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SUMMARY

A report is a document written on a given subject, to convey information and ideas to a particular audience.  Sometimes a report makes recommendations.

This guidance document has been written for Computing and BIT students and has two objectives: 

· it provides a set of standards to which students can be asked to conform when writing their reports

· it gives guidance and advice on how to write reports

A set of basic writing and presentational standards are included as Appendix A.  These are given as being typical of organisation report writing standards.  They may be specified by a lecturer as being the required standards for student assignment work.  An outline report 'template' document is available at http://www.coventry.ac.uk/swift/~csx067/rept_wrt/

The production of a report is divided into eight stages each addressing a different aspect.  In all stages, every effort should be made to ensure that the report is clear, concise, complete and correct.  In addition, the importance of remembering the interdependence of the report’s purpose, audience and content is stressed.

If you have to write reports then you should consider the guidance in this document.

1.
BACKGROUND

Many employees, even in quite junior roles, have to prepare written reports for colleagues, management, staff in other departments or customers.  Partially in preparation for this, in the academic world, students need to write reports as part of their assessment.  It is very important to your success on your degree that these are effective - but writing reports requires great care.

2.
THE PURPOSE OF THIS DOCUMENT

Regardless of the course you are involved in the most commonly used method by which you will be assessed will be written coursework. The purpose of this document is to provide you with the tools, rules and guidance that you will need to write reports capable of achieving the highest grades possible.

The report contains:

· A toolkit of tips and guidance – about preparing, researching, structuring and presenting your work.  Like any other systematic activity, report writing can be broken down into stages.  Section three of this document analyses this process and provides a range of useful, grade enhancing, time saving tips.

· A set of writing and presentational standards.  The appendices in this document provide a comprehensive source of writing and presentational standards – they are the ‘bottom-line’ for report writing here at Coventry.  When you are in doubt, this is the place to look. The standards presented here may be specified by a lecturer as being the required standards for any assignment work that you do.  In the absence of advice from a lecturer about your report you should assume that the standards included in this document are the ones to use.

In your first year of study you will hear a lot of opinions about coursework on the grapevine, including a lot of myths!  As a smart student you should check back with this document before believing the myths.  Here are a few of the commonest:

· The structure and presentation of a report can in some cases mean the difference between a pass and a fail.  TRUE – see chapter 3

· Lecturers don’t bother about spelling and grammar when they mark reports.  FALSE – see appendix H

· Lecturers can’t tell the difference between reports prepared systematically and ones written the night before hand-in.  FALSE – see chapter 3.

· Its OK to cut and paste information from the internet, nobody will know anyway.  DEFINITELY FALSE! – see appendix D

· Reports must always be written in the third person; you can’t use ‘I’ in a report. FALSE (But with qualifications – see appendix B)

3.
STAGED APPROACH TO WRITING A REPORT

When you have a report to write, it's easiest to break the task into a series of stages.  Much will seem obvious when you read it, but by actually adopting this advice, by being systematic and organised, it will help you get through to the final product both feeling less stressed and also with a better report in your hand.

Stage 1
Write the report’s objectives

Stage 2
Investigation - collect your facts

Stage 3
Organisation and selection of information

Stage 4
Structure the report and ordering the material

Stage 5
Compile your references

Stage 6
Draft the report - making it look readable

Stage 7
"Topping and Tailing" - Package the report

Stage 8
Check the report


Based on S. Cox (1994) and T. Warner (1996)

3.1 Stage 1
Write the report’s objectives 


Objectives describe the report’s purpose.  The objectives should be as specific as possible.  Wide-ranging, woolly objectives will often lead to a unfocussed, rambling report which might be useless.  If the report documents some practical project then the objectives of the report will, effectively, be the objectives of that project.  

Often, you are writing a report as part of some sort of case study/role play: you need to write your report in a manner that would suit some form of work situation.  You need to try to 'get your head into' this scenario: it profoundly affects what you should include in your report and how you should write it.  Sometimes this scenario is clear from the assessment set but often it is just implied by the task itself.

