Copyrighted material – ISBN 9781137294685

Contents
Acknowledgements
Introduction: an example and overview of how reading is used in an essay

1

Part A

5

Using your reading

Introduction to Part A: key points for reading at university
A1 How do you decide what to read?
A2 How do you understand and question what you read?
A3 What should you write down?
A4 Why and how should you quote?
A5 Why and how should you paraphrase?
A6 Why and how should you summarise?
A7 Putting it all together in your essay

Part B Useful vocabulary
Introduction to Part B: key points for developing your vocabulary
B1 Introducing sources and using verbs precisely
B2 Describing the views of different authors
B3 Comparing the views of different authors and showing how they cite
and evaluate each other
B4 Commenting positively on a source
B5 Commenting negatively on a source
B6 Techniques for re-expressing sources
B7 Vocabulary and writing style

Part C Checking and correcting your work
Introduction to Part C: key points for checking your work
C1 Common mistakes with in-essay references
C2 Ten grammatical areas that cause problems
C3 Correcting other common types of error

Appendices

7
9
17
24
30
37
45
52

59
61
65
70
74
80
86
94
97

101
103
105
107
120

123

Appendix 1: Answers to practice exercises
Appendix 2: Definitions of terms used in How to Use your Reading in your Essays
Appendix 3: Complete student essay on business ethics
Appendix 4: Referencing styles
Appendix 5: Abbreviations and labels used in dictionary entries
Appendix 6: A brief explanation of word class

125
142
144
149
152
154

Vocabulary index
Subject index

158
159

vii

Copyrighted material – ISBN 9781137294685

Introduction to Part A: key
points for reading at university
The types of books and articles you read at university will probably be different from
those you used at school or college. Why and how you read at university will also be
different, requiring more independence from you in deciding what to read, higher
levels of concentration and more questioning of the material. Finally, as you will have
seen from the main introduction, the way in which reading is used in academic essays
makes this type of writing quite different from work you may have done up to now.

Part A gives you:
•
•

important information and strategies to take you through the process of reading
and of using this reading in your essays in the form of quotation, paraphrase or
summary;
real academic articles, real student writing and an excellent short student essay to
demonstrate each stage of the process;
short practice exercises on all of the points covered.

It is best to go through each section of Part A in order, but you can also read and reread different sections as and when you need.
Five key points to remember about reading

•

•

•

•

A common reason why students struggle with reading at university is simply that they do not
give enough time to it, and so don’t enjoy it because of the stress of trying to fit too much
reading into too little time. Reading and thinking is where most of your learning and
creativity will happen, so take it seriously and make reading a priority in your time
management schedule.
Identify your purpose for reading a book or article and decide what it is you want to learn
from it, and then be flexible in how you read, matching your reading method to your reading
purpose. You may need to read some articles from start to finish, but for other texts you may
only need to scan briefly or read just one particular paragraph in detail.
Try to engage with the material rather than just reading the words on the page. This means
being (or becoming) interested in what you are reading, and thinking about what the author
is doing and trying to say. This will greatly improve your understanding and will further
increase your interest in the subject.
Some of the books and articles you need to read may seem complex, formal and difficult to
understand at first. Everyone approaches reading in a slightly different way and it may take
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•

a little time to build up your ‘reading muscles’ and to discover what works best for you. Start
by reading short articles or short sections before tackling longer ones; as with everything
else, you will improve with practice. Bear in mind that most people need to re-read complex
texts, and that the struggle to understand is a normal part of taking in new information.
Reading will also help improve your writing skills by increasing your knowledge of new
words and your awareness of how to structure a piece of written work. Bear in mind
however, that not everything you read will be well written.
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Chapter

How do you decide what to
read?

A1

It seems obvious that for a good essay you need good sources, but what exactly is a
‘good’ source? When looking for sources, don’t be tempted to just type your essay title
straight into an online search engine in the hope that something useful will come up.
Knowing what types of sources are suitable for university work, and spending some
time thinking about what information you need before you start searching, will save
you a great deal of time and will result in a much better piece of work. This section
gives you the key steps and information you need for finding the best sources for your
essay.

