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Writing Effectively

Description of this Guide

In this guide we shall examine the various aspects involved in academic writing. The guide is roughly divided into the process and product aspects of writing with each of these sections dealing with the skills needed to produce written text suitable for a variety of purposes in higher education.

Learning Outcomes

1. Analyse the language of essay titles and questions in examinations

2. Select relevant information from reading to make notes

3. Summarise information 

4. Manipulate language to produce cohesive text

5. Understand the structure of a paragraph

6. Cite references effectively and appropriately

7. Manage the whole writing process.
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Writing Effectively

1.0
Introduction to Writing Effectively

If you want to improve your marks, you are going to have to consider doing something slightly different.
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Skills

 


Just stop and think about two aspects of how you organise your essay writing. First, how you organise  your writing, and second, how you organise your thoughts:

1. Thinking about how you organise yourself while writing may change the way you go about the whole writing process.

	
	Yes or No 
	Comments



	1

I always have a framework for my essay before I start writing.
	
	Some people need the whole picture before they start writing.  You may want to have a plan before you start writing.  This will give you a good framework to work from. If however, you are a mixture of 1 and 5 think about developing a little more of 2. You don’t want to get stuck at this phase, get writing to release your block.

	2

I just start writing and then the ideas start to flow.
	
	You may just need a hint of an idea and then the writing process kick- starts you and the ideas start to flow.  If you do this, let your writing flow until you get some ideas, but you must stop early on and get a plan that gives your work a structure otherwise it could just ramble. Think about joining this with 4.

	3

I can’t start writing until I have all the information.


	
	See 1 and 2 above – be careful you don’t drop into method 5 below.  Go to section 2.1.

	4

Once I have a plan I can read and start writing the parts I know.
	
	This is good, it takes the pressure off you having to have the whole thing in your head.  However, make sure you know where in your structure the parts you are writing will fit.  

	5

I just can’t get started and keep reading and reading.
	
	See 1,2,4.  Go to section 2.3 and 4.0.

	6

I am happy to go back and edit as I am writing or edit in one go at the end.
	
	This is good – do edit.  This is also ‘time out’.  All good writers edit, poor writers don’t.  It is your preference if you edit during or at the end of your essay.  At the end of a series of paragraphs or a section is often very good.  Think about how you do this now and if you think it is effective. Go to section 6.0.

	7

I rarely edit my work because it takes me so long to write it, I don’t have time.
	
	Do try and incorporate editing as part of your writing process.  It is ‘time out’ to let you think about what you’ve written –you may want to move a section or perfect your writing style. Go to section 6.0.


2. Thinking about how you organise your thoughts and how you structure your writing may change the way you manage the writing product itself.
	
	Yes or No
	Comments



	1

I’m never sure of the style I need to write in.
	
	Check with your tutor, they may stipulate a style.  If not, as you read you will begin to realise the style for your subject area.  Generally however, you need to write objectively (not using ‘I’) and any claims you make must be supported by evidence from research or text books that refer to research.

	2

My tutor says that my writing doesn’t ‘flow’ properly.
	
	You need to understand how paragraphs work – see section 3.  Each paragraph develops an idea and each of the ideas should flow together to produce an ‘argument’ for your text.

	3

My spelling is awful and it can give me a mental block when I am writing.


	
	Quite a few people have problems with spelling, however using a word processor will allow you to spot most of your errors – make sure you use this.  You may also ask a friend to quickly read your essay for spelling errors that may have been missed.  This is part of your proof reading process that you should do at the end of your work.

	4

My sentences can be very long (or too short), but I don’t know how to change that.
	
	There is a danger that inexperienced writers write long sentences when they would do be better with several shorter ones.  Always read your work out loud according to your punctuation.  If you pause and there is no comma or full stop check to see what is needed.

	5

My essays are returned with comments on my grammar.
	
	Improving your grammar comes with practice.  Word processors can also pick up strange grammatical structure (not all), so check it out, but you may decide to keep a structure if you feel it is right – the grammar checker is not particularly good for academic English.


1.1 Never mind the quality, feel the width!

Spending a long time writing essays and writing a lot of pages does not equal better marks.  Improving your techniques, strategies and style will help you to gain better marks.





            Low Marks
· Does not answer the question

· Does not demonstrate understanding of the tutor’s objectives for the essay

· Is overly descriptive

· Simply restates, even in your own words, what you have read in a book or heard in a lecture

· Lacks analysis

· Does not assert points effectively and has poor reasoning

· Takes only one point of view

· Has weak structure and organisation

· Has poor paragraph structure

· Has weak sentence construction, paying little heed to formal grammar and punctuation rules

· Lacks reflection.





Good Marks
· Answers the question

· Develops a clear and sound argument

· Provides supporting evidence for arguments made

· Shows appropriate selection of information, theories and issues

· Shows relationships between different and sometimes conflicting information, theories and issues

· Demonstrates understanding of the subject by synthesising (pulling together) other people’s ideas and views 

· Can use evidence and relevant examples

· Shows you can develop alternative explanations or proposals

· Shows reflection and thought

· Draws conclusions without simply repeating what has gone before

· Is well structured and has given consideration to ‘the reader’ 

· Is written with well-constructed sentences and paragraphs

· Selects appropriate quotations to back up ideas

· Uses referencing systems with accuracy.

You could use this as a checklist when drafting your work to make sure that you have met as many of the criteria for good marks as possible.

1.2 What is an essay?
You may be familiar with essays from previous study but it is worth reminding yourself what is expected. Different subject disciplines may emphasise different features, but broadly speaking essays should:

Be a piece of continuous writing:

· Have clear paragraphs – some Schools encourage the use of sub-headings. Check what your school guidelines state;

· Have a clear line of thought. This may involve the development of an ‘argument’ in response to a central question or proposition;

· Contain supplementary ‘evidence’ or examples which you are required to analyse and which support or contradict perspectives;

· Contain a conclusion which pulls together the threads of your essay;
· Be clearly written so that your ideas and knowledge are communicated to the reader. This entails using language effectively and constructing good sentences;

· Contain relevant information to ensure that you answer the question which has been set;

· Must avoid plagiarism (using others’ ideas and words as if they were your own) by citing, referencing and using the preferred bibliographic style of your school.
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In this section we have looked at what is needed to meet the expectations of your tutors. You have reflected on how you write essays.  Can you now set some personal targets for improving your writing?

2.0
Elements of the Writing Process

Good writers do not adopt a linear approach to the writing process. It is not simply a matter of ‘do this’ and then ‘do that’. You may have used this approach when you first started writing essays at school but you will need to develop a more sophisticated way of working to respond to the more complex needs of writing at university.

