the evidence cited.
The other limitation of this example is related to the use of academic language. The example below uses
more formal language, for example it states ‘Australians’ instead of ‘we’, and uses linking words or
phrases such as ‘in fact’ to indicate information will follow that strengthens the writer’s claim.

Strong
Today, Australians appear to be self-centred. Families do not seem to matter as much as they
once did, while other people and activities appear to take precedence. In fact, the evidence shows
that most Australian families no longer eat together, preferring instead to eat on the go while
rushing to the next appointment (Gleick, 2011). Sit-down meals have been a time to share and
connect with others; however, that connection has become less valued, as families begin to prize
individual activities over shared time, promoting self-centeredness over group identity (Forest,
2013).
Links evidence
to the claim

Highlights and
links to evidence

This is a far better example. The evidence is more smoothly integrated into the text, the link between the
claim and the evidence is strengthened, and the evidence itself is analysed to provide support for the
claim. Moreover, two sources are used to provide evidence, which builds a stronger argument overall.
Consider this:
1.Why is using more than one source desirable when presenting an argument?
2.Do you think there should be a minimum number of sources?

Other helpsheets available
•
•
•
•
•

Argument Maps
Concept Maps
Mind Maps
Writing in an Academic Style
What is Paraphrasing

Information in this helpsheet has been adapted from the following:
Australian National University (2010). Using evidence in your essay. Retrieved January 25, 2016 from
https://academicskills.anu.edu.au/resources/handouts/using-evidence-your-essay
Indiana University. (2011). Incorporating evidence into your essay. Retrieved from
http://www.indiana.edu/~wts/pamphlets/using_evidence.pdf
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Paragraphs
What to put where
Paragraphs are related sentences bundled together to make a point. They should have at least three
sentences and begin on a new line. Each paragraph has one main point or idea throughout. As the
topic sentence, this idea is usually expressed in one sentence at the beginning of the paragraph. Each
sentence in the paragraph expands on the topic sentence, providing evidence and justification for that
one idea.

Structure
A topic sentence
This is your own idea, as developed through your research on the topic. It must be expressed in
your words, and not an idea from a cited source.
Supporting evidence
These sentences are cited theories, examples or information from other sources that help
justify/support your topic sentence idea. For more information, refer to the helpsheet, ‘Incorporating
Evidence in to your Writing’.
Linking words/phrases
These are words or phrases that make your ideas flow from one sentence to another. For more
examples, refer to the helpsheet, ‘University Speak’.

Example: components of a paragraph
Key: Topic sentence

Linking words/phrases

Supporting evidence

Companies that produce video games, as well as many gamers, claim there is no link between increased
violence in the community and violent video games. To support their opinion, they cite studies by
psychologists which indicate that gamers are no more likely to commit violent crimes than non-gamers.
Specifically, a report by Braxton College in the United States found that among 234 gamers, arrest and
conviction levels for any form of crime were actually 8% lower than from non-gamers (Malone, 2012).
Indeed, both those who produce and those who play the games claim they are being unfairly blamed for
the problems of society (Falloy & Croydon, 2011). As Carrox (2013) points out, no one would ever demand
that books with violent themes should be blamed for their negative influence.

Organising your paragraphs
In the body section of essays, reports and similar assignments, your paragraphs should be presented
in a logical order according to how one main idea or topic connects with the next. Planning your
paragraph topics before you start writing the paragraphs will help you to achieve a logical order.
For example, you may want to discuss some advantages of gaming, some negative effects of gaming,
and some perceived negative effects of gaming (such as the perceived link of violent video games and
real-life violence, as per the paragraph above). By planning out your paragraphs in advance, you
avoid getting your ideas mixed up.
As a general rule, begin a new paragraph when you want to do any of the following:
When you start or end a part of your argument
To introduce a new idea or point, or to contrast information or ideas
To break up an overly long paragraph

Remember: one paragraph = one idea
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Activity 1: Identify the components
The components of the following paragraph are jumbled. First, identify the topic sentence. Next, order the
remaining components into a paragraph that flows logically.
1.
2.

3.
4.

For example, in a study by Dukakis, Bellm, Seer and Lee (2007), students expressed moderate
satisfaction with current TAFE and university teaching and learning arrangements.
Specifically, it has been identified that there is a large contrast in assessments between the two
programs. Fulcroft and Gibon (2008) claim that students regard university essays as considerably
more complex and challenging than assessments they had previously encountered in their TAFE
programs. These challenges prompt the need for additional support for this group of students.
One area of pressure for students making the TAFE–university transition is the difficulty of studying
under a university model.
However, they also found gaps between the two programs, and identified difficulties they
experienced in bridging them. “Students appreciated the greater depth of curriculum at university, but
indicated that support to cope with the high level of independent study would be useful” (Dukakis,
Bellm, Seer & Lee, 2007, p. 63).

Check your answer at the bottom of this page.