You will, obviously, know the report's topic but to define the report's objectives you need to be clear about a number of inter-related matters. Considering the ‘documentation triangle’ may help in this.  This highlights that the purpose, audience and content of a report, whilst all-important, are each in

fluenced by the others (see figure 1).

PURPOSE


AUDIENCE

  
CONTENT

figure 1    The Documentation Triangle
Audience:

· The 'audience' for your report is, in reality, always your lecturer.  However the report is often to be written for some other role play audience. 

· Who will be using the report?

· How much knowledge will the reader have?

· How much detail does the reader need?

· What style of writing will be appropriate?

Content:

· Think about the role play scenario of the assessment

· What information should be included?

· And also, what should not be included?

Purpose:

· Think about the role play scenario, again

· Who wants the report?

· Why do they want it?

· How will the report be used?

· What, precisely, do they want? 

· What should happen as a result of the report?  Are you being asked to come up with some recommendations?


3.2 Stage 2
Investigation - collect your facts


This stage provides the content that you will need develop your report.

Gathering relevant information can be one of the most time consuming tasks in any assignment.  You may need to gather information yourself, in the form of surveys, questionnaires or through observation.  More often you will use resources such as the library or the Internet to gather facts and identify problems and opinions.

There is a pay-off to the effort put in to this process - in that reports that are well researched will always be graded higher than reports that are written ‘off the top of your head’.

Keeping track of your findings is very important – you need to note your sources (for use in the references and bibliography: see section 3.5).  In a large report you may need to keep track of many tens of sources so it is important to note the relevant information from each source in a form – your own words (see Appendix D on plagiarism) – that you can use later when compiling your report.

For further guidance on good practice in research see Appendix I.


3.3 Stage 3
Organisation


Sift through the information and note each point on a separate piece of paper.  Work from your notes and organise the information.  Discard unwanted, irrelevant and unnecessary material.  Don't feel tempted to include material just because it is interesting, if it is not relevant.  A thinner focussed report is much preferable to a bloated fat one.

It is often helpful to write out the main headings that are likely to be used in the report and to place information under the appropriate heading.


As you work through this task, be sure you keep the references for your information with the relevant notes.  You really don't want to have to try to locate it later.

3.4 Stage 4
Structuring the report and ordering the material


There is no fixed 'recipe' for a report's structure: the sections and elements you require will depend on the nature and purpose of your report.  There are some fairly common patterns but a structure should never be used without careful thought.  The advice here is designed to help you work out the structure you need for your report.  You need to read this alongside the Glossary, in section 5, which describes the various report elements.

In simple terms, almost all reports conform to the structure in figure 2a: this forms the backbone of the report.  Business reports tend to name the sections using the 4 P's (figure 2b) but it is a similar overall structure.

	Generic report structure:

Introduction
the purpose of the report: its goal

Body
the discussion of the issues

Conclusion
draws your findings together

References
an essential item: the sources you used

figure 2a

	

	Generic business report:

Position
provide background, introduce the report's purpose

Problem
what the report aims to achieve; detail of the report's objectives

Possibilities
explore various options and alternatives

Proposals
based on the evidence you presented earlier, what do you suggest happens next

References
an essential item: the sources you used

figure 2b


A report of any length requires more sections than 3 or 4 to help you divide up your 'story' into focussed sections and to help your reader follow the flow.  In deciding what sections to use you must ensure that the report flows logically - you should look for a shape - a logical progression.  Sometimes the order could be chronological, from past to present, with sections which reflect that order.  What matters is that the order is appropriate to the ‘story’ of the report.

A report, which needs to develop and provide some recommendations, might be structured as in figure 2c.  Many longer academic reports call for the author to reflect on how well they've performed and what they learnt: a personal evaluation should be provided.  This can be the final section or included as an appendix.

A report, which documents some work developing a product, would need to include a number of specific sections (figure 2d).  There would be a section on background research - a literature review - summarising other people's work on some of the following aspects: 

(i) work developing similar products

(ii) the requirement for the product: the background to what it is for

(iii) the process (methodology) and/or technologies to use to create the product.  