One of the baffling things about writing essays is that although it is not a linear experience you are expected to produce information in a linear way so that your paragraphs hang together effectively and your information is presented sequentially.

Writing an essay is about:

· Developing thinking processes and evolving understanding and knowledge of a subject – this does not happen in a neat and tidy way as in a linear process

· Organising your thoughts, while gathering information and writing

· Organising the structure of the written product

· Being aware of and developing expertise in the construction of well written English for academic purposes – remember written style will vary according to the subject you are studying and the ‘rules’ of writing for that discipline.

The writing process can be divided into discrete elements that you have to manage:

1. searching information across a variety of sources (see the Developing an Effective Search Strategy Guide for more help on this aspect)

2. drawing together information in order to ‘shape’ or ‘re-shape’ it in line with your essay title.

3. drafting and editing your thoughts

4. proof reading and eliminating errors.

	Analysing what you have to do
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optional

 



	Gathering relevant information
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Getting  Started: Overcoming  the Blank  Page  Syndrome Talk: Talk aloud  your ideas as  if you were  explaining  your ideas to  someone Talk: Run your  ideas past a  friend Make use of software  packages which help  you map out your ideas  and links. You might find Inpiration  or Mind Manager useful.  Talk: Tape record  your ideas,  section by  section Give each section a  'working' title and  some 'working sub- headings'. These  can be deleted for  the final draft. Go through your  notes and sort  these into piles  which correspond  with your essay  sections/ Write down  as many  bullet points  as you can in  five minutes DON'T write your  introduction first. Wait  until you see how  your essay has  evolved. Make a large  diagram/flow  chart with  headings and  bullet points Now sort  them out into  your essay  order

Putting it together
	Checking your work

	Cracking the code

Section 2.1
	Note-taking 
	Planning and organisation

Section 2.3
	Paragraph structure

Signal words

Drafting & editing

Writers block

Section 3.0


2.1 Cracking the code

Knowing what the essay title is getting at, or what you are supposed to be doing can be difficult.
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A tutor has commented that you have not answered the question. Tick any of these apply that to you – 

	
	
	tick

	1
	I can’t decide what is wanted for this essay
	

	2
	What does the question actually mean?
	

	3
	Am I answering the question which has been set?
	


If you have problems with some of these, it would be helpful for you to think about how you interpret or decipher a question set by your tutor.  Start by asking yourself:

· How does the essay question fit in with the course, the lectures and the lecturer’s expectations?

· What is being asked for? Is it a description, an explanation or a well-documented argument?

Now let’s look at this in a little more detail.

2.1.1 myths about essay titles and cracking the code

You may not think this, but the questions have been carefully worded and the wording is there to help you understand what is required.  The question will not only give you information about the content area you have to write about, but also how you should approach the topic.

If you ‘crack the code’ you can:

· Narrow your research and focus more carefully

· Make better choices for the selection of your reading

· From your reading you can select information more carefully and get the right evidence to include in your essay

· Structure your writing to answer the question more directly.

The question title will have an instruction/action word(s) e.g. Discuss, Explain, Evaluate etc. Make sure you know what your tutors expect when they use these words in a title.  You need to think about these keys words as these tell you what is expected.  If you for example discuss a topic when you have been asked to evaluate  it then you will get low marks – see 2.1.2 below.

So it is worth spending time on the title – the key to good marks starts with cracking the code of the essay title.
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Why did Prussia  alone among the  German States  become a 'Great  Power' in 18th C? Primacy of  Foreign  Policy Geo-political weakness -  impetus for state  centralisation +  territorial acquisition No option but  build up -  large=effective Attack on Silesia  1740 = pre-emptive  attack (Austrian  threat) Personality of  Fred. the Great Rivalry with  Father? Engendered  ambition? Father's limited,  timid foreign  policy Saw himself as  LEADER - never  seen out of  military uniform Policy of  secrecy in  F.Policy +  personal role in  diplomacy =  credibility with  advisors Domestic  Reforms Society  moulded to fit  F.Policy Acquisition of  Silesia - Coal CRUCIAL Agriculture -  clearing of  marshes Improved  communication  to canals and  ports Efficiency of  Army Canton System-  minimised  expenses Generous leave  system Cavalry Fire power linear troop  formations Good Luck Death of  Charles 6th 1762 - death of  Empress of Russia -  Peter 111 + advisor to  Fred


Cracking the code


The  
  BUG   Technique

	
1.     Box


	
2. Underline
	
3. Glance back to check



1. Put a    box      around the action/instruction word(s) 

An action word tells you what you have to do, i.e. the type of essay that is expected, e.g. explain, evaluate, analyse etc. 

These are important words because they are telling you something about the type of structure expected for the essay. 

2. Underline  the key words in the question         
This will help you sort out, not only the content of your work, but also tell you of any limitations e.g. only a specific time scale or one facet to be analysed. 


3. Glance back 

Have you missed out any words that are important – do you fully understand the topic and what you have to do? 

[image: image4.png]



Using the BUG technique above box and underline instruction and key words.  As you will notice, at this stage you don’t need to know anything about the subject area. Try this yourself before you turn the page.


Now check your answer overleaf.

Answer




Mentally disordered offenders  should be the responsibility of health rather than the 


criminal system     



Glance back and weigh up whether any important words have been left out which could make a difference to how you manipulate the facts. 

Of course, a crucial word is should. Did you spot this? This makes a difference to how you answer the question and the way you gather information. This word is asking you to make decisions, based on the evidence you find.

2.2
Essay title instruction words

Each school uses these key words in a slightly different way so it is important that you check with your tutors what type of essay structure they expect when they use words such as ‘Discuss’ or ‘Evaluate’ etc.

As a general guideline the following definitions give an indication of what you are expected to do and what sort of essay you are supposed to be constructing and structuring. The list below gives some of the most frequently used terminology. It gives general guidelines for working out what kind of essay is required. You are advised to check with your department. Some instruction words is used in a very specific way by different subjects. 

	Account for
	Give the reason for. Not to be confused with 'Give an account of' which is only asking for description.



	Analyse
	Describe the main ideas in depth, showing why they are important and how they are connected.



	Assess


	Discuss the strong and weak points of the subject. Put your own judgement clearly in the conclusion.

	Comment
	State your views on the subject clearly. Back up your points with sufficient evidence and examples.



	Compare
	Look for similarities and differences



	Contrast
	Show how the subjects are different.



	Criticise
	Give your opinion-judgement about the merit of theories-facts; back this up by discussing the evidence or reasoning involved



	Define
	Give clear, concise meanings. State limitations of the definition



	Describe
	Give a detailed or graphic account of



	Discuss
	Give reasons for and against; examine implications



	Evaluate
	Weigh things up; look at the strengths and weaknesses and assess



	Examine
	Look closely at all aspects



	Explain
	Give reasons for something



	Illustrate
	Make clear by the use of examples-diagrams; clarify points



	Interpret
	Express in simple terms. You are usually expected to include your own judgements.