Activity 2: Break the text into paragraphs
The following text discusses two different things. First, identify where the topic changes. Next, find the
point where it would be most appropriate to break it into two separate paragraphs.
A large number of developing countries still allow the procurement of antibiotics over-the-counter,
without any professional oversight. The likelihood that these antibiotics are being used correctly
without the proper guidance of a medical professional is low. Davies and Davies (2010) also
suggest that many countries are receiving antibiotics that are already ineffective in western
nations, contributing to the problem for these countries locally and for the wider global
community. It should be noted though, that some developing countries are starting to more tightly
regulate access, with Chile banning the sale of antibiotics without a prescription and India trying
to create an accreditation system to assist in regulating the use of antibiotics (Chatterjee & Fleck,
2011). In the absence of appropriate regulation, further awareness of the problem and education
on their correct usage may assist. Public awareness of the problem is crucial but, in some places,
people may be better informed than professionals give them credit for. A study in the UK found
that a third of the public believe that antibiotics will assist their recovery from a cough or cold
(Cliodna, Boyle, Nichols, Clappison, & Davey, 2007). The other side of this is that two thirds of
people in the United Kingdom are aware that antibiotics are not required in the case of a viral
infection. It would appear that the awareness campaigns in the UK have been somewhat
successful (Cliodna et al., 2007). Unfortunately, Cliodna et al. (2007) also indicate that a survey
conducted by the UK Department of Health found that knowledge of correct antibiotic use did not
make any significant difference to the likelihood of a person being prescribed antibiotics. While
very few people would argue against public awareness and education, it is not enough on its own.
Check your answer at the bottom of this page.

Other helpsheets available
Writing in an Academic Style
Topic Analysis
Structuring your Essay
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Paraphrasing: The Basics
Paraphrasing is the act of rewriting a passage of text in your own words. The original source is cited after
the paraphrase. A good paraphrase bears little resemblance to the original, and yet it retains the meaning
or intention of the writer. Most of the written work asked of you at university will require paraphrasing. It is
an essential skill.
Paraphrasing is different from quoting. Quoting uses the exact words of someone else, and is indicated in
your text with “inverted commas” and reference details. Including direct quotes is an acceptable part of
academic writing, but we suggest using quotes infrequently. Copying large sections of text as a quote
suggests that you do not understand the material, and is not considered acceptable academic writing.

How to paraphrase
There are five main strategies to developing your skill in paraphrasing:
1.
2.
3.
4.
5.

Using synonyms
Varying the sentence patterns
Changing or reversing the order of ideas
Breaking long sentences into shorter ones
Making abstract ideas more concrete (simplification)

Use as many of them as you can simultaneously. You will still need to cite your sources in your text.

1. Using synonyms
Look at a dictionary or thesaurus to find a word that means the same as the word or phrase you wish to
substitute, for example:
• “huge” instead of “very large”
• “tertiary institutions” instead of “universities”
• “approximately five hundred” instead of “It is estimated that no fewer than five hundred”
When choosing synonyms, pay attention to their usage as not all synonyms are still in practice. For
example, a synonym for “brought something into existence” is “begat”. However, outside religious
discussion, no one uses that word anymore. First identify the nouns or noun phrases in a passage, then
find a synonym for each. If you only substitute synonyms, the passage will look similar to the original
passage. Therefore, solely using synonyms is insufficient to paraphrase correctly.

2. Varying the sentence patterns
This second strategy requires you to change the expression used in the sentence.
• Original: Technology can cause disasters
• Change to: Technological disasters are possible
• Better still: Technological misfortunes/accidents are possible
The third example above has different sentence-level expression AND uses synonyms.

3. Changing or reversing the order of ideas
Used on its own, reversing the order of ideas is not sufficient for good paraphrasing, and would still
constitute plagiarism. You need to change the sentence-level expression AND substitute synonyms, as in
the third dot point below.
• Original: Technology can improve the quality of life if we plan carefully for the future
• Reversal only: If we plan carefully for the future, technology can improve the quality of life
• Better: Carefully forward planning can ensure that technology will meet our future needs
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4. Breaking long sentences into shorter ones
The technique of making long sentences short is not acceptable paraphrasing on its own. Combining it with
synonym substitution and reversal of ideas is necessary. Nouns and noun phrases are underlined below.
• Original (one long sentence): This model provides a microeconomic theoretic rationale for why
researchers have failed to find consistent evidence of the superiority of one teaching technique over
another in the production of learning in economics (Becker, 1997, p. 9).
• Shortened version (better, but still plagiarism): This model provides a microeconomic theoretic
rationale. It explains why researchers have failed to find consistent evidence. They have not found the
superiority of one teaching technique over another. These techniques have not led to better production
of learning in economics (Becker, 1997, p. 9).
• Shortened version (better, uses synonyms): This framework has a clear basis in microeconomic theory.
The explanation accounts for why people working in the area have not proven their initial assumption.
Their assumption was that one pedagogical technique has clear advantages over the others. However,
the evidence was not conclusive. It did not show that one pedagogical style led to a better
understanding of economics (Becker, 1997, p. 9).
• Shortened version (even better, uses synonyms and reverses order of sentences): The evidence did
not show that one pedagogical style led to a better understanding of economics. The initial assumption
was that one pedagogical technique has clear advantages over the others. However, the evidence was
not conclusive. People working in the area have not proven their initial assumption. This framework has
a clear basis in microeconomic theory (Becker, 1997, p. 9).
While the aim of paraphrasing is to incorporate someone else’s idea into your work, you must respect the
fact that it is someone else’s idea. Not acknowledging your sources is considered academic misconduct,
and you may be accused of plagiarism. Therefore, ensure you cite the original source when paraphrasing.