If all these forms of research are needed then they may be most clearly presented as separate sections: 'developing widgets', 'the widget world', 'methodologies' and 'technologies' (or some such names).  See Appendix I for more on research.

There would clearly need to be a section on analysis, describing what aspects of the research will be used to determine the development and then what needs to be done and how it will be achieved.  A design section would cover how the product was designed.  For some types of product, it may be appropriate to have a section on the product's development: this would probably apply to a software development project.  There also needs to be a testing or evaluation section which describes how well the product achieves the users' requirements and the design goals. The process used to determine this needs to be covered either here or in an earlier separate section.  

For many reports it might be appropriate for a section on 'future work' to be included but only if the report does open up problems or opportunities.  For much academic work credit can be gained by showing that you thoroughly understand the situation you are describing by including a 'personal evaluation' which reflects on what you have learnt from doing the work, including what you would do differently next time.

	Recommending report:

Introduction

Discussion

Summary and conclusions

Recommendations

Personal evaluation

References

figure 2c
	
	Product development report:

Introduction

Research summary (or literature review)

Analysis of what needs to be done and how

Design

Development

Testing/evaluation

Conclusion

Future work

Personal evaluation

References

figure 2d
	
	Experiment report:

Introduction

Research summary (or literature review)

Analysis of what is to be done

Experimental Design

Conduct of Experiments

Analysis of Results

Conclusion

Personal evaluation

References

figure 2e


A report which describes some experimental results might look like figure 2e.  Here the analysis will look at the area of the experiment and decide what is to be done.  Then sections would consider the experimental method and the experiment itself.  The results section needs to look at the validity of the data and its significance (maybe in the statistical sense).  The conclusion section then pulls together the findings: what the experiment proved.

For a report which documents a project which covers several areas, such as the development of an educational tool to help students learn (perhaps some computing topic), then it is important to remember that the educational aspects are at least as important as the specific computing topic.  In documenting the project it is the thread of the educational aspect which controls the overall report structure, such as in figure 2f.

A planning report would require a totally different structure more like figure 2g. This would work from the current situation and may need to look at each area or aspect of the situation in turn before pulling them together towards the end.

An academic research paper has a rather different format: there's a short abstract at the start and the acknowledgements usually go towards the end.  If this were a paper describing experimental work, then the structure shown in figure 2h might be suitable.

	Development of an educational tool:

Introduction

Research on area to be taught

Educational goals for tool

Research on educational techniques to use

Development tools to be used

Methods for determining success, such as learner experiments

Design of product

Development

Testing/evaluation

Conclusion

Personal evaluation

References

figure 2f
	
	Planning report:

Purpose

Scope

Planning principles and premises

Assumptions

Sequence of sections covering each area/aspect

Updating, monitoring, implementation

References

figure 2g
	
	Academic paper:

Abstract

Introduction

Background, including literature review

Experimental details

Results

Discussion

Summary

Acknowledgements

References

figure 2h



The general principle is to be sure that if one section relies on information in others, that it does not precede them.  Get your sections into a logical order.  You could think of this as climbing a mountain.  You should:

· point the reader towards the mountain in the distance

· describe the route to it

· beat the path to it

· climb it

· shout from the top

· summarise the journey

Again as you work through this stage or writing your report, be sure you keep the references for your information with the relevant notes.  You really don't want to have to try to locate them later.

3.5 Stage 5
Compile your references


In all areas of academic work, progress is made by making suitable use of the work and knowledge which others have done before. Sir Isaac Newton called this “standing on the shoulders of giants”. It is perfectly respectable to do this provided that the source of the material is clearly acknowledged. This has to be done whatever type of material has been used. Books, papers, journal articles and URLs are regularly included but conference presentations and even significant conversations could be. Text, diagrams and pictures must all be referenced as should any techniques, formats or structures which incorporate significant ideas not originated by yourself. 

Showing that research has been done is a highly valued aspect of a report and always rewarded. The way to demonstrate it is by the appropriate use of references and a bibliography. These give credibility to your writing by showing that you have supporting evidence. There is a clear line to be drawn between this and plagiarism, which is using other peoples' work in a way which appears that you are pretending that it is your own.