	Justify
	Show adequate ground for decisions-conclusions-ideas-theories



	Outline
	Give the main features or general principles of a subject - should not include all the details



	Prove
	Establish that something is true by presenting factual evidence or giving clear, logical reasons.



	Relate
	Show how things are connected to each other; how they affect each other



	Review
	Make a survey of something



	State
	Present brief, clear information



	Summarise
	Give a concise account for the main points - should not include details



	Trace
	Follow the development of a topic



	To what extent…
	Another way of saying evaluate but suggests that you bring out how much (or how little)
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Now take one of your own titles and analyse it in the same way.

2.2.1 A short summary

Cracking the Code has looked at:

· Thinking about being more analytical when working out what is wanted in your essay from the words in the title

· A practical system for helping you to get started 

· A practical system for helping you to develop the skills of language analysis 

· Helping you to be more confident about what your tutor is expecting from you in the assignment.

What next?
· Perhaps you need to improve upon your method of gathering information/evidence for your essay  (see Developing an Effective Search Strategy Guide)
· You may want to look at some examples of ways of grouping information – often thought of as ‘joined-up thinking’ or ‘synthesis of ideas’

· You may need to explore ways of structuring your essays and developing plans

· You might want to find out how to improve the way you express your ideas in your essay.

2.3
Organising the content – strategies for note-taking and    organisation 
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	Yes or No
	Comment

	1

Do you spend a lot of time gathering information for an essay?


	
	Have you interpreted the question accurately and focused your research? Do you know how to gather information? See Developing an Effective Search Strategy Guide.  Go to section 2.1.

	2

Do you find that you have gathered information for an essay which is irrelevant?
	
	See 1. above. Try and focus your reading.

	3

Do you find it difficult to decide what is needed for your essay from the information you have?
	
	Again, understanding the question will help you focus.

	4

Do you end up with lots of notes and spend too much time picking out information that you need when you come to write your essay?


	
	This sounds like you are just ‘reading around’ the subject rather than ‘researching’ a topic.  

	5

Do tutors comment 

that you have not answered the question?
	
	Make sure you have understood the question properly and that you have focused your research.



	6

Do tutors tell you that there are irrelevant sections in your essay
	
	Make sure you have an overall framework for your essay.  If you do, then you will see that some sections don’t fit. 


2.3.1
How to improve your efficiency – gathering and organising information

This section will give you tips about how to organise yourself when gathering information for an essay. 

Time is a precious commodity for all students, and it is important that you work effectively and efficiently. Perhaps you are not well organised when researching your information.   You may also want to look at Developing an Effective Search Strategy Guide.

If you have analysed your question well, you will have a better idea of what to look for.  A little time invested in the early stages of essay writing, can have huge pay-offs in terms of time management and improving your marks. If you are having problems here, take a look at Being an Independent Learner Guide, section 2.0.

	Gathering and Organising Information

	STEP 1

I have analysed the title – so what information do I need to look for ?


	HOW CAN I ORGANISE THIS ?

Mind maps

lists

	STEP 2

Where can I look to get the information I need?


	SOURCES OF INFORMATION

· lecture notes
· unit handouts (electronic-paper)

· recommended reading list: books, 

· journals (electronic & paper), online

· databases, online search engines

· information from the student handbook

See Developing an Effective Search Strategy Guide.



	STEP 3

What is the best way of organising the collection of information once collected?


	HOW CAN I ORGANISE THIS ?

· index cards

· information grids

· bibliographic software 

see Using EndNote  Guide.


Let’s look at bit further at how these techniques can be developed.

2.3.2 Using Mind Maps  when collecting information

You can use Mindmaps in step 1 when you are collecting information.  Mindmaps allow you to represent your ideas visually.  You will need to enter one centre concept from which you will link other ideas.  This reflects your memory structure as a network.  Mindmaps are useful for: 

· Jotting down initial ideas - They are an excellent way to help you start linking ideas and themes for your essay.

· Notetaking  - You could use a concept as your centre key word linking issues-positions and authors that support those positions.  
· Writing -  You can use this to organise the structure-plan of your essay.
Mindmaps are not for everyone.  They are preferred by random and holistic thinkers as a first stage towards a linear plan. You can put your ideas down just as they come, no matter what the order or how you think about things.  See Understanding your Learning Style if you are not sure what kind of learner you are.

2.3.3 using lists when collecting information

Some people are not so comfortable with mindmaps and prefer to make lists.  If you prefer lists you are probably a linear thinker.  Your lists may be:

· Numbered – even to several levels, e.g. 1.1, 1.2 – and this often reflects the structure of sections within an essay or a report.  This guide is an example of ‘list’ structure with its numbered sections.

For more information on looking for sources of information (step 2), see Developing an Effective Search Strategy guide.

2.3.4 Using index cards to organise information

Once you have decided what information to collect and you have collected it, you will need to develop a method for organising it and index cards is one example.


Index Cards

· These are useful for those who like to gather information in separate compartments.

· They can be physically moved around at a later stage to work out the sequence and structure of an essay. They are good for tactile-kinaesthetic learners.

· They can prevent copying out word for word what is in books and journals because there is a limited space available for making notes!

· They are good for developing summary skills.
Each card should contain:

· A title

· The full reference of where your found the information (this will help when you come to doing your reference list or when citing references in your essay - see the Referencing Your Work Guide

· Some brief bullet points about the information needed for the essay

· Your own thoughts/comments – preferably in a different colour to help them stand out and so that you can differentiate your and others’ ideas.
An example of an Index Card


How to Study

Cottrell, S (1999) The Study Skills Handbook MacMillan, London

· Important information for strategies

· How to get started at University (p.18)

· ‘Memory thrives on organisation’ (p.211
· Visual maps easy to use


Notice that Main headings are underlined

Notice how ideas are grouped using colour and shape

For another example of a mind map see Section 5.3 of the Preparing Effectively for Examinations Guide .

2.3.5
Using information grids/matrixes to organise information

· These can help you categorise and compare information.

· They can help prevent copying out word for word what is in books and journals because there is a limited space available for making notes!

· They are good for developing summary skills.

· They are useful for those who like to see an overview of information.

· They are very good for those of you who have difficulty with sequencing and structuring essays because they act as a first stage in this process by allowing you to gather the information randomly. Once this has been completed, you can then order the information as you wish.

Information grids explained using an essay question

Mentally disordered offenders should be the responsibility of Health rather than the Criminal Justice System.  Discuss


Your ‘evidence’ can be collected from different sources and as you make decisions about who says what, you can place your summarised bullet points in the most appropriate part of the grid.