5. Making abstract ideas more concrete (simplification)
This method of paraphrasing involves making complex ideas simpler or more concrete.
• Original: This model provides a microeconomic theoretic rationale for why researchers have failed to find
consistent evidence of the superiority of one teaching technique over another in the production of
learning in economics (Becker, 1997, p. 9).
• Simplified version: This accounts for why theorists working in the area found the following: a student that
is taught with Method A is no better prepared than if they are taught with Method B. The evidence does
not show that either A or B is better in terms of learning outcomes (Becker, 1997, p. 9).
Once again, other paraphrasing methods should be used along with simplification. Even though the text
has been changed dramatically, the idea belongs to someone else, so the paraphrase still requires a
citation.
Sources: ELBC (Academic Communication Skills) Booklet, Technical and Further Education,
Adelaide; Weissberg, R. and Buker, S., (1990). Writing Up Research: Experimental Report Writing for
Students of English, Prentice Hall.

Paraphrasing tips
•
•
•
•

Use as many paraphrasing strategies as you can simultaneously
Practice and vary these techniques, remembering to acknowledge your source of information
Double-check citation source for accuracy, ensuring paraphrased information is true to the original
Exercises to improve your paraphrasing can be found in the helpsheet, What is Paraphrasing?

Other helpsheets available
• Paraphrasing: The Works
• Writing in an Academic Style
• Incorporating Evidence
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Paraphrasing: The Works
Paraphrasing is the act of rewriting a passage of text in your own words. The original source of information is
acknowledged by including a citation after the paraphrase. A good paraphrase bears little resemblance to the
original, and yet it retains the meaning or intention of the writer. Most of the written work asked of you at
university will require paraphrasing. It is an essential skill.
Paraphrasing is different from quoting. Quoting uses the exact words of someone else, and is indicated in
your text with inverted commas (“ ”) and reference details. Including direct quotes is an acceptable part of
academic writing, but we suggest using quotes infrequently. Copying large sections of text as a quote
suggests that you do not understand the material, and is not considered acceptable academic writing.
The ability to paraphrase well is the mark of a good writer so take the practice of paraphrasing seriously.

How to paraphrase
There are five main strategies to developing your skill in paraphrasing:
1.
2.
3.
4.
5.

Using synonyms
Varying the sentence patterns
Changing or reversing the order of ideas
Breaking long sentences into shorter ones
Making abstract ideas more concrete (simplification)

Use as many of them as you can simultaneously. Also, vary your use of the strategies; and practice them
often and regularly. Don’t forget, you will still need to cite your sources in your text.

1. Using synonyms
Look at a dictionary or thesaurus to find a word that means the same as the word or phrase you wish to
substitute, for example:
• “huge” instead of “very large”
• “tertiary institutions” instead of “universities”
• “approximately five hundred” instead of “It is estimated that no fewer than five hundred”
When choosing synonyms, pay attention to their usage as not all synonyms are still in practice. For example,
a synonym for “brought something into existence” is “begat”. However, outside religious discussion, no one
uses that word anymore.
The first step in this strategy is to identify the nouns or noun phrases in a passage. Then find a synonym
for each one. In the exercise below, the nouns and noun phrases are already highlighted in bold. Beware:
one word is a proper noun (e.g., a person’s name) and cannot be changed. All the other nouns or noun
phrases can be substituted. Try the exercise before checking the answers at the end of this helpsheet.

Exercise 1
Lead has been known to be a poison for many centuries. In fact, there is evidence that it contributed to the
fall of the Roman Empire. There is no doubt that in the second century BC Rome’s wealthy ruling class
suffered from a disproportionately high level of stillbirths, sterility and brain damage. And a high lead
content has been found in the bones of such ancient Romans. One widely-supported hypothesis is that the
cause of both facts was lead poisoning from leaden wine-cups and plates which only the rich could afford
(Williams 1982, p. 83).

Note: if you only substitute synonyms, the passage will look similar to the original passage. Therefore, solely
using synonyms is insufficient to paraphrase correctly.

2. Varying the sentence patterns
This second strategy requires you to change the expression used in the sentence.
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Example
• Original: Technology can cause disasters
• Change to: Technological disasters are possible
• Better still: Technological misfortunes/accidents are possible
The third example above is a case of changing the sentence-level expression AND substituting synonyms.