A reference section is a list of all items actually used to write the report and all source material of this kind should always be listed.  Each individual idea or quote must also be identified and acknowledged at the place in the text where it occurs - it must be 'cited'.  It is particularly important to do this for quotes to avoid the impression that you are claiming to have written them yourself.  Quotes of excessive length should be avoided as they give the impression that you have failed to identify the key point or that you are ‘padding’.

A bibliography section can be included which lists items that give background but were not directly used in writing the report.  These should be relevant sources that you have actually read and not simply a list of random texts or URLs since, if you claim to have read something, you may be asked about it later.  Do not imagine that including an item in a bibliography is a suitable substitute for a reference (a citation) nor that identifying a website as a whole is good enough.

Technical note: Removing a hyperlink in your document depends on which version of Word you are using. For older versions, right-click it with your mouse, choose ‘hyperlink’, then ‘edit hyperlink’, then choose ‘yes’ or ‘no’ in response to the save option and finally click on ‘remove link’. The newer versions give you a ‘remove hyperlink’ option immediately after right-clicking the hyperlink.

More information on how to use and write references and quotes is given in Appendices C1 and C2.

3.6 Stage 6
Draft the report - making it look readable


Having prepared thoroughly in the earlier stages and made many decisions about both structure and content, the actual writing of the report itself is usually easy.  You should aim should be to tell ‘the story’ so that it reads easily and comfortably. This isn't an easy task: be prepared to re-write sections - maybe several times.  Be sure your conclusion is very clear and follows on from what you've said previously.  If you need to make recommendations, ensure these follow logically from the body of the report and its conclusions. 

However as well as getting the words right you need to get the appearance right.  For reports where a ‘modern’ image is required the Arial font is appropriate.  It is a sans serif font that has a tidy appearance.  For reports that aim to be ‘more serious’ and then a serif font, like this Times New Roman, might be preferred.  This is because the little lines at the end of the letter strokes, the serifs, reduce strain for most readers.

There are two fundamental styles of paragraphs.  Either paragraphs are ‘blocked’ with a blank line between them (see figure 3a) or the first line of each paragraph is indented by one tab stop with no blank line between paragraphs (figure 3b).  The first style is being used increasingly in reports - it tends to be seen as being ‘modern’ - but the second is normal in books.  The standards presented in Appendix A use the first layout.

	
	
	
	
	


To make your report more readable it should not look ‘dense’.  Leave plenty of white space: margins, borders, and gaps.  You will use a little extra paper but will make your report much easier to read.

There is extra advice elsewhere:  Appendix A contains writing standards which you may need to conform to. It is common for employers to define their house style: these are ours.  Appendix B contains more advice about writing in a clear style.  Be sure your spelling, grammar and punctuation are correct: advice is in appendix H.

Be sure you keep on checking your referencing and citations are all present.  As you write, make a note of any details you need to find to include later.

	
	

	


3.7 Stage 7
"Topping and Tailing" - Package the report


The draft report needs to ‘packaged’ so that it forms a complete, useable document.  Several extra items can be included at the beginning or end.  Not all are needed for all reports: it depends on the purpose and nature of the report. These items are described in the Glossary if you are not sure what they are.

3.7.1
Title page

This is needed for any substantial report.  It must be neat and functional; it is not usually improved by the addition of images or word art. 

3.7.2
Contents

A contents page is useful if the report is quite long or if the reader is likely to want to find a particular section, rather than just read it from start-to-finish.

3.7.3
User Guide

If the report is actually describing the development of some product you may need to create a User Guide: instructions for the final user of your product.  This should be included with the report as an appendix.

3.7.4
References and/or Bibliography section

By the time you get to this point in the writing process your reference list should already be completed.  But it is essential that it contain all items used in your work: double check carefully.  This is a boring, time-consuming task but an important one.  Re-read the advice given earlier, in stage 5.