Keep these key words in mind so that you remember what it is you have to focus on. They are not any old offenders but ‘mentally disordered’ ones.

	
	In favour of (+)


	Against (-)
	Alternatives

	Responsibility of the health service


	
	
	

	Responsibility of the criminal justice system


	
	
	


It is important to use the language of your question in your matrix. This will act as a constant reminder of what you are supposed to be finding out and will help to prevent you wandering from the point!

As you delve into different sources of information, you can note what is said in one colour, your comments in another colour and links to your system for recording the sources (referencing systems) in a third colour.

	
	In favour of


	Against
	Alternative

	Being the responsibility of health service
	The people concerned need help. 
	Health care is based on consent between patient and doctors. 

Doctors, etc. do not wish to be custodians. 
	Why treat this group differently? If so disordered that they have a defence it is one thing but, otherwise they are responsible for themselves. 

	Being the responsibility of criminal justice system
	Unless held responsible for offending behaviour they will not learn 
	Prisons are no place for people with mental disorders. 

Mentally disordered likely to be unemployed, etc., so fines, etc. not sensible
	What about the responsibility of family, carers, etc.? Perhaps they should have taught, guided, helped the individuals more. 


· With a large A3 piece of paper you would have room in the boxes to place the source of your information-idea. 

· You should develop your own cross-referencing system so that you can easily locate the sources of information. This will help you to cite references with greater accuracy.

· Notice how the table can be used to structure your essay. After a brief introduction you could begin by developing the points in the box about why the criminal justice system is inappropriate, why the health service is preferable, then why the health system is inappropriate and why there are arguments in favour of the criminal justice system.  

· Then you could develop one or more of your suggestions for an alternative approach. 

· The order in which you develop the ideas has more to do with style than with substance. Your examiners are more interested in substance than style.
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Now decide which of these methods you are more comfortable with and try using them in the next essay you have to write.

2.3.6
a short summary

We have looked at ways of organising and gathering information for your essays such as: 

· Methods which will help you to be more organised 

· Ways in which you can prevent yourself from copying word for word in your note making – this will prevent you from the temptation of using other people’s words as your own (plagiarism)

· Methods which will help you to structure your written work

· How colour can be effective in categorising information and ideas

· How colour can be used to differentiate different types of information.

What next?

· You may need to think about how to translate these graphical notes into a linear format for drafting your work.

· You might want to look at improving your paragraph writing.

· You might need to find out how to cite your references – see Referencing your Work, Guide.

3.0
Aspects of the Written Product

Of course getting organised and finding the best strategy to suit not only you but the task and context of your writing is important. However, some students find getting ideas into good essays which have structure and are well constructed is the part that takes the time. If your tutor has commented upon ‘weak sentence construction’ or ‘weak paragraph structure’ then this section could be very useful.

3.1
The paragraph structure

Written work comprises by definition a grouping of paragraphs.  These paragraphs are linked coherently so that the document you write hangs together and develops a line of argument.

The diagram below schematically depicts the function of paragraphs in an essay, using five paragraphs as a basic model for explanation.  The larger the oblong, the more generic the information is that you write about.  The smaller bars on the oblongs represent the main idea of that paragraph.  The dotted lines between the paragraphs represent coherence between the paragraphs and the heavy line from ‘5’ to ‘1’ indicate that you should refer back to your opening statements offering either a summary (reiterating what you have done) or a conclusion (a synopsis of your evaluations from the topics you discussed) to end the essay.


Paragraph 1:  will constitute the introduction and will contain:

· A motivating statement – this is optional.  You may find you add this statement after you have found an interesting fact or position that sums up what you want to talk about. It could be a provocative question. Whatever, it is used to catch the reader’s attention.

· A thesis statement – this is essential (for the majority of essay types).  The thesis statement is a clearly focused statement as a result of your research and analysis for the essay. It makes a clear statement of what the essay will cover and the structure it will take.
Paragraphs 2,3,4:  These will constitute the body of your essay.

· Paragraph 2 will be your first topic for discussion.  You may have indicated in your introductory paragraph(s) what topics you will be discussing, so the reader will be prepared for this. 

· Paragraph 3 will be a sub-topic of paragraph 2.  You will use this level if you want to further discuss some aspect of the topic mentioned in paragraph 2.  

· Paragraph 4 can be used to link back to your introductory paragraph, or some more generalised statement about the topic from paragraph 2.

Paragraphs 2,3 and 4 will develop for as many topics you need.

Paragraph 5:  This is your conclusion and will sum up key factors of the topic discussed, and relate back to issues in your introduction.   Never introduce new topics in this paragraph.

This 5-Paragraph structure is simply a model for the role of paragraphs in an essay.  If you have a large essay or dissertation you will find paragraphs will become sections comprising several paragraphs.  However, the principle of the model remains the same.
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To illustrate this point we are using a short essay which contains seven paragraphs, but does not detract from the basic model. This text is an authentic text and not contrived to fit the model, so the fit is not exact, but the principles are still there.  The reference for the text is:  Warren, Adam (2002), Asking the right questions, Connections, 13(1).  This article was written for lecturers.

Can you read each paragraph and identify the roles of the paragraphs in the essay as well as the message of each paragraph.  Also, say how it links with previous text (if at all). Some of these have been done for you.

	Asking the right questions
	Role of this paragraph


	What is this paragraph about and how does it link back

	1.

If you ask any academic to list their least favourite tasks, the chances are that marking assignments will be frequently mentioned. This is especially true for tutors who teach large cohorts of students, where the marking burden can become crushingly heavy and must wait until sufficient time can be allocated.  On the other hand, if you ask students what would help them learn, you will find that they would like detailed feedback on their assignments. They would also like that feedback soon after the completion of the assignment while it is still fresh in their minds, rather than weeks later when they have moved on to other topics.


	Motivator – it is rather long though

Sets out the thesis statement - assessment for academics is a less favourite task, while for students it is a very important aspect of their learning.
	It helps to link the topic with the experience of the reader, and acts as a ‘hook’.

	2

Computer-assisted assessment (CAA) offers at least a partial solution to these challenges by enabling tutors to create online quizzes that use automated marking to provide the students with instant feedback on their answers. The catch for tutors is that creating these online quizzes requires an up-front investment of time and effort before any benefits can be reaped.
	
	

	Stop here!  – before you read any further note down what you think will come next in the essay.  Then, read on and see if your expectations are fulfilled.  This is what we all do when we read and your tutor is no exception. 