Five steps for deciding what to read
Step 1 Think: what question do you want to answer?
Do some thinking before you start searching for sources. Check that you really
understand the title of your essay. For example, does the title ask you to develop an
argument, give your opinion, give examples, or some of these things together? Does it
ask for definitions, information on a process, advantages and disadvantages or for
different views on an issue?
Rewrite the title in your own words – this will really help you to understand it. For
example, the business ethics essay title could be rewritten as: ‘Give a brief overview of
what business ethics is and then argue that business ethics either is or is not
important, giving your reasons for your view’.

Step 2 Think: what do you already know about the topic and what ideas
do you already have?
Think (and perhaps write down) what you already know and think about the essay
question. For the business ethics essay, you would ask yourself what you think business
ethics is and whether you think it is important. You will probably also have already
have done some reading and discussion on the essay topic during your course, so
think about what you have already read that is relevant.

Step 3 Think: what types of source will you need?
Make notes on any suggested reading and other instructions about sources your tutor
has given you. Think about what types of sources you will need to answer your essay
title.
For example, which of the following will you need?

9
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an introductory textbook to give you some initial ideas;
chapters in more advanced textbooks;
important major works on the topic;
original data from experiments or other research;
recent academic journal articles on new developments or ideas on the topic;
non-expert or public opinion on the issue.

For the business ethics essay, after thinking about the essay title, the student decided
to look in some current academic textbooks for definitions of business ethics. He also
read some relevant journal articles and reports by key authors for their views on the
importance of business ethics, and he also decided to look at some company websites
to find out what businesses themselves say about business ethics.

Step 4 Do a first search
Decide how good you want your essay to be and how much time and effort you are
willing to give to finding appropriate sources. Then use your thoughts on the types of
sources you need to start searching. Looking for sources is called a literature search,
and it is a vital part of academic research. As you search, keep checking that your
sources are relevant, specific and reliable (see below).
Content pages and chapter headings of books and journal article abstracts can help
you to decide whether a source is relevant. Reading the introduction and conclusion of
a book chapter or journal article is also a quick way of finding out whether a source
will be useful. The reference list at the end of one book or article may provide you with
details of further useful sources.
It is important at this stage to write down the precise details of each source you
thing you might use (author, date, title, journal/publisher) and also where and how
you found it. You may not think this is important but you will be surprised how useful
this information is, and remember that for academic work, who wrote something is as
important as what they wrote about.
Is it better to use the library or to do your own online search?
With so much material available online, some students don’t go near their university
library until the end of their second year or later. This is a real shame because your
library can help you with some of the very problems that arise from information
overload. Don’t make the mistake of thinking that the internet is just like a big online
library – it isn’t!
Searching for sources using the university library
Advantages
• Material has already been pre-selected by lecturers and library staff for its
importance, relevance, reliability and academic quality.
• The intranet and library catalogue material (again, chosen by your tutors/library)
are more likely to be reliable than material from the internet.
• Library staff are there to help you with selecting and finding texts.
• Has an online catalogue system that contains all its resources. Will also give you free
access to other academic online databases.
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You can use the ‘sort’ facility of the library catalogue to put sources in order of
publication.
Has primary printed material and back copies of journals, newspapers and
magazines that are not available online.
Has specialist dictionaries, study guides and material written by your university not
available online (e.g. advice on how to reference your work).
Provides a quiet and comfortable environment in which to study, away from
distractions.
Has free Wi-Fi connection and use of DVDs
Has free use of magazines and newspapers, dictionaries, encyclopaedias and other
print material.
Will probably have agreement with other libraries.

Disadvantages
• The copies of a book or article may be out on loan (but you can reserve them!).
Searching for sources using the internet
Advantages
• A huge number of sources are available.
• 24 hour access every day of the year (although your library may also be open 24
hours a day).
Disadvantages
• Search engines will often return a large number of returns and false matches, and so
it can be hard to find the most relevant source.
• It is sometimes difficult to find out who wrote something and whether the source is
reliable and peer-reviewed.
• A significant number of academic sources are not yet available online.
• You often have to pay for downloads of complete books or articles.

