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As a student you will be expected from time to time to write reports, essays, etc. and to submit them for assessment.  As you plan and write your assignments, it is important to be aware of what UWE, in common with most academic and professional bodies, regards as good practice.  You should know about:

1. Use of Sources  How to find and use material written by others;

2. Citation of Sources  How to refer to the work of others in your own text;

3. Good Style  How to use English clearly and accurately;

4. Plagiarism How to avoid it.

This document is intended to provide a brief introduction to these topics and to direct you to other places where you can find out more.  Finally, in section 5, it gives an example of good practice in using sources in the context of a written report.

1. Use of Sources

Let us get the health warning out of the way first:

If you include in your assignments unacknowledged text which was written by someone else or unacknowledged ideas which belong to someone else , you are likely to be accused of an "assessment offence", the penalties for which are severe.
However, you will often be expected to use, for instance, papers in academic journals, websites, proceedings of conferences, periodicals, dictionaries and other reference books, tables of data, etc., as you prepare your assignment.  Developing and demonstrating your ability to understand and evaluate the claims of other authors is an important aspect of almost all academic work.  Your Module Leader or Tutor may suggest titles of books or of periodicals which you might use.  Internet resources can be found using a search engine: www.google.co.uk is one of the best known.  

Alternatively, you could take a more structured approach to finding resources by using the UWE Library website which offers guidance including an online tutorial: start at 

http://www.uwe.ac.uk/library/resources/general/info_study_skills/ .
For guidance on how to read and digest other sources, you might like to refer to the website at the University of Toronto, referred to in section 3 below.

2. Citation of Sources

To the inexperienced, it can be difficult to know how to refer to material written by someone else in your own work without being open to an accusation of plagiarism.  It is however often necessary to use the work of others in your report or essay, and this is perfectly legitimate provided that you do so in a way which follows accepted good practice; there are many ways of doing so.  The 'golden rule' is to ensure that any text or ideas which are not your own are acknowledged as being from somewhere else, and to state clearly where you obtained them.
As a short example of good practice, you should read the final two pages of this document, which consist of extracts taken from an article on the website of Deakin University Library, Australia.  This article includes examples of references to other academic papers from which the author has taken ideas and, in one case, some text which is quoted word-for-word in a perfectly acceptable way. 

For more comprehensive guidance, you should again read the UWE Library website

( http://www.uwe.ac.uk/library/resources/general/info_study_skills/ ) which includes guidance on how to refer to sources (click on A Guide to References).  In particular it describes the Harvard Referencing System which is widely accepted as the standard way in which to refer to other sources, whether printed or electronic.

A final note of caution: you should only cite sources which you have consulted first-hand.  For example if you wished to refer to the six elements of a literature review (an idea attributed to Bruce in the extract from Deakin University on page 4 of this handout) you should cite the relevant page from the Deakin University website rather than the paper by Bruce, unless you have read Bruce's paper yourself.

3. Good Style

An academic report or essay is expected to conform to accepted conventions, in the same way that an article in a tabloid newspaper, a sonnet by Shakespeare or a technical report all conform to their own, perhaps unwritten, conventions.  The conventions of academic writing are by no means unwritten; their aim is to help the writer to express views and arguments clearly, cogently and efficiently, and to help the reader quickly understand the content and structure of the piece.

If you are already experienced in academic writing, you may not need to read further.  However for more guidance about how to write in an appropriate style, you might like to study an excellent website produced by the University of Toronto in Canada, available at www.utoronto.ca/writing/advise.html#6 .
On this site you will find guidance covering:

· General advice on planning, structuring and writing essays

· Advice on how to read and use other sources (the section on 'critical reading' is well worth studying)

· Advice on how to write other types of document, such as research proposals, literature reviews, lab reports, etc. (but note that Module Leaders at UWE may give their own advice on how to structure assignments and if so you should follow their advice if it differs from the advice from Toronto)

· Advice on good style in use of English

· Links to other resources.

4. Plagiarism

'Plagiarism' means representing the words or the ideas of someone else as if they were your own, and it is of course regarded as illegitimate in all academic and professional institutions.  Not to acknowledge the work of another shows lack of courtesy to the other, as well as suggesting lack of ideas or thought on your own part.