	3

The process should start with careful consideration of how CAA will fit in to the overall assessment strategy for the unit. For example, CAA is most effective when used to assess recall of facts and their application, whereas essays allow students to demonstrate their understanding of a topic. It follows that the choice of technique should match the type of learning objective that is being assessed, and that CAA is simply a new and useful addition to the techniques available to the tutor.


	
	‘The process’ links back to ‘an up-front investment of time and effort’ in paragraph 2 which is part of the introduction.

This paragraph is about the first part of this process looking at how lecturers first need to consider the role CAA has in the assessment process. 



	4

CAA is frequently used for formative assessment; in other words the quiz is intended to help the students learn rather than contribute to their final grade. For example, weekly lectures could be followed up with a short quiz that allows students to check that they have understood the key points. Students would complete the test in their own time and receive immediate feedback on their answers, including pointers to further study materials if needed. They could re-take the test as often as they wished, including later in the year when they are revising for their exams.


	
	

	5

Creating the questions is the most difficult and time-consuming aspect of CAA. Care needs to be taken to ensure that the questions are accurate, unambiguous and suitably challenging. The distracters (incorrect answers) need to be plausible and should ideally match common errors and misconceptions, while the feedback must be sufficiently detailed to help students learn from their mistakes. The questions must then be entered into the CAA system (for example Blackboard) but this only takes a few minutes per question.
One of the key advantages of CAA is the ability to include images as part of the question and/or the answers. Of course the images (photos, diagrams, maps, music scores, equations etc.) must be located or created, then prepared for display on a computer. This adds to the time needed to create the question and can also introduce copyright issues, but is nevertheless an extremely useful technique. In theory it is possible to use other types of multimedia (audio, video, animation) but these will present daunting technical challenges for most tutors.
	
	

	6

The final step is to create a quiz based on the questions. The Blackboard system allows you to create several 'pools' of questions, and a quiz can include questions drawn from one or more pools. It is even possible to include a random selection of questions from a pool, so that the quiz is different each time it is taken. At this stage the tutor can also define when the test is available and how many marks it is worth. The latter is useful even with formative tests in order to help students assess how well they did.
	
	

	7

Once the students have completed the quiz and read their feedback, the tutor can also look at their scores and quickly identify students who are having problems. The results from the class as a whole can also highlight problematic topics and prompt the tutor to provide additional coverage in class if required. Further processing of the results in a spreadsheet will indicate which questions are most effective at discriminating between students of different ability.
	
	

	Stop here!  This text has no real concluding paragraph.  How would you conclude such a small essay?




In the activity above how did you quickly establish what a paragraph was about?  Did you read the first and possibly the second sentence in each paragraph to determine this?  If you were doing this, then you were reading the topic sentence(s) of the paragraph.  A topic sentence points to what the paragraph is about and we can skim read a text, just by reading the first and second sentences of a paragraph to get the gist of the whole text.

Go back and read the first sentence of each paragraph.  Do you get the flow of ideas from this?  Remember, when you write, you should also do the same for your reader.
3.2
Linking ideas - Keeping your essay coherent  

In the five- paragraph model, paragraphs are linked together with a dotted line. This represents the coherence that must exist between and within paragraphs if they are to make sense to the reader - see a diagram of the paragraph structure below:



The topic sentence should concisely convey what the paragraph is about, see paragraph 3 in our example above, e.g. “CAA is frequently used for formative assessment…” As a first sentence in a paragraph this clearly indicates what the paragraph will be about.  This idea is then developed further in the paragraph.

3.2.1
using similar words to link ideas

Very often topics in paragraphs are linked using similar words or concepts and very often a straight repeat of words across paragraphs. 
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If we take our sample text, we can see how this writer has tried to produce a coherent piece of text.  Some of the table has been filled in for you.  Can you complete the information for paragraphs? 

NB   TS = topic sentence,  P= paragraph

	Paragraph


	Words
	Links to…
	Topic is about

	1


	Motivator sentence that sets the scene by identifying a solution for the least favourite task of lecturers.



	2
	Last sentence

.. requires an up-front investment of time….


	First sentence links back to P1
	CAA is an  ‘up-front’ process’

	3
	TS

The process should start…..
	P2 regarding the up-front nature of process in using CAA
	Getting started, think why we need CAA



	4
	TS


	
	

	5


	TS


	
	

	6
	TS


	
	

	7
	TS

Once the students have completed the quiz….
	P2, P3 regarding the process and P1 regarding students and wanting feedback
	CAA as a diagnostic tool, provides feedback for staff & students


You should be able to see how tightly the ideas are linked together.  There is constant reference to what has gone before and the readers of this text are firmly kept within the process of creating computer aided assessment.  However, the ideas are being developed, but since the example text is short, there has been little opportunity to develop these ideas in more detail.  In your essays you may have the opportunity to develop your ideas more.

NOTE

There is always a balance between repeating ideas and moving on. Repetitiveness without development will drive your reader crazy. Just imagine you are weaving old ideas from previous paragraphs into new information so you keep the reader (and you) on track.

3.2.2
using signal words to link your arguments

Signal words help the reader through the text.  They act as small arrows that keep the reader on track.  Without signal words a text is quite difficult to read and can sound very stilted. If you are stating a new idea or giving an example in a paragraph, it is a good idea to use ‘signal words’.  These are words or phrases that prepare the reader for what is to come: an example, a comparison with what went before, a contrast, a continuing description etc.

The signal words you use are determined by the kind of essay you are going to write: compare and contrast, cause and effect, description etc.  Of course not all these types of essays contain an ‘argument’.  You can determine this by the essay title given to you, see Section 2.2  ‘Essay Title Instruction Words’. 
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Look at some of the examples taken from our text:

Paragraph 1:  On the other hand, if you ask students what would help them learn, you will find that they would like detailed feedback on their assignments.

The underlined text signals contrast between the lecturers’ needs (mentioned earlier) and the students’ needs.

Paragraph 4: CAA is frequently used for formative assessment; in other words the quiz is intended to help the students learn rather than contribute to their final grade. 

The underlined text signals an explanation or elaboration of the term ‘formative assessment’.

As indicated earlier, in order to use signal words you first have to decide the kind of essay you are going to write.  Will you: compare and contrast, discuss cause and effect, describe something, highlight a problem area or list things sequentially, as in a process?  You will know what to do once you have cracked the code of the assignment-exam question.  Complete the following table with examples from your essays.

Listing

	Signal word(s)


	An example

	Numbers
	There are three reasons for…… (make sure you discuss 3!)



	First
	The first is…



	Second
	The second is…..



	A major development
	

	The most important development/idea/concept


	

	To begin with
	

	Next


	

	Later


	

	Furthermore


	

	In addition


	

	Afterwards


	

	Finally


	

	In conclusion


	

	
	

	
	


Compare and Contrast

	Signal word(s)


	An example

	Comparison


	

	similarly
	The other robot was similarly affected.



	likewise
	

	In the same way
	In the same way, the more advanced robot was unable to fulfil a series of parallel tasks.