Step 5 Think, sort and select your sources for detailed reading
When you have done your first search for sources, think again about what you will
want to say in your essay and what you think your conclusion might be. This may
change as you read more, but by now you should have some idea of how you want to
answer the essay title.
You might need to do some general background reading on a topic, but most essay
titles will ask for something specific, so try not to waste time by reading sources that
are on the correct general topic but that are not specific enough. For the business
ethics essay, you would not want to spend time reading about general business topics
or about the meaning or history of ethics; you would need to focus specifically on
business ethics. Even when you had found a book on business ethics, you would not
need to read it all, just the chapters or sections which described what business ethics is
and whether/why it is important.
Select your sources for more detailed reading and ask yourself the following
questions about each source.
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What type of source is it and who wrote it?
Is it relevant and specific to my essay?
Is it a reliable and academic source?
Why exactly am I going to read it?
Will it probably support my conclusion or give an opposing viewpoint?
Will I probably use it as an important piece of information or only as a minor
source?

What is a reliable source?
At university you are expected to make sure that your sources are reliable – that you
can trust what they say. This usually means knowing who wrote something and that
they are an authority on their topic. Reliable sources are usually those that have a
named author, as this ensures that you reader knows who is accountable for the
information given. Anonymous sources are much more likely to be of poor quality
and/or contain incorrect information.
Up-to-date information will probably be more reliable than older information, so
check when your source was written. You may want to read older sources that are key
texts or to build up your knowledge, but for most topics you will also need current
sources. Always check online sources to see when they were last updated and whether
any links are active.
A reliable source is also one that gives information that is as accurate and complete
as possible, rather than giving only the information that suits the author’s purpose.
Business and political organisations for example, may present information in a biased
way. However, you need to think about what ‘reliable’ means for the type of
information you need. If your essay is about public opinion in the media, then
newspapers and television programmes would be a reliable source for this particular
type of information. Equally, if you are writing about the views of different political
organisations, their leaflets and websites would provide reliable information on what
these views are, even though such information may not be balanced or reliable in the
general sense of the word.

Are abstracts, reviews and summaries reliable sources?
These are all useful in different ways to give you a general idea of a text, but are not
reliable sources in themselves as they do not give enough detail.
Article abstracts
Written by the author. Abstracts give an outline of the argument but not always the
conclusion. You will not be able to evaluate the evidence, argument or conclusion of
the article fully just by reading the abstract.
Summaries of a book or article
Could be written by the author or by someone else. A summary does not provide
enough detail for you to be able to evaluate the evidence or argument of the source.
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Article or book reviews
Always written by someone else. If the review has been written by an expert, it may
give you useful information about the context of the source and other published work
in the field. However, reviews are of no use for detailed information and may often be
the biased, personal opinion of the reviewer.
Introduction and conclusion of a book or article
Written by the author. Reading just the introduction and conclusion of a source will
give you a good idea of the main points and argument, but are not enough for you to
evaluate the evidence or argument of the whole article, section or book.
Primary and secondary sources
Try to find the original (primary) source of information where possible, as something
that is reported second or third hand may not be accurate and will be relatively
unreliable. If you want data on the results of an experiment, try to read the original
report rather than use an article that discusses the experiment second-hand (this is
called a secondary source). Similarly, if you want to write about what an expert has
said, read the actual book or article they have written rather than an article by another
author who discusses what the expert has said. In reality, it will not always be possible
or necessary to use only primary sources, but your tutor will usually expect you to read
the key primary sources on a topic.
For the business ethics essay, the student found some primary material about
companies from their websites. The textbooks and articles he used were partly primary
material but they also discussed the previous work of other experts and so also acted
as secondary sources of the material they used. Several of the articles mentioned a key
text written by Albert Carr in 1968, so the student made sure that he found and read
this primary source.