3. Changing or reversing the order of ideas
The reversal method simply changes the order of ideas in a sentence. Used on its own, reversing the order
of ideas is not sufficient for good paraphrasing, and would still constitute plagiarism. You need to change the
sentence-level expression AND substitute synonyms, as in the third dot point below.
Example
• Original: Technology can improve the quality of life if we plan carefully for the future
• Reversal only: If we plan carefully for the future, technology can improve the quality of life
• Better: Carefully forward planning can ensure that technology will meet our future needs

4. Breaking long sentences into shorter ones
The technique of making long sentences short is not acceptable paraphrasing on its own. Combining it with
synonym substitution and reversal of ideas is necessary. Nouns and noun phrases are underlined below.
Example
• Original (one long sentence): This model provides a microeconomic theoretic rationale for why researchers
have failed to find consistent evidence of the superiority of one teaching technique over another in the
production of learning in economics (Becker, 1997, p. 9).
• Shortened version (better, but still plagiarism): This model provides a microeconomic theoretic rationale. It
explains why researchers have failed to find consistent evidence. They have not found the superiority of
one teaching technique over another. These techniques have not led to better production of learning in
economics (Becker, 1997, p. 9).
• Shortened version (better, uses synonyms): This framework has a clear basis in microeconomic theory.
The explanation accounts for why people working in the area have not proven their initial assumption. Their
assumption was that one pedagogical technique has clear advantages over the others. However, the
evidence was not conclusive. It did not show that one pedagogical style led to a better understanding of
economics (Becker, 1997, p. 9).
• Shortened version (even better, uses synonyms and reverses order of sentences): The evidence did not
show that one pedagogical style led to a better understanding of economics. The initial assumption was
that one pedagogical technique has clear advantages over the others. However, the evidence was not
conclusive. People working in the area have not proven their initial assumption. This framework has a clear
basis in microeconomic theory (Becker, 1997, p. 9).
While the aim of paraphrasing is to incorporate someone else’s idea into your work, you must respect the
fact that it is someone else’s idea. Not acknowledging your sources is considered academic misconduct,
and you may be accused of plagiarism. Therefore, ensure you cite the original source when paraphrasing.

5. Making abstract ideas more concrete (simplification)
This method of paraphrasing involves making complex ideas simpler or more concrete.
Example
• Original: This model provides a microeconomic theoretic rationale for why researchers have failed to find
consistent evidence of the superiority of one teaching technique over another in the production of learning
in economics (Becker, 1997, p. 9).
• Simplified version: This accounts for why theorists working in the area found the following: a student that is
taught with Method A is no better prepared than if they are taught with Method B. The evidence does not
show that either A or B is better in terms of learning outcomes (Becker, 1997, p. 9).
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Once again, other paraphrasing methods should be used along with simplification. Even though the text has
been changed dramatically, the idea belongs to someone else, so the paraphrase still requires a citation.

Accuracy and care
• Check and double check citation source for accuracy.
• Ensure paraphrased information is true to the original. You cannot paraphrase the information
incorrectly. You must give the meaning intended by the writer.
• If ellipses [ ] are used to truncate (shorten) source material, ensure that the shortened paraphrase is
true to the original and that you have not left something important out or changed the meaning
intended.

Paraphrasing vs. summarising
What is the difference between a summary and a paraphrase?
In brief, while both involve the techniques outlined above, a summary merely paraphrases the main idea of
a passage and leaves out the details, whereas a paraphrase includes all the details.
Therefore, a summary must be shorter than the original text. A paraphrase can be longer than the original.

Paraphrasing exercises
Exercise 2: Read the following text and write a paraphrase of each. Answers follow.
1.

2.

3.

4.

Lead has been known to be a poison for many centuries. In fact, there is evidence that it contributed to
the fall of the Roman Empire. There is no doubt that in the second century BC Rome’s wealthy ruling
class suffered from a disproportionately high level of stillbirths, sterility and brain damage. And a high
lead content has been found in the bones of such ancient Romans. One widely-supported hypothesis
is that the cause of both facts was lead poisoning from leaden wine-cups and plates which only the
rich could afford (Williams 1982, p. 83).
In modern times, over 90% of atmospheric lead poisoning comes from car exhausts, as a result of the
burning of leaded petrol. Lead poisoning is therefore a particularly serious threat in cities, especially to
young children who live near busy city streets. But atmospheric lead pollution is even having a global
effect (Williams, 1982, p. 83).
Demography is the study of the change in size, distribution and character of the human population;
and the two most basic factors in demography are the birth-rate and the death-rate. The former
expresses the number of children born per thousand people per year. The latter indicates the number
of people who die per thousand people per year. If we consider the Earth as a whole, we see that the
population growth or decline is caused by the difference between the number or births and deaths
over a given period. There are normally more births than deaths, and this is known as a natural
increase in population (Williams, 1982, p. 97).
There have been many cases of countries adopting advanced technology in which the results proved
disastrous in terms of employment and foreign exchange. For example, in one poor country, 5,000
shoemakers were kept very busy by their customers. Many other shoemakers earned their living by
supplying material to the shoemakers: leather, hand tools, cotton laces, wooden lasts, and cartons.
The country then imported two plastic-injection moulding machines, costing over US $60,000. All the
PVC for making the shoes was also imported, which meant more spending outside the country. The
plastic shoes were cheaper than the leather ones, and outlasted them, and so most of the 5,000
shoemakers soon found themselves out of a job. So did most of their suppliers. The plastic shoe
factory, on the other hand, employed only about 40 people (Williams, 1982, p. 44).