3.7.5
Introductory sections

As with a book, the reader will first want to know whether the report is worth reading and so the report should include one or more introductory sections, included at the beginning of the report, that provide information about the report.  A number of possible introductory sections can be included:

	· Background
	- the circumstances which led to the need for the report

	· Purpose
	- what the report is actually for

	· Objectives 
	not common in academic reports

	· Terms of Reference
	not common in academic reports

	· Scope
	not common in academic reports

	· Status
	- on whose authority the report is being issued, and on whose initiative the work that led to it was carried out. Not usually needed for academic reports.

	· Declaration of Originality
	

	· Acknowledgements
	

	· Control page
	- This is not usually required since most academic reports will not have more than one version

	· Abstract
	- academic papers usually include a brief abstract

	· Executive Summary
	- business-type reports will come with a one-page Executive Summary.  You would not include both an abstract and an Executive Summary.


3.7.6
Concluding sections

	· Index
	not usually needed for academic reports

	· Glossary
	- may be useful to consider providing a glossary of any terms you use in your report which your reader may not be familiar with

	· Appendices
	- some extra material may need to be included to support the report and its reading

	· Reference documents
	not usually necessary for academic work

	· Critical Appraisal
	- most academic reports require at least some degree of evaluation or appraisal.  This may form the final chapter rather than a separate section


3.8 Stage 8
Check the report - re-read it and use a checksheet


When a report is finished, it is often tempting to submit it immediately.  However, this can be a serious mistake.  The main value of revision comes from standing back and reviewing the report as a whole.  If possible leave the report before reviewing it for at least a day, but a week is even better.

When you have completed the report to your satisfaction, consider it against the criteria in a checksheet such as that in Appendix F.  You must be satisfied that your report meets them all.  Then, before you consider it finished, get someone to check your English.  Decent spelling and grammar really are important.

Some form of cover or binding should be used.  However the nature of this binding will vary with circumstances.  Sometimes a set of pages stapled together or in a plastic folder will suffice; on others a professional, hard cover, binding may be better.  Double check to ensure you include everything.  It is amazing how often students miss out some crucial item in their haste to finish the job.

Then you can finally hand it in.
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5.  GLOSSARY OF REPORT ELEMENTS AND TERMINOLOGY

Many more terms are defined in the WebCT study skills resources (Study skills, 2000)

	Abstract
	
A brief summary of the report.  Included in most academic reports where there is no Executive Summary. Contains the main elements of the report and its findings.  It is usually not more than 500 words.



	Acknowledgments
	Recognises help from others



	Appendices
	Any material that is not a necessary part of the ‘story’ should be put into an appendix.  For example, this could be detailed normalised database tables or a full ‘Statement of Requirements’.  The aim should be to make the body of the report easily readable with the appendices for use when the reader wants extra details or background. Not all reports require any.  If necessary, appendices can be bound together as a separate volume.



	Argument
	A discussion of the issues which follows logically, making points in turn based on evidence, developing a viewpoint (or position) prior to reaching one or more conclusions.  It is intended to persuade the reader that your viewpoint is correct.  It does not have to be original (although that can gain the highest marks) but it must be logical.



	Bibliography
	A bibliography lists items read which give background information but were not used directly in writing the report.  It is often acceptable to include referenced items into a single Bibliography section.  

It should list all relevant items.  Obviously this includes published books and journal articles but should include any other sources used as well.  This could include conference presentations, even particularly significant conversations, and increasingly will include internet-based materials.



	Citation
	Formally recognising - acknowledging - the sources used to obtain information. A reference to an authoritative source for substantiation.  This may be a direct quote '... Fred Bloggs (2004) claims "x, y, z"... ' or a reference to an opinion '... Fred Bloggs (2004) says that x, y, z...'



	Conclusion
	Almost all reports require a conclusion.  This should be clear at the end of the report. It should pull together your major findings and try to reach some 'higher level' of understanding. 



	Contents
	For a longer report, a list of contents should be given to enable a reader to quickly find the information required. It might include page numbers.



	Control page
	If a document is likely to have several versions, issues or updates the inclusion of a control page helps to document the associated changes and circulations.  A control page will include:

· document reference

· issue number and date

· summary of amendments made to each version

· circulation of each version



	Critical Appraisal
	The word 'critical' does not, here, mean 'negative' or ' to criticise'.  It is used to mean 'thoughtful' or 'evaluative'.