What is an academic source?
For most university assignments you will need to use information from sources that are
not only reliable but are also regarded as academic. Academic sources are those
written by authorities on a topic and which have usually been peer-reviewed. The
peer-review process is when the book or article is sent by the publisher to other
experts for checking and discussion before being published. Peer-reviewed sources are
reliable, and are called academic (or reputable or authoritative) sources because they
have been written by people who have attained a high standard of knowledge and
research in their subject. Reliable and academic sources always have a named author
or organisation. The academic community relies on knowing who wrote what, so that
academics in a particular field can question, discuss and work with each other to build
knowledge and develop ideas.

Non-academic sources
Below is a list of source types which are not academic and should not normally be
used as sources for university essays:
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encyclopedias (including Wikipedia, which is an online encylopedia);
college-level textbooks;
newspapers (including long articles in quality papers such as The Times or The
Guardian);
magazines (including quality magazines such as The Economist, Newsweek and New
Scientist);
news or TV Channel websites (e.g. the BBC News);
trade publications and company websites;
publications and websites of charities, campaign or pressure groups;
student theses or essays;
pamphlets and brochures;
blogs and wikis.

Checking that your sources are academic
Books and journals on the library shelves and on your reading lists will usually be
reliable and academic. However, you may want to find other sources, and you will
need to make the effort to check that these are also reliable and academic. Books have
normally gone through a peer-review process and so are usually reliable. Journals
described as an academic journal, a peer-reviewed journal or a scholarly journal will be
reliable and academic.

Check your online sources
Take particular care when you are using online sources. Your tutor will suggest suitable
places to search online but it is your responsibility to check that your sources are
reliable and academic. Wikipedia may be useful for some initial definitions and to give
you links to other sources, but you should not use it as an actual source in your essay.
This is because Wikipedia is a type of encyclopedia and is therefore only a basic
summary and a secondary source. It is also anonymous and is not peer-reviewed and is
therefore not reliable and not academic.
Words that should warn you that an online article is probably not academic are:
magazine, digest, personals, news, press release, correspondent, journalist, special report,
company, classified, personals and advertisement. However, don’t be fooled into thinking
that an online article is reliable and academic just because it is well-written and has an
author’s name, includes statistics and has in-text references. Even words such as
journal, research or volume/issue number, Society or Research Centre are being
increasingly used by unreliable and non-academic sources and websites. You need to
check that the article is in fact from a peer-reviewed journal.

Check your online databases
Some online databases contain only peer-reviewed academic journals, but some of
them (even one which describes itself as a ‘research database’) also contain
newspapers, magazines and trade publications. Read the description of the database
before you go into it – what does it say it contains? You may be able to google a
database and get a description of its publications from the ‘home’ or ‘about us’ page.
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Remember – always check whether an article is academically reliable, even if you have
found it through a database.

Check your web search engines
Search engines such as Google, Yahoo and Bing are not usually appropriate or helpful
when searching for academic sources. Google Scholar is better, as it contains only
literature related to academic work, but you still need to be careful, as not all of this
literature is peer-reviewed material – Google Scholar also includes some magazines
and student theses.

Where to check a website
If you are not sure about the reliability of an online website, article, database or search
engine, try to find its homepage and look under sections such as ‘about us’ ‘contact
us’ ‘editorial board’ ‘board of directors’ ‘information for authors’ ‘submission process’
‘sponsors’ ‘funders’ and ‘partners’. These sections will give you information about who
runs and supports the website, and whether its articles are peer-reviewed.