Answers
Please see overleaf. This is not an exhaustive list of synonyms; use it as a guide only.
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Exercise 1
•
•
•
•
•
•

Lead = no change (proper noun)
Poison = toxin
Many centuries = hundreds of years
Evidence = supporting data
Contributed = had an impact on
Fall of the Roman Empire = decline of ancient
Rome
• No doubt = it is indisputable
• Second century BC = two hundred years BC

• Elite = wealthy ruling class
• Stillbirths, sterility and brain damage = child
mortality, infertility, mental retardation
• High lead content = increased levels of lead
• Bones = archaeological/skeletal remains of
Romans
• Hypothesis = claim
• Cause = evidence supporting the data
• Lead poisoning = lead toxicity
• Leaden wine-cups and plates = lead crockery
• Rich = wealthy

Exercise 2
There are many ways to paraphrase a given text. These are examples, not the only solution.
1. According to Williams (1982, p. 66) the ancient roman elite had a much higher incidence of mental
retardation and child mortality than the rest of the roman population. They also had trouble producing
children. One explanation for this was the fact that they ate and drank from utensils made of lead. Only
the wealthy romans could afford such utensils. Lead was found in the bones of these people after skeletal
remains were discovered in archaeological sites, and later analysed in laboratories. One can even
speculate that lead might have been a factor in the decline in the roman civilisation. Of course, lead has
been regarded as a toxic substance for many years but the roman elite would not have known this
(Williams 1982, p. 83).
2. The use of lead is damaging the environment, especially the atmosphere. It is contributing to global
warming and other environmental problems. Cars produce nine times the lead emissions than the lead
emitted from all other sources. The use of petroleum is the cause of this. The emission of lead is
particularly dangerous in densely populated areas. This is because lead has an adverse effect on child
development (Williams, 1982, p. 83).
3. The human population increases because there are more people being born than those that are dying
over a defined period. The number of people being born annually out of a thousand people is known as
the birth-rate. Conversely, the number of people who die annually out of a thousand people is known as
the death-rate. Both of these measures show the character of the human population at a point in time.
The subject which deals with the growth, spread and nature of the human population is the discipline of
demography (Williams, 1982, p. 87).
4. The use of modern machinery is not necessarily beneficial for the economy of a society. Sometimes it can
cause serious problems. The situation of a footwear company in a developing country is a case in point.
Williams (1982, p. 44) outlines how more people were employed before the introduction of an expensive
plastic shoe-making machine in one developing country than after its introduction. Before the machine
was introduced, many people were engaged in providing component parts for the leather shoes such as
laces and fabric. Work was available for thousands of people. However, once the machine was imported
it effectively dispensed with the jobs of the suppliers. Many people became unemployed. The plastic
shoes also outlasted the traditional leather shoes which meant that people purchased fewer shoes. This
also had an effect on employment. Worse still, the machine and all its parts were sourced from overseas.
This meant that the money was not spent in the developing country.
Sources: ELBC (Academic Communication Skills) Booklet, Technical and Further Education, Adelaide; Weissberg R.
and Buker, S., Writing Up Research: Experimental Report Writing for Students of English, Prentice Hall, (1990).

Other helpsheets available
•
•
•
•

Paraphrasing: The Basics
Incorporating Evidence
Writing in an Academic Style
University Speak
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The Writing Process
Writing an assignment is not a linear process. As you can see from the diagram over the page, you may
move back and forth between brainstorming, researching and drafting to finalise your work. The discreet
stages in the writing process are outlined in brief below. Further detail is available in other helpsheets
where noted. Academic skills helpsheets are generally available at campus libraries.

Stages of writing
View assignment
Read the Course Description for your task. Note the outline, the criteria, any resources, and the marking
guide or rubric. Check how the task aligns with the course learning objectives. Identify what kind of
structure the assignment requires, e.g., essay, report etc. Helpsheets are available on most structures.

Conduct topic analysis
Analyse your topic carefully. Ensure you include all the key information required. Correctly and thoroughly
interpreting the question is critical to staying on topic in your writing. Refer to the Topic Analysis helpsheet.

Brainstorm ideas
Start to your assignment by brainstorming what you know about the topic. Consider the lecture notes,
prescribed text and your life experience, and note down ideas. This helps identify gaps in your knowledge.

Research
Using key words from your topic, start searching for information. Use your course readings, lecture notes
and the library databases (QuickSearch, Subject guides). This stage also requires effective reading and
note-taking to keep track of sources. Refer to the Note-taking and Reading Strategies helpsheets.

Focus ideas
Now that you have expanded your understanding of the topic through research and reading, refine how you
will respond to the topic. Write the main points you want to make, and the evidence you will use to support
them.

Write first draft
Do not aim for perfection in your first draft. Refer back to your main points and the accompanying evidence,
and expand on them. These become the body of your text, and you can write the introduction and
conclusion later. Include the in-text citations so you don’t need to find evidence later.

Revise draft
Revising requires you to double-check the assignment criteria. Make sure you’ve addressed the topic and
included sufficient evidence to support your claims. Check for duplicated information. You may need to do
more research to fill any gaps.

Edit draft
Check your writing for a logical flow of ideas, and clarity of information. Imagine you are a reader with
limited understanding of the topic. Consider the word count, and cut out unnecessary words, such as ‘very’.

Proofread final draft
This stage is the final check for errors in spelling, punctuation and sentence level expression. Refer to the
Editing & Proofreading helpsheet for more tips.