	In comparison
	

	
	

	Contrast
	

	While
	He remained calm while his colleague lost his temper. 



	But
	

	however
	Bill remained calm, however, his colleague did not.



	In contrast
	In contrast to his colleague, Bill remained calm.



	Even though
	

	On the other hand
	

	In comparison
	

	Not only… but also
	

	
	

	
	


Cause and Effect

	Signal word(s)


	An example- complete the empty spaces yourself

	As a consequence


	As a consequence of the operation, the patient was in constant pain.

	because
	

	consequently
	The patient was in constant pain and consequently had to undergo further medical procedures.

	As a result of


	

	Due to 
	Due to a serious vehicle breakdown, the crew were unable to film at all that day.

	therefore


	The vehicle bringing the equipment broke down.  Therefore, the crew unable to continue.

	The reason for…


	

	If….. then….


	

	… with the result that…
	

	
	

	
	


Problem - solution

	Signal word(s)


	An example

	The dilemma facing….


	

	The problem facing


	

	A major difficulty with


	

	A resolution to this problem is…


	


Reflect

Next time you read a text, make a note of how the writer uses these signal words.  Then look at some essays you have written.  How well do you signal to the reader what is to come?  Also, note how the thesis statement(s) in texts are developed and how ideas and similar words appear throughout the text, keeping them closely woven together.
3.2
Drafting and editing tips

These are different activities. It helps to keep them separate.

Drafting

When you are drafting an essay, it can be enough of a struggle just to get the ideas down in the right order. Do not add to it by worrying too much about finding the right word or a particular reference. In fact, when you are stuck for a word, it is often better to leave a gap and fill it in later. Be sure to remind yourself to go back and find the word later, perhaps by putting a note in square brackets [find the word]. 

Editing

When you have finished your first draft and left it alone for a day or two, you need to put on your editor’s hat. Many people find it helps to print out the first draft and mark it up in a different coloured pen — you can choose the alterations you would like to make without losing sight of the original text. Also, it is easier to flick from page to page as you check the draft. 

Read the essay as if someone else had written it.  Are the main points of the essay clear? Do the examples and references support them? 

Does the essay move forward in a logical fashion, or does it need better structuring and/or sign-posting?

Are the sentences clear and concise? Are there instances of repetition? waffle? 

Now is the time to check that you have included all the references you need (and not left any unattributed), and filled in any blanks that you left. If you are unsure about how to reference have a look at the Referencing Your Work Guide.

When you are happy that you have marked up all the changes that you can cope with, go back to the computer and edit the document. It is a good idea to spell-check it at this stage. Print it out, and repeat the process.

Stop and think..

After analysing the question, collecting and organising information


3.4  Constructing an argument

When constructing an argument, you can use the model of the 5-paragraph essay above.  In this section we shall look at how we can tailor the 5-paragraph model to produce an effective argument.  Each argument (topic) and supporting evidence (topic development) should be critically argued in relation to your claim (thesis statement).  

	Argument = your claim (thesis statement) + supporting evidence




NOTE  

The easiest way to think of a critical essay is to use the ‘for’ and ‘against’ model.  Here you list arguments for and against and then come to your own view – i.e. critically evaluate.  
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In order to develop an argument you will need to carefully write your thesis statement.  Look at some of these thesis statements.  Can you identify why one of each pair is a good and the other a poor thesis statement?  These have been taken from: 

University of Toronto: Advice on Academic Writing: http:/www.utoronto.ca/writing/advise.html

	A.



	Poor
	Shakespeare was the World’s greatest playwright.
	Why poor?  Why is it difficult to develop from this point?



	Better
	The success of the last scene in Midsummer Night’s Dream comes from subtle linguistic and theatrical references to Elizabeth’s position as queen.
	Why good?  How could you develop this?

	B.



	Poor
	Having an official policy on euthanasia just causes problems, as the Dutch example shows.


	Why poor?  Why is it difficult to develop from this point?

	Better
	Dutch laws on euthanasia have been rightly praised for their attention to the principles of self-determination.  Recent cases, however, show that they have not been able to deal adequately with issues involving technological intervention of unconscious patients.  Hamarckian strategies can solve at least the question of assignation of rights.
	Why good? How could you develop this?


NOTE:  

The thesis statement is vital.  It is the point from which you develop your supporting arguments.  Always check that you are able to do this from the thesis statement(s) you write.

Supporting evidence shows that you are looking at the evidence, findings of other researchers etc. in support of your thesis statement.  You need to show that you are looking at this information fairly and with a critical eye.  Any conclusions you come to are due to the evidence you discuss.

The topic sentences in your supporting paragraphs will act as mini-thesis statements at the paragraph level.  They help to focus your discussion.  To do this you need to evaluate (criticise) what you read in relation to your thesis statement.
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Go back to an essay you have completed, or one you are working on now and work through the next activity:

	
	Yes or No
	What to do if ‘No’



	The claim I am making is clear from the thesis statement and I can easily argue from that point.


	
	

	I know where to get the evidence in support of my claim, e.g. ‘agreed’ facts, statistics, expert opinion (remember this is not ‘fact’), personal experience (treat this with caution).


	
	

	Some evidence is hard to get in order to support a point well.
	
	If you really cannot get the evidence, you may need to rephrase your thesis statement to avoid having to discuss this point.



	I am not sure if I have enough evidence to support my claim.


	
	

	From the evidence I present, I am unable to come to my own position on the claim I have made.
	
	There may not be enough evidence ‘out there’ to come to a conclusion. If you think this, then say so and indicate how the research could develop. If you think the information is out there, you will have to look further.  If you are having real difficulties, then go back and re-assess your thesis statement.




4.0
How do I know if I have Writer’s Block?

We are all aware of the ‘blank page syndrome or writer’s block – so do any of these apply to you: 
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	Yes or No
	Suggestions

	1

Do you sit for periods gazing at a blank page-screen unable to get going?


	
	Don’t feel you have to start from the beginning.  Free yourself up by allowing yourself to start writing at any point – just think of it as writing down what you know at this point in time.  You will find that as soon as you start writing, the ideas will start to flow.



	2

Do you find that you have ‘lost your way’ when it comes to getting your thoughts onto paper?
	
	Did you write a plan? Writing a plan and breaking the essay down into smaller sections makes it more manageable.  Start with the sections you understand best. With a word processor you just cut and paste the bits you’ve written and re-arrange them.



	3

Do you find yourself procrastinating and finding anything to do rather than get started with your essay?
	