Practice 1: would you use these sources?
Read the descriptions below of ten potential sources for five different essay titles. Do you think
these sources are not reliable, reliable but not academic, or reliable and academic?
Sources for an essay on government support for people with disabilities
1 An article written in July 2006 in an online magazine called ‘Mobility Now’. It has news,
information and stories and is a magazine for people with disabilities. It is published by a
leading charity organisation for people with disabilities.
Sources for an essay on youth crime
2 A recent online article on ASBOs written by Jane Smith, Home Correspondent. The URL is the
online business section of a national quality newspaper.
Sources for an essay on recent developments in stem cell research
3 An online article on stem cells, published jointly by three authors in 2009. The article has a date,
volume and issue number. The article on a website called ‘Stem Cells’. This seems to be the title
of the journal and at the bottom of the page there is a publisher: Beta Res Press. In the
‘information for authors’ section, the website tells authors how to track the progress of their
article as it goes through the peer-review process.
4 Three different online science publications with similar titles that all look like magazines. They
all have news sections, advertisements and jobs sections. They all have issue numbers and two
of them also have volume numbers.
4a The first one has an ‘about us’ page that describes how its correspondents get their
information by contacting leading scientists, reading scientific journals and websites and
attending conferences.
4b The second magazine has the name of an organisation at the top of its website. On its
‘about’ page it describes the magazine as its journal, and states that it is a peer-reviewed
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general science journal. Another page states that its board of directors consists of
university academics.
The third publication has no ‘about us’ information. Wikipedia describes the magazine as
‘a well-respected publication despite not being peer-reviewed’.

Sources for an essay on developments in animal cloning
5 An article from a printed booklet titled ‘Animal Cloning’ published in 1999. There is a series of
booklets, each with a volume and issue number. Each booklet contains a collection of short
articles and newspaper and magazine clippings which give a simple introduction to issues and
public debate on a scientific topic.
Sources for an essay on business ethics
6 A well-written report (which starts with an executive summary) on business ethics in
companies. The website is run by an organisation called SEB – Social Ethics in Business. On
the ‘about’ page, the organisation describes itself as part of a network of business
organisations that focus on corporate responsibility. Its funders and partners are large national
and international business foundations and development agencies.
7 An online article titled ‘Business Ethics Guidelines’. The website address is ‘Harold Jones
International Company’.
8 An online article about McDonald’s on a website called ‘Centre for Management Research’.
There is no ‘about us’ page but there is a homepage stating that the centre is involved in
business research, management consulting and the development of case studies and training
materials.
9 An online article on business ethics found on the website of the ‘Centre for Business Ethics’ of
a university. On the centre’s homepage it states that it helps businesses and the community,
and offers workshops, conferences and lectures. It also states that the centre publishes its
own Journal of Ethics.
10 An online article about a drinks company’s activities in India. The article has no author but is
well written and says ‘for immediate release’ at the top of the page. The website is titled as a
‘Resource Centre’. The ‘home /about us’ page states that the centre has evolved from
networks and discussions by activists, and describes itself as a platform for movements to
publicise their demands and apply pressure to governments.
(The articles and websites are fictitious but are closely based on real examples ).
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abstracts
definition, 142
for finding sources, 13
academic journals
definition, 142
for finding sources, 13–14
see also sources
academic sources, 13–14
see also sources
adjectives, definition, 155
adverb, definition, 155
answers to exercises, 127–141
apostrophes for possession, 118
argument, 20
definition, 142
article, definition, 142
author and year reference system, see
referencing
bias, 12
bibliographic details, 26–27
‘building a house’ analogy, 56
business ethics essay
complete, 144–148
extracts for overview, 2–3
see also essays
Carr article
critical analysis, 125–126
extract, 22–23
in business ethics essay, 2–3, 145
notes on, 126
research log, 26
review of whole process for using the article,
54
checking your work for mistakes
why and how, 103–104
practice, 105–121
citation, definition, 142
see also in-essay referencing
clarity in writing, 97–99
lack of, practice exercises, 120–121
clauses, too few or too many, 111–112
see also practice exercises
close paraphrase, definition, 142,
in note making, 28
see also paraphrasing
commas
with that and which and who, 117