Submit
Now you can hand in your assignment with confidence.
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Submit

Proofread final draft

Edit

Revise draft

The Writing Process
Planning, producing, polishing
View assignment

Research

Write draft

Conduct topic analysis

Brainstorm ideas

Focus ideas

Adapted from Capella University (n.d.). The writing process. Retrieved from http://www.capella.edu/interactivemedia/onlineWritingCenter/downloads/TheWritingProcess.pdf
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University Speak
Linking Words and Phrases
Academic writing has a flavour and method, just as other styles such as romance writing, science fiction
or news reporting. Try using some of these examples in your writing to add a touch of university speak.

Contrasting ideas
However, in this study, Allen does not
clearly justify her conclusions, so…
Nevertheless
Even though
By comparison
On the other hand
In contrast to this
Whereas
While Smith (1999) claims this, studies by
Jones (2001) show that…
Unlike …., Green (2005) stresses that…

Comparing ideas
Similarly, Johnson (2002) found that…
More generally
Likewise
Just as Smith (2001) claims…, so too does
Jones (2004), who…
Equally
In the same way
By the same token

Sequencing ideas
At first / Firstly / First of all / To begin with
Following this / Prior to this / Since
Before continuing
Simultaneously
Subsequently
Lastly / Finally
In summary
In conclusion

Introducing examples
For instance
In particular
In this case
Especially significant is
As an example
For example
Specifically
By way of illustration
In other words

Cause and effect
As a result
Thus
Consequently
Therefore
An effect of this is … / Hence
Otherwise
Due to this
For this reason

‘It’ statements
It might be thought that…
It could be perceived that…
It is often argued that…
It is interesting to note that…
It would seem that…
It tends to be the case that…
It could be concluded that…

Adding an idea
Moreover / Furthermore
Another reason/example/aspect is…
So / Indeed
In addition / Additionally
Related to this idea is…

Sentence Beginners
Try the following sentence starters in your
academic writing. They can help you to link
your paragraphs with a logical flow and let your
reader know the direction you are taking with
your ideas.
Some additional points need to be considered...
This approach raises some important
questions...
It might seem as if…
The main concern of this assignment is...
Some writers have suggested…
Various people have emphasised…
Numerous studies (references) have been
conducted...
Most of the evidence indicates…
It should be acknowledged that…

25
studyskills.federation.edu.au
CRICOS Provider No. 00103D

Overall, the findings suggest that…
This contention is clearly at odds with…
Further support can be found in the work of…
A recurring theme in the research is...
These authors imply that...
On the issue of gifted education, this point…
Writing in the Australian context...
There is consistent evidence that…
In line with predictions, this study indicates…
It is worth noting that…
Contrary to expectations…
Based on the results of the first experiment...
On the basis of this, it could be inferred that…
Insufficient information exists on…
With the exception of …, there has been little
published work aimed at…
Future research might profit from…
By logical extension, it can be argued that…
Similar inferences can be drawn from…
Researchers have employed different methods,
thus it is not surprising that results have tended
to be equivocal…
Research has yielded some interesting, albeit
seemingly contradictory, results…
These findings are particularly intriguing given
the extensive literature on…
The limitation of this study is that the sample
failed to reveal…

How to include other
writers’ work
Incorporating the work of others into your writing
strengthens your argument. Show your reader how
to find those sources by referencing them
appropriately. The following examples are written
using APA style.

Recent studies by Green (2017; 2016) suggest...
Brown (2008) concludes that this view is
inaccurate...
It is Black’s (2010) contention that…
Smith (2012) supports the idea that…
Jones (1996) sums up the view that…
Thomas Green (2008) speaks of…
Hathaway (2001) finds that…
Many writers on this subject find that… (Baird, 2011;
Smith & Wright, 2009; Caldic, 2008).
Waugh (2002) asserts that …
Black’s findings are particularly salient as... (2003).
While Smith (2009) addresses the question of…,
Jones (2016) emphasises a different point in the
debate related to…
Green’s (2012) view highlights the need for…
In order to understand the issue of …, it is useful to
examine the findings of Alexander Brown (2010).
While not stating it overtly, Jones (2008) implies…
Smith’s (1975) landmark study on autism
illustrates…
Jones’s (2011) observations underline the need
for…
Black’s (1992) claims are well-substantiated as...
Many experts echo the notion that… (Ford, 2008;
Kristic & Miles, 2010; Wales, 2012).
Margaret Green (2001) subscribes to the theory
that...
Brown (2012) and Smith (2014) are likeminded in
their approach to corporate governance…
Gray’s essay (2006) on social capital challenges
Foucault’s contention that…
Bronway holds the opposite view, stating that…
“(quote)” (2010, p.22).
Blathe, in “My Article”, writes, “(quote)” (2009, p.19).
Similarly, Johnson (2002) found that….

Other helpsheets available
Writing in an Academic Style
Incorporating Evidence
Glossary of Instructional Words
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University Speak: Footnotes
Linking Words and Phrases
Academic writing has a flavour and method, just as other styles such as romance writing,
science fiction or news reporting. Try using some of these examples in your writing to add a
touch of university speak.