	This is often because you feel you are not ‘ready’ to start writing and that you need to read some more.  Make sure you have read sufficient and then give yourself a cut off point and say that from this date I will start writing whatever.  Given adequate preparation, you will be surprised what you can write.




If you answered ‘yes’ to most of these you probably suffer from writer’s block. Read the suggestions to try and get yourself out of this difficulty.

4.1
Tips and strategies for overcoming ‘The Blank Page Syndrome’

We all, at least from time to time, suffer from this.  So, take some steps to try and break through.

4.1.1
the thinker’s warm-up for writing success

If you have followed the guidelines for efficient writing, you will have done some of the following:

· The Quasar( Reading Techniques - see the Reading Academically Guide

· Cracking the Code – deciphering the language of the essay question

· Mind Mapping – smart techniques for more efficient information-gathering

· Talk yourself through some of your ideas, alone or with a friend.

Below is an example of a mindmap created by the software ‘Inspiration’ which is available on all the computers across the University.


Created using Inspiration(
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If you feel you have writer’s block, then select one of the techniques above and try it out when you come to write your next essay.  Go back over the section and make sure understand ways of freeing ‘writer’s block’.

4.1.2
A short summary

This section has outlined some of the common causes for Writer’s Block.

· The most common cause is that you try to start writing your essay before you are clear about what you want to say.

· To overcome this, make sure you know what the ‘big picture’ is: that is, work out a map of what you want to cover in your essay on a large piece of paper.

· Make sure you are properly organised before you start writing.

· Get all your notes for different sections of your essay clipped together and go through these, highlighting in colour the important features.

· Some people like to use flow charts or diagrams to keep them on track while they are writing.

· Try putting some sub-headings (in a different colour from your usual text) on the page to get you started, and some bullet points to help you think about the main points you want to put in the different sections-paragraphs.
What next?

Once you have got started and done your first draft, you might want to think about :

· Editing your work (when is the best time to do this for you ?

· Developing good paragraph structure – a good paragraph structure links ideas well and makes your essay coherent.

· Develop your proof-reading skills – do this at the end – check for spelling and grammatical errors.

5.0
What is Plagiarism?

A definition from the Oxford English Dictionary is to: 

“To take and use as one’s own, the thoughts, writings or inventions of another.” 

Plagiarising is grounds for failure – so make sure you are not plagiarising when you write. 

You could be accused of plagiarism if you:

· copy word for word from someone else’s work, a text book, a journal article or a web site without referencing it.  The quote above is a word for word quote, but the source is referenced

· You used someone else’s ideas or theories without acknowledging whose they are

· Paraphrasing the words of others and not acknowledging where the ideas came from.

So plagiarism is concerned with using others’ words, ideas, diagrams, pictures etc. where the source is not referenced.

You can prevent this happening by 

· Organising your information collection – using bibliographic software like EndNote or Reference Manager are excellent ways of doing this.  See A Guide t Using Endnote
· Developing good summary writing skills

· Citing your references clearly – see Referencing your Work Guide.
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Do any of these apply to you?

	
	Yes or No


	Suggestions

	I can’t possibly write this in a better way than the author of this book?


	
	Write key words from what the author said  – make a sentence from the keywords and reference where you got the idea from.

	I can’t remember from my notes which are my words and which are the sections that I got from another source.


	
	You need to organise your notes better – see section above.  Try using cards or software like EndNote.

	My way of note-making is to copy out chunks from a source because it gives the information I need for the essay.


	
	See above – paraphrase ideas – reference them, or take key quotes (not too long) and reference them.


Most students do not mean to plagiarise the work of others.  You can prevent this happening by being more organised when you gather the relevant information for your essay and by learning how to cite references properly in your essay.

 5.1
Ways to Avoid Plagiarism

	Organise


	Select a system for organising information as you collect it: references, notes, where you can find it again etc.  See 2.3 above.



	Summarise


	Read a section of information.  Read actively – for example, highlight/underline the key words or phrases.  See Reading Academically guide

Put aside your source so you can’t see it

Reflect on what you have just read

Write down the key ideas in bullet points or some other way

Now go back to your source and check that you are correct.  

REMEMBER to record the exact details of your source in your chosen system.



	Colour
	Have plenty of coloured highlighter pens available for use when doing your background reading.

Use different colours to record: your bullet points-summary; other people’s words and reference sources. The colours will help things to stand out so that you do not mistake your own words and those of others in your notes.
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Now try one of the techniques for yourself.

1. Use colour in your notes to show your own words and those of others.

2. Use colour with an information grid-matrix when noting down the main ideas.
5.1.1
 A short summary

· How information grids/matrixes can help prevent you from copying word for word.

· Strategies for summarising information from different sources.

· How to use colour effectively to get over the problem of using the words of others.

What next?

If you are unsure about how to refer the work of others in your essay, take a look at the Referencing Your Work Guide.

If you like to use technology to help you, you might like to look at the Using Endnote Bibliographic Software Guide to help you get organised and to help you save time.

6.0
Strategies for Proof-Reading or How to Spot Your Own Errors

Many students are so pleased to have finished an essay that they cannot face this essential aspect of writing.  If you find you have left your essay to the last minute, then you will probably have no time to proof-read anyway.  

Proof-reading is different from editing in that it is all about spotting your typos, silly errors or poor sentence constructions. 

6.1
A Time Management Issue
· If you are going to check your work properly, you must ensure that you build in time to do it, and that you think about this when you are organising your overall essay time.

· The time it takes to proof-read will vary according to 

· the length of your essay

· the complexity of the essay structure –  third year projects, dissertation, theses are going to take different lengths of time to proof-read because of the number of chapters and sub-sections involved

· Your own ability to see your own errors

· You need to estimate the time you need to spend on this activity. You will become more accurate in your estimations as you learn about your own proof-reading abilities and judging the ‘tidying up’ process.

· Whatever system your prefer you must leave at least one day between finishing your essay and reading through it for errors. The longer you can leave it the better because creating some distance between the writing and the proof-reading stage, will enable you to see what is on the page, rather than what you think you wrote. You will need to experiment with timings to ensure that your memory is flushed out before you do your own proof-reading. Remember everyone is different, so what works for your friend does not necessarily work for you.

For more information on time management, see Being and Independent Learner Guide, section 2.0.

6.2
Spotting your own errors – What tools do I need?

The basic toolkit

· First of all it has to be said that not everyone is good at this so if you are never going to be efficient you must develop alternative ways of doing this – do not simply avoid it.

· You need to have a very good memory for the look of words when spotting spelling errors as well as knowing something about spelling rules. 

· You need to have knowledge about sentence and paragraph structures to be able to check your own essays for ‘construction difficulties’ (as your tutors might point out in their comments on your essay).