comma splice, 112
common grammatical mistakes, 107–119
conjunction, definition, 154
Cote and Morgan, see Robinson
countable nouns, 109
Cox article
extract, 44
paraphrases of, 128
Crane and Matten article
extract, 37–38
paraphrase of extract, 38
in business ethics essay, 2, 144
critical analysis and thinking, 21
databases for finding sources, reliability, 14–15
definite article, 114–115
determiner, definition, 154
dictionary
abbreviations used in entries, 152
for vocabulary building, 61
register labels used in entries, 152
digest, definition, 142
direct and indirect questions, 119
Dobson article
extract, 51
summaries of, 129
draft, definition, 124
employability skills, 37, 45, 103, 104
ellipsis, 35
essays
key points, 4, 56
review of whole process from reading to
essay, 53–56
time needed for reading and using your
reading, 55
evaluating and discussing your reading,
vocabulary for, 65–100
evaluating suitability and reliability of sources,
12–15
see also sources
examples, bad, see practice exercises
examples, good
essay paragraph using sources, 58
notes, 28, 126
paraphrases, 38, 43, 128
questioning, evaluating and locating a text,
20–21, 125–126
quotations, 30, 32, 128–129

159
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examples, good – continued
reflection, 21–22, 125–6
summaries, 46, 50, 129
extra words in sentences, correction practice,
121
first search for sources, 10
glossary of key terms used, 142
Google and Google Scholar as search engines
for sources, 15
grammatical mistakes, 107–119
see also practice exercises
have or has? 108
important or importance? 107
in, at or on? 113
in-essay referencing
author and date referencing styles, 149–150
common mistakes, 105–106
correction practice,105–106
definition and explanation, 3
numeric referencing styles,150
reasons for using, 4
reference reminder phrases, 40; when
paraphrasing, 40; common mistakes, 41
when quoting, 32; common mistakes, 33–
35
when summarising, 41–2, 45, 47; common
mistakes, 48
integrating your sources into your essay, 52 ,
57–59
job satisfaction, see Robinson
key points and tips for
checking your work, 104
developing your vocabulary, 62–64
paraphrasing, 39–40
quoting, 32–33
reading, 7
summarising, 47
using reporting verbs, 67–68
writing an essay, 4, 57
literature search, 10
locating a text within the subject, 20, 22
Maier, Blakemore and Koivisto article,
extract, 41 – 42
paraphrases of, 42–43
missing words in sentences, correction
practice, 121
mistakes, common grammatical, 105–129