Contrasting ideas

Cause and effect

• However, critics do not always clearly
justify their conclusions, so
• Nevertheless
• Even though
• By comparison
• On the other hand
• In contrast to this
• Whereas
• While Campbell claims “(quote)”,¹ studies
by Durban² indicate that
• Unlike ., Green¹ stresses that

•
•
•
•
•
•
•
•

Comparing ideas
• Similarly, curators at the Art Gallery of
Ballarat¹ found that
• More generally
• Likewise
• Equally
• In the same way
• By the same token
• Just as Chew claims ,¹ so too does
Crowley,² who

Sequencing ideas
•
•
•
•
•
•
•
•

At first / Firstly / First of all / To begin with
Following this / Prior to this / Since
Before continuing
Simultaneously
Subsequently
Lastly / Finally
In summary
In conclusion

Introducing examples
•
•
•
•
•
•
•
•
•

For instance
In particular
In this case
Especially significant is
As an example
For example
Specifically
By way of illustration
In other words

As a result
Thus
Consequently
Therefore
An effect of this is
Otherwise
Due to this
For this reason

/ Hence

‘It’ statements
•
•
•
•
•
•
•

It might be thought that
It could be perceived that
It is often argued that
It is interesting to note that
It would seem that
It tends to be the case that
It could be concluded that

Adding an idea
•
•
•
•
•

Moreover / Furthermore
Another reason/example/aspect is
So / Indeed
In addition / Additionally
Related to this idea is

Sentence Beginners
Try the following sentence starters in your
academic writing. They can help you to link
your paragraphs with a logical flow and let your
reader know the direction you are taking with
your ideas.
• Some additional points need to be considered...
• This approach raises some important
questions...
• It might seem as if
• The main concern of this assignment is...
• Some writers have suggested
• Various people have emphasised
• Numerous studies¹ have been conducted...
• Most of the evidence indicates
• It should be acknowledged that
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Overall, the findings suggest that
This contention is clearly at odds with
Further support can be found in the work of
A recurring theme in the research is...
These authors imply that...
On the issue of gifted education, this point
Composition in the Australian context...
There is consistent evidence that
In line with predictions, this study indicates
It is worth noting that
Contrary to expectations
Based on the comments of the first review...
On the basis of this, it could be inferred that
Insufficient information exists on
With the exception of , there has been little
published work aimed at
Future research might profit from
By logical extension, it can be argued that
Similar inferences can be drawn from
Researchers have employed different methods,
thus it is not surprising that results have tended
to be equivocal
Research has yielded some interesting, albeit
seemingly contradictory, results
These findings are particularly intriguing given
the extensive literature on
The limitation of this review is that it failed to
consider

How to include other
writers’ work
Incorporating the work of others into your writing
strengthens your argument. Show your reader how
to find those sources by referencing them
appropriately. The following examples are written
using Chicago/Turabian style.
• Recent exhibitions by Kim Anderson¹ have
• Pilven concludes that this view of modern ceramics
is inaccurate.¹
• In Eveleigh’s view, the breath is central to ¹
• Smith states a contrary idea about design,¹ that
• Campbell’s view,¹ however contentious, is that
• Many performers find that .¹
• The sporting identity’s assertion that cricket is more
enjoyable than the creative arts has been disputed
by countless artists.¹
• Durban’s comments are particularly salient as...¹
• Hall emphasises a different point,¹ which
• Many experts echo the notion that
• In order to appreciate this trend , it is useful to
examine the writing of Richard Chew,¹ who
• While not stating it overtly, Mangan¹ implies
• Durban’s landmark study¹ on the works of
Shakespeare illustrates
• Colantuano’s observations¹ underline the need for
• Wilson’s claims¹ are well-substantiated as...
• Many experts echo the notion that
.¹
• Peter Gaulke¹ subscribes to the theory that...
• The designers, Smith and Mangan, are likeminded
in their approach,¹ which focuses on
• Campbell’s essay on creative capital challenges the
contention that ¹
• Pilven holds the opposite view, stating “(quote)”.¹
• Blake, in “My Article”, writes, “(quote)”.¹
• It appears true that, in Pasakos’ words, “(quote)”.¹

Adapted from: www.hsc.csu.edu.au

Other helpsheets available
•
•
•
•

Writing in an Academic Style
Incorporating Evidence
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Writing in an Academic Style
Part of achieving success at university is about developing an academic voice in your writing. Think of it as
collecting the tools to build on your academic language skills. These key elements reflect an academic style.

Objectivity & Tense
Reflect objectivity in your writing by avoiding the use of the personal 'I'. For more detail, read the helpsheet,
Writing in the Third Person.
• This essay discusses the importance of ...
• This research shows that ...
• It could be said that ...
Become familiar with the present and past tenses, and use them consistently throughout a piece of writing.

Present tense
• Smith's argument illustrates that ...
• Freud's theory supports the view that...

Past tense
• The Industrial Revolution had an impact upon society in a number of different ways.
• The interviews were conducted with a group of parents in the Geelong area.
The use of objectivity in writing removes the ‘personal’ perspective, and infuses it with a sense of authority.
Coupled with using a consistent tense, this gives writing a confident voice.

Formal language
Just as you would in a job interview, using more formal language in your writing gives the reader a better
impression. It helps you to appear knowledgeable and reliable.

Avoid contractions
Rather than

You could try

don’t, can’t, it’s, should’ve

do not, cannot, it is, should have

Use the full form of words
Rather than

You could try

TV, memo, quote, mins

television, memorandum, quotation, minutes

Avoid using informal words
Rather than

You could try

Smith’s bit of research is ok.