· You need to be able to make decisions about whether the whole essay hangs together for the reader. This means that you need to understand how essays are structured effectively.

· If you are checking your work for spelling errors, the way that professional proof-readers go about this aspect of the job is to start reading backwards! In other words, start with the last word and read the previous word and so on. This makes you look at the spelling because you have taken away the element of ‘making sense’ of the sentence and you only look at one word in isolation. This only works if you have a good memory for the spelling of words.

‘Other’ toolkits

· Proof-reading ‘buddies’. These may be difficult to find – especially from your own year group – because of the work pressures of your fellow students. However, it may be a useful service that you and a group of friends can provide for each other. You have to decide on a mutual deadline and place to get together to form a ‘proof-reading’ group to critically examine each other’s work and make helpful suggestions.

· Getting a proof-reading ‘buddy’ to read your work aloud while you listen for errors in construction and structure. You have to really trust your buddy and not feel embarrassed or threatened as they read your work while you are sitting next to them.  This often appeals to auditory learners who can spot their own errors when they hear what they have written.

· Reading your work aloud or onto a tape recorder is the other alternative to the above suggestion. If you are an auditory learner, this strategy can work well. But,  you must read exactly what is on paper not what it should be. When you hear what you have written, you may be able to spot poor sentence structure. 

Using technology to help

· Spelling checkers have their limitations. They will not pick out a ‘wrong’ word, for example a homophone. This is where you have spelled the word correctly but used the wrong one as in ‘their’ for ‘there’. You need a sound knowledge of language to spot these types of errors. 

· Beware of spelling checkers which are set to an American spelling system. Tutors will be understandably irritated by American spellings of words.

· Grammar checkers are good for those with a sound knowledge of grammar and the technical terminology which accompanies this.  Many students switch this on during checking, and the computer tells you that ‘there is no agreement’ or asks you if you really want to use the ‘passive voice’. You must ask yourself if this information is useful to you or simply adding to your problems.

· Using voice recognition software can be useful if you prefer to work alone so that you can listen to your sentences and paragraphs being read aloud to you by the computer to hear if they make sense. Of course, spotting the error and correcting it are two different things.  However, it might show you where your gaps in knowledge about language are and what you need to learn. Remember: be an active learner.

The Bottom Line

· There is no substitute for knowledge of how our language works and goes together to make sense. 

· There is no quick route to this knowledge – you may have to work at this if you find that there are gaps. There are many sites on the web which give instruction and advice.

· You could get someone to correct your sentences and spelling errors for you, but you will never become an independent writer and you will not be able to rectify your errors once you have spotted them!

6.3
Tips for Managing the Proof-reading Process - or how to learn from your mistakes

Over time you will begin to know the kind of errors you generally make, so look out for them.  For example:

· If you frequently misuse the comma (putting it in place of a full stop), now may be the time to learn about how and when to use each.

· Look for spelling error patterns – do you frequently get certain words incorrect? Do you often miss off the endings of words or the middle bits?

· By findings patterns of errors you will get a focus on what you need to tackle to improve.

NOTE

You can set up your word processor to correct your frequent spelling errors.  In Microsoft Word you can go to Tools/AutoCorrect on the top menu bar and fill in your frequent spelling errors with the correct spelling.  So, every time you spell that way in future, it will correct it for you.

If you are relying on handwritten work, as in exams, try memorising the words you have particular difficulties with.  

· Think about a manageable number to work on at any one time. (10 absolute maximum)

· You will have to find the best memory strategies to match learning the word, e.g. seeing them as a picture might help or pronouncing words as they look in the spelling – whatever system best suits you.

· You will need to work on these and test yourself every day – it will only take a few minutes if you limit what you are trying to achieve.

· Remember that spellings have to have 100% accuracy rates so you cannot move to another word until you can spell the word without thinking about it – in other words it just comes automatically.

· Remember to concentrate upon the ‘irritation factor’ in your choice of memorising spellings.  People get irritated if you cannot spell some of the small, everyday words, e.g. advice/advise – practice/practise – description. It gives a bad impression to your tutors who are marking your work. An immediate reaction is ‘if this person cannot spell these ordinary, frequently occurring words, what are we dealing with?’

· Make sure that you concentrate upon the specialist terminology for your subject. It does not look good if you are trying to argue a complex point and you cannot even spell the topic words correctly.

6.4
Your Checklist

Remember: 



Low Marks
· Does not answer the question

· Does not demonstrate understanding of the tutor’s objectives for the essay

· Is overly descriptive

· Simply restates, even in your own words, what you have read in a book or heard in a lecture

· Lacks analysis

· Does not assert points effectively and has poor reasoning

· Takes only one point of view

· Has weak structure and organisation

· Has poor paragraph structure

· Has weak sentence construction, paying little heed to formal grammar and punctuation rules

· Lacks reflection.




Good Marks
· Answers the question

· Develops a clear and sound argument

· Provides supporting evidence for arguments made

· Shows appropriate selection of information, theories and issues

· Shows relationships between different and sometimes conflicting information, theories and issues

· Demonstrates understanding of the subject by synthesising (pulling together) other people’s ideas and views 

· Can use evidence and relevant examples

· Shows you can develop alternative explanations or proposals

· Shows reflection and thought

· Draws conclusions without simply repeating what has gone before

· Is well structured and has given consideration to ‘the reader’ 

· Is written with well-constructed sentences and paragraphs

· Selects appropriate quotations to back up ideas

· Uses referencing systems with accuracy.
Also refer back to activity 1 – have you moved on?  Can you identify a particular area in your writing that needs addressing.  What steps are you going to take to improve this? 

_______________________________________________________________________
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Discuss.














Mentally disordered offenders should be the responsibility of health rather than the 





criminal justice system. Discuss.
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Key words: This clue tells me I should be looking at evidence to decide whether health or the criminal justice system has greater responsibility and what is meant by ‘responsibility’





Instruction word :  I will have to consider the arguments for and against whether the criminal justice system or health should take responsibility and come to a conclusion, backed up with evidence.





Key words: This is the group I must focus on. I need to explain exactly what this group is.







































































An example of a Mindmap
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This is NOT describe.


Present a case for (+)  and case against (-)





Mentally disordered offenders
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Link sentence from previous paragraph





Topic sentence








Develop topic








Move towards next topic-next paragraph





optional�al





essential





essential





optional





Paragraph Structure





Make an essay plan


Develop a thread that can link these ideas across paragraphs


Write a thesis statement.


Develop the evidence you have found stating who says what.


Be objective in your presentation of arguments


Come to your own conclusion by evaluating the evidence you present


Edit and redraft until you are satisfied


Proof-read your work.
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