mobile phones and health risks,
see Cox article
see Maier, Blakemore and Koivisto
non-academic sources, 13–14
see also sources
noun, definition, 154
see also grammar
note making
example of, 28
tips 24–25
key steps, 25–27
practice exercise, 29
reasons for making notes, 24
written reflection from notes, 28–29
numeric referencing systems, overview, 150–
151
online databases and search engines, 9–10
see also sources
online sources, checking, 14
see also sources
original (primary) sources, 13
originality in essays, 4, 54, 56
overgeneralising, correction practice, 120
oversimplifying, correction practice, 120
paraphrasing
amount of paraphrasing in an essay, 41–42
common mistakes in, 41
examples: good, 37–38, 44; poor, 41–43
key points, 39–40
practice exercises, 43–44
reasons for, 37
techniques for, using vocabulary and
grammar, 94–96
parts of speech, see word class
peer-review, 14, 143
plagiarism
causes of, 54
definition, 143
examples: in essay paragraph, 57–58; in
paraphrases, 43; in summaries, 48–49
see also ‘building a house’ analogy;
paraphrasing sources; key points
possessive apostrophe, 117–118
practice exercises
answers, 125–141
critically analysing sources, 22–23
grammar: apostrophes, 115–119; clarity of
expression, 121–122; commas with that,
116; commas with which, 118; direct and
indirect questions, 119; have or has? 110;
importance or important? 108; in-essay
references, 105–106; in, at or on?, 114;
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practice exercises, grammar: apostrophes –
continued
missing and extra words, 121;
overgeneralisation and oversimplification
120; reporting verbs, 69; sentence
structure, 111–112; that, 111 the or
nothing? 115; to find or finding? 114
selecting reliable sources, 15–16
in-essay referencing, 105–106
note making and writing a reflection, 29
paragraph in essay, 57–58
paraphrasing, 43, 44
questioning, evaluating and locating
sources, 22–23
quotations, content, 34; referencing, 35;
grammar and punctuation, 36, 106–107
summarising, 48, 50
vocabulary: comparing views of different
authors, 78; commenting on sources
negatively, 93; commenting on sources
positively, 84–85;describing views of
authors, 74; quotations; 106–107;
reporting verbs for introducing and
discussing reading, 69; synthesising
different sources, 79; techniques for
paraphrasing, 95–96; using formal
vocabulary, 99
prefixes, advice for vocabulary building, 63
prepositions, 114
primary sources, 14
punctuation
apostrophes for possession, 115–119
brackets, see in-essay referencing
commas with that and which, 116–118
with quotations, 36
putting it all together, 52–58
quantifier, definition, 157
questioning, evaluating and locating a text,
22–23
quoting
amount of quotation in an essay, 31
common mistakes: content, 33; grammar
and punctuation, 34–36
definition, 30, 143
ellipsis, 35
good examples, 32
key steps, 31
practice exercises: content of quotations,
33; referencing quotations, 34; grammar
and punctuation, 36
scare quotes, 32
reading
critical analysis, key steps, 17–19, 21–22
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key steps and strategies for finding and
selecting sources, 9–12
library and internet, using, 10–11
methods, 18–19
purpose, 17–18
see also note making
see also sources
referencing see in-essay referencing
reference reminder phrases see in-essay
referencing
referencing styles, 149–150
reflection, written from notes, 21–22, 125–
126
relevance of sources, 17–18
reliability of sources, 12–15
reporting verbs, 67–68
research log, 26
review of whole process from reading to essay,
53–56
Robinson
complete article, 48–49
summary: good, 50; poor, 49
scare quotes, 32
scholarly journals, 14
schools of thought, 20
definition, 143
search engines, see online databases and
search engines
see also sources
secondary sources, 14
see also sources
sentence structure, 111–112
singular and plural verb forms, 110
sources
academic and non-academic, 12–15
internet, using, 10–11
library, using, 10–11
online, 15
primary and secondary, 14
reliability, 12–15
see also reading
style
brevity, 97–100
clarity, 97–100
formal and informal, 97–100
subject/verb agreement, 110
summarising
common mistakes, 48
examples: good, 46, 50; poor, 48–49
key points, 47
length, 45
practice exercises, 48–49, 51–52
reasons for, 45
steps, 47–48
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summarising – continued
techniques using vocabulary and grammar,
94–96
Svensson and Wood,
article extract, 15–16
critical analysis of, 29
in review of whole process, 53
notes from, 28
paraphrase of in essay, 146
reflection of, 22
that
and commas, 116
and reporting verbs, 111
the or nothing, 115
to find or finding, 114
uncountable nouns, 109
using your own words, see paraphrasing;
summarising
verbs
definition, 143
using precisely, 66–69
see also vocabulary
vocabulary
developing, 61–64
formal and informal, 97–100
functions relating to using sources:
adjectives, adverbs and nouns for
commenting negatively, 87–88;
adjectives, adverbs and nouns for
commenting positively, 80–81; alternative

viewpoints, 71; author’s position and
views, 70; authors challenging each other,
74–79; authors citing each other, 74–79;
conceding, 88; contribution to the field,
81; counterarguments, 88; describing
flaws in an argument, 87–88; different
and diverging views, 74–75; disagreeing,
71; how a source could have been better,
88; points of view, 70–71; similar and
converging views, 74; verbs: neutral for
commenting negatively, 86; neutral for
commenting positively, 80 – 81; negative,
86–87 negative forms of positive verbs,
86–87; positive for commenting
positively,80–81.
reasons for using formal vocabulary, 61–62
strategy for building, 62–64
techniques for re-expressing sources in your
own words, 60–61
word class definitions
adverb, 155
adjective, 155
article, 156
conjunction, 155
demonstrative, 156
determiner, 156
noun, 155
pronoun, 156
quantifier, 157
verb, 155
websites as sources, 14–16
whole process from reading to essay, 53–56