For academic reports it is often necessary to reflect on the work described in the report and to provide an evaluating appraisal.  This is often the final report chapter.



	Dissertation
	A document written which presents a formal discussion of a topic; a systematic composition



	Evaluation
	Evaluation or review can be used to describe a number of different elements:

1. Consider the effectiveness of a product against the users' requirements and design specification. How good is it? Essentially a form of testing.

2. Review of the project process and it's effectiveness.  How effective was I?  How successful was the project?  These might both be part of the report's conclusion.  It could include 'what I would have done differently' but that tends to form part of #3.

3. A personal reflection on the project experience.  What have I learnt? This could be quite wide-ranging.



	Executive Summary
	This is a separate document of one page or less which may be bound in at the start of the report, so it should not be included in your section numbering.  It should be independent of the main report and stand alone.  It should give the gist of the report, focussing on the recommendations and conclusions.  Most reports would include either an abstract or an executive summary - but not both.

People who will never read your complete report will read the executive summary.  Also readers will use it later, to refresh their memory. 



	Glossary


	This is a dictionary of terms used which the reader may not know. Not always necessary.



	Index
	Most reports will not need an index but some are large and designed for reference.  An index should therefore be considered.  Many word-processing programs provide support for the automatic generation of an index.



	Introduction
	Background to the report.  Depending on the nature of the report it may include a description of why the current work was needed, the work's objectives or purpose and the scope of the work.  For discursive work, it may indicate the line of argument to be used.



	Literature review 
	Summarises the findings on the topic derived from background reading.  It is intended that it represents the current state of knowledge on the topic world-wide: it is a summary of other people's work on the topic.



	Literature survey
	Same as 'Literature review'.



	Methodology
	This describes the methods and techniques used in the work. It might include a description of, say, experimental, analytical, design or some survey work. 



	Position
	The current situation is often stated at an early stage in a report as an introduction



	Problem
	The reason why the work is needed.  Really, this just reflects the objectives of the work



	Proposal
	Same as 'recommendation'.



	Quote
	Phrases or sentences used which are those of someone else.  Uses the exact words from a source. Written within quotes '... Fred Bloggs (2004) claims "x, y, z"... '



	Recommendation
	Some reports are merely descriptive.  However reports that require the author to make recommendations or to come to specific conclusions should contain a clear section at the end of the report.  These are often best presented as a list.



	Reference documents
	Key reference documents can be bound as appendices to the report.  Seldom needed.



	Reference
	1. Referring to some other work or material, as in a citation.

2. A reference section lists all items used in writing the report.  In addition, ideas and quotes taken from elsewhere must be acknowledged as being someone else's.

Both reference and bibliography sections should list all relevant items.  Obviously this includes published books and journal articles but should include any other sources used as well.  This could include conference presentations, even particularly significant conversations, and increasingly will include internet-based materials.



	Review
	See Evaluation



	Structure
	The sections used in the report: the arrangement of its main parts.  It depends on the purpose of the report.



	
	

	
	

	Thesis
	1. a position, viewpoint or argument

2. a document written which presents a position, viewpoint or argument



	Title page
	Every longer report must start with a title page giving the title of the report and the author.  The names of any collaborators (including the project manager or supervisor where relevant), and the date produced should also be included.  With the permission of the organisation, it may contain a logo but should not include substantial graphics.  

Short reports can include these details in a simple heading



	User Guide


	A separate document written for the end user.  This is required for reports of projects where something has been produced, which the intended end user may need help in using.  A typical example is a project which was to produce some software.  The user guide will usually be bound into the report as an appendix.



	
	


Appendix A

REPORT WRITING STANDARDS

These standards are typical of standards which an employer might require you to use.  They are presented here as standards which a lecturer might specify that you must use.  An outline report 'template' document is available at


 http://www.coventry.ac.uk/swift/~csx067/rept_wrt

1
Typing and Presentation Standards

1.1
Reports should be always be wordprocessed.  Usually they will be printed with portrait orientation; but individual pages can be printed in landscape if required.  Printouts should be produced on a laser or inkjet printer.  