If you follow the guidance in the earlier part of this document, then you should not be open to an accusation of plagiarism.  The section on Assessment Offences in the faculty Handbook contains information about 'Assessment Offences', which is what you would be accused of if you plagiarise when submitting assessed work at UWE.  To repeat the health warning given above:

If you include in your assignments unacknowledged text which was written by someone else or unacknowledged ideas which belong to someone else , you are likely to be accused of an "assessment offence", the penalties for which are severe.
5. An Example of Good Practice  
On the following page is an extract from an article on the website of Deakin University, Australia, which provides an example of good practice in using sources.   Indeed, the subject of the article (literature reviews) is itself relevant to anyone who is expecting to write essays or reports.  Particular points to note in reading the extract:

(1)  Quotations    The first paragraph contains a word-for-word extract from another source, namely the paper by H M Cooper published in 1998.  Note that: 

· quotation marks are used, in order to make it clear that the text is indeed an extract; 

· the source of the extract is identified (Cooper (1998));

· the list of references at the end of the article includes full details of the original work 

(2) Attribution of Ideas  In a number of places, the article makes use of ideas which originate from other sources.  In each case, this is properly acknowledged in a form which allows the flow of the article to continue unbroken.  For instance:

"The review forms an important chapter in a thesis where its purpose is to provide the background to and justification for the research undertaken (Bruce 1994)."

This sentence transmits an important idea about the role of a literature in a thesis.  The attribution at the end to Bruce (1994) makes it clear that the idea belongs not to the author of this article but to C.Bruce whose paper is included in the list of references at the end of the article.
"According to Bourner (1996) there are good reasons for spending time and effort on a review of the literature before embarking on a research project." 

In this sentence the attribution of the idea to T.Bourner is embedded in the sentence itself in a natural way (According to …).  For other ways of achieving the same effect, see the section on  academic writing in the website of the library of the University of Toronto, available at 
 http://www.utoronto.ca/writing/advise.html#6, 
and in particular the section on "Verbs for Referring to Sources".
(3) Full Bibliographic Details of all sources are listed in alphabetical order of author at the end of the article.
Stephen Ryrie

Faculty of Computing, Engineering & Mathematical Sciences 

August 2003
This page is extracted from the website of Deakin University Library, Australia; available at http://www.deakin.edu.au/library/litrev.html .
The Literature Review

What is a Literature Review? 

According to Cooper (1988) '... a literature review uses as its database reports of primary or original scholarship, and does not report new primary scholarship itself.  The primary reports used in the literature may be verbal, but in the vast majority of cases reports are written documents. The types of scholarship may be empirical, theoretical, critical/analytic, or methodological in nature. Second a literature review seeks to describe, summarise, evaluate, clarify and/or integrate the content of primary reports.' 

The review of relevant literature is nearly always a standard chapter of a thesis or dissertation. The review forms an important chapter in a thesis where its purpose is to provide the background to and justification for the research undertaken (Bruce 1994). Bruce, who has published widely on the topic of the literature review, has identified six elements of a literature review. These elements comprise a list; a search; a survey; a vehicle for learning; a research facilitator; and a report (Bruce 1994). 

Why do a Literature Review? 

A crucial element of all research degrees is the review of relevant literature. So important is this chapter that its omission represents a void or absence of a major element in research (Afolabi 1992).  According to Bourner (1996) there are good reasons for spending time and effort on a review of the literature before embarking on a research project.  These reasons include: 

· to identify gaps in the literature 

· to avoid reinventing the wheel (at the very least this will save time and it can stop you from making the same mistakes as others) 

· to carry on from where others have already reached (reviewing the field allows you to build on the platform of existing knowledge and ideas) 

· to identify other people working in the same fields (a researcher network is a valuable resource) 

· to increase your breadth of knowledge of your subject area 

· to identify seminal works in your area 

· to provide the intellectual context for your own work, enabling you to position your project relative to other work to identify opposing views 

· to put your work into perspective 

· to demonstrate that you can access previous work in an area 

· to identify information and ideas that may be relevant to your project 

· to identify methods that could be relevant to your project 

As far as the literature review process goes, ultimately the goal for students is to complete their review in the allocated time and to ensure they can maintain currency in their field of study for the duration of their research (Bruce 1990). 
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