Smith’s research is significant because

get, got, a lot

obtain, obtained, many
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Clarity & accuracy
Use the right word for the right occasion
By way of example, the word 'crusade' has connotations of a battle and is more aggressive in tone than the
word 'campaign', which implies a more considered approach. Imagine the effect of our politicians using the
word ‘crusade’ in their pre-election advertising instead of ‘campaign’. Most word processors have an in-built
thesaurus, allowing you to look for synonyms while you write. Right-click on the word you wish to improve
upon, and a list of similar words will appear under the ‘Synonyms’ option.

Make every word count
Rather than

You could try

The theorist called Sigmund Freud wrote a significant piece of
work called On Narcissism which offers valuable insights into ...

Freud (1914) offers valuable
insights into ...

Avoid vague words or phrases
• Help your reader know who or what you are referring to when using words like 'it', 'them', or 'they'.
• Words such as 'people' and 'ideas' can be vague so avoid saying: 'according to many people'. Explain
which people or which ideas, e.g., Some studies indicate that . (Pim & Pom, 2015; Jekyll & Hyde, 2011).
• When talking about past events, avoid phrases such as: 'in the past' or 'in recent times'. Be specific, e.g., In
the 1950s, there was a tendency to focus on ‘safety in conformity’

Avoid clichés
A cliché is a phrase or expression that is overused to such an extent that it loses its value. For example, 'as
bright as a button' or ‘as clear as mud'.

Cautious language
Avoid expressing strong opinions
Academic writing is concerned with presenting discussion in an objective way, so do not assert your opinions
strongly. Do this by avoiding words like: 'very', 'really', 'quite' and 'extremely'.
Rather than

You could try

Smith has an extremely important point to make because

Smith's view is significant because...

Lean towards caution
Our views are contributing to a much wider debate surrounding your given topic. Your use of language must
show that you making suggestions which contribute to this wider discussion.
Rather than

You could try

This view is correct because ...

'It could be said that ...', or 'It appears that ...',

Do not stereotype, generalise or make assumptions
This especially applies to individuals or groups on the basis of their gender, race, nationality, religion,
physical and mental capacity, age, sexuality, marital status, or political beliefs.

Use neutral language
Rather than

You could try

fireman, policeman, mankind

firefighter, police officer, humankind

(Adapted from: De Montfor University. (2014). How to write in an academic style. Retrieved from
http://www.library.dmu.ac.uk/Support/Heat/index.php?page=488)
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Writing in the Third Person
Voice and personal pronouns
All pieces of writing have a ‘voice’ or point of view. Personal pronouns help to direct the reader in locating the
subject of the writing.

I, me, my, we, our

First person: the writer is the subject

You, your

Second person: the reader is the subject

She, he, it, they

Third person: Someone else is being spoken about.

Objectivity in academic writing
The voice you use depends upon the type of writing you are doing. Unless you are told otherwise,
academic writing is generally written in in the third person. Academic writing is also formal in tone and
is meant to be objective. This means that the focus is on the writing rather than the writer, so the voice
you adopt is “this essay”, “this literature review” or “this report”.
Objectivity requires that the paper you are writing should not be a piece of personal opinion, which is
identifiable by words such as “I think,” or “We believe.” Academic writing is substantiated by research,
and you provide evidence for your view or position on a topic from scholarly works you have read.
So, you would use phrases such as, “Research suggests that ”, “Smith and Jones (2010) argue
that ” “I” and “We” disappear from academic writing.

Examples
First person

becomes third person

I argue that

This essay argues that

We researched the issue of

The group researched the issue

I used semi-structured interviews as my
methodology

The chosen methodology was semi-structured
interviews

After this I will analyse topic x

Subsequently, topic x will be analysed

We thought the results were

The results appeared to be

Second person

becomes third person

You can read further about this in the work of
Smith and Jones (2010.

Further discussion of this topic is found in the work
of Smith and Jones (2010).

You may find it hard to replicate this
experiment.

Replication of this experiment may be difficult.

Your reading will be more effective if you
have a study plan.

Use of a study plan will improve the effectiveness
of one’s reading.
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Being specific
Although personal pronouns such as she, he, it and they are writing in the third person, they can
confuse the reader if used near the beginning of a sentence.
Try using a noun at the beginning instead:
• The interviewees were (rather than “they” were).
• The chemical reaction took place straightaway (rather than “it” took place).
• The staff nurse ensured the wound was (rather than “she” ensured).

Voice and tense
Tense expresses time, referring to the moment in which an action takes place. The main tenses in English
include the past, present, and future. Academic reports, essays and literature reviews tend to be written in
the present tense, especially in the introductory sections.
These could incorporate phrases such as:
• This report analyses the
• This literature review provides an overview and critical analysis of
• Evidence, therefore, indicates that
Write methodologies (how you did practical research), results and conclusions in the past tense:
• The equipment was calibrated prior to the experiment.
• Tension was applied to the bar and at x force it snapped.
• The results were analysed by

Other helpsheets available
•
•
•
•

Tenses
Writing in an Academic Style
University Speak
Incorporating Evidence
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