Reports should be printed in 10, 11 or 12 point Arial font.  The text should be aligned to the left with a ragged right edge.

The report title should be centred and emboldened and can be in a very large font.

1.2
Margins

A 2.5cm (or 1") margin should be used on the left- and right-hand sides of the paper.  Margins of at least these dimensions should also be used at the top and bottom, although headers and footers will intrude into this space.

1.3
Paragraph, line and sentence spacing

· Single line spacing must be used within paragraphs.

· One blank line should be left between paragraphs.

· Widows and orphans should not occur - that is that a page must not contain only a single line of any paragraph.  Many wordprocessing programs will do this automatically.

· Headings must occur on the same page as the start of their first paragraph.

· Each full stop, question or exclamation mark should be followed by 2 spaces.

· Each comma, and other punctuation within a sentence, should be followed by 1 space.

· Never put space characters before punctuation marks.

· Tab stops should be set to 1cm unless a wider spacing is essential.

1.4
Section numbering

A decimal system should be used to identify sections in the main report.  Numbering should not extend to the appendices or abstract.

Main sections 1, 2, 3, ... in bold, capitals, 14 point font.

Sub-headings 1.1, 1.2, 1.3, ... in ordinary 12 point font.

Paragraph headings 1.1.1, 1.1.2, 1.1.3, ...

It is not essential for every section to have a heading.  It is not essential for every paragraph to be numbered. Only number paragraphs which concern a new sub-topic.

These section numbers should be used in cross references such as

“... This is expanded upon later see para 3.1.1. “

Technical note: Many wordprocessors provide facilities to automatically generate such numbering schemes and automatically keep the numbering correct after amendments.

1.5
Insetting

Each level of heading shall be inset by 1cm from the previous level.  However it may be necessary to indent by 1.5cm (or more) where the paragraph numbers become rather long.

Paragraphs must not be inset from their paragraph heading.  Also the first line of a paragraph should not be indented.

1.6
Lists

Items in a list should not be indented.  Items should be indicated with bullet markers.  However where there is some ordering to the items, or a specific number of them, they should be numbered.

Technical note: Most wordprocessors support lists using at least one level of bullet markers or numbering.

1.7
Illustrations

Illustrations should, wherever possible, be included in the text below the paragraph that refers to them.  The use of an appropriate illustration or graph is often very helpful to the reader and may avoid the need to try to describe something complex with words alone.  For instance, in a document describing computer software a carefully composed screen dump can be invaluable.  However illustrations, charts, tables or other graphics images should never, ever be used solely for decorative purposes.  

Technical note:  In Windows, screens can be captured using the ‘Printscreen’ key.  This places the image on the Clipboard.  Windows' paste facilities, such as Ctrl+v, can be used to paste this screen into the document as needed.

Illustrations may be drawn in pencil or black ink but whenever possible they should be produced by computer.  Colour, if available, should only be used if it helps communication and should not be used merely for decoration.

Illustrations should normally be numbered so that figure 6.3 is the third illustration in Chapter 6 or simply numbered through the report as, for instance, figure 13.

1.7
New Pages

A new page should be started for each new main section unless it is possible to combine two very short complete sections onto a single page.

Pages must be numbered at the bottom right, within the footer.  The footer may also contain the organisation name, if required.  The header should contain the author’s name and report title.

1.8
Capital letters

The following should be typed in capital letters:

· Main headings

· First letter of first word of sub-headings

· First letter of first word of sentences

· First letter of proper names

· First letter of each item in a list

· Abbreviations (usually) eg UK, ISO, HCI  

so it’s ‘Word for Windows’ and not ‘word for windows’.

1.9
Brackets and quotes

Spaces must be included outside the brackets or quotation marks  - not inside.  For example

... takes place in the central processing unit (C.P.U.).

According to Gower (1998) this means that “the situation is at danger levels”.

1.10
Underlining

Underlining may be used to give emphasis to words or phrases in the text but, since underlining disrupts the flow of the word-shape, emboldening is usually better.

1.11
Bold text

Bold text should be used for major headings and, in moderation, for emphasising individual words in the text.

1.12
Italics text

Italics can be used to indicate foreign words or some different form of text, maybe a quotation.  It gives a less bold impression than even normal text.

2
Writing standards

You should write in a style to suit your audience.  For most purposes you should aim to write for a reading age of 12 or under.  This is equivalent of a Flesch fog index score of at least 70 (see appendix E).

Whilst a report should not have any spelling or grammar mistakes, a low rate of errors (say about 1 per page) will usually be overlooked by the reader.

References must be given to all information sources used and listed at the end of the report, adhering rigidly to the following Harvard format:

Yeates, D.  (1994), Systems Analysis and Design, London: Pitman Publishing

Rodgers, Simon, and Roethlisberger, David (1952), Barriers and Gateways to Communication, Harvard Business Review, July 1952, 10(4), pp 46-50

Within the report these must be referred to as (Yeates 1994) and (Rodgers and Roethlisberger 1952).

For more guidance on how to write references correctly, see Appendix C.

Appendix B


WRITING STYLE

The style of language used in a report needs to be appropriate to the nature of the report and its intended readership.  In addition, the report must be clear, concise, complete and correct.  It’s not easy and takes practice.

There is a Plain English Campaign; organisations can get their publications endorsed by it.  There are many books around written with the aim of helping adults to write better, clearer English.  Some of them are very readable.  One such book, unconnected with the Plain English Campaign, other than by title, is The Plain English Guide (Cutts, 1995).

1
Clarity

The reader needs to be clear why a particular point is being raised at a particular place in a report.  It may be self-evident, but if it is not, then the logical links with previous material should be explained.

Simple concise words should be used in preference to abstract ones eg ‘We are sure that in the end the procedure will work again’ is better than ‘We have absolute confidence that eventually the situation will be restored’.  Similarly ‘Turn off all computers’ is better than ‘Turn all the computer switches to the off position’.

Jargon - the unnecessary use of technical terminology can be a barrier to understanding even among specialists.  Jargon should be avoided, particularly in documents intended for non-specialist readers.  Where jargon is needed include an explanation and consider producing a glossary (see section 3.7.6).

Abbreviations should be avoided but where they are used, they should be described in full where first introduced.  For example:



“... is to be found in the new Project Control System (PCS).”

Be sure you are really saying what you mean.  Get your word order right - otherwise you might create incomprehensible gobbledegook or simply say something which is incorrect.  For example, compare the following:

· Only the son praised his sister.
(The rest of the family did not.)

· The only son praised his sister. 
(There was just one son.)

· The son only praised his sister.
(He never found fault with her.)

· The son praised only his sister.
(But never anyone else.)

· The son praised his only sister.
(He had just one sister.)

· The son praised his sister only.
(He praised no one but her.)







(from Tannenbaum, 1998)

2
Readability

Remember that your readers are probably busy people - so be brief and keep it simple.  They are looking for facts - so be clear and informative.  You are attempting to send a clear message along a communication channel, but a message appropriate to the audience, purpose and content.

Repetition of words provokes boredom and gives an impression of limited vocabulary.  It is nearly always possible to find synonyms or equivalent short phrases.  However always try to use simple words - don’t let this quest for variety lead to complex, flowery language.  Unnecessary repetition, redundant words and phrases should be taken out.

Sentence length should be varied to avoid monotony.  In general, it is good practice to keep sentences short, under 30 and preferably under 20 words.  However it should be borne in mind that strings of short sentences can create a distracting, staccato effect.

Sentences should be structured to make the text easy to read.  The ideal level of ‘ease’ will depend upon the abilities of the target audience.  The level of ease can be considered using a ‘Reading Ease’ or ‘fog index’ score.  Details of the calculation of one such score are given in the Appendix  E.  

Technical note: Many wordprocessors, such as the grammar checker in Word, provide automatic calculation of reading ease.

3.
Language

Slang must not be used in reports.  Similarly colloquialisms and very informal language should also be avoided.  The reader may be a stranger to you, so be appropriately formal. So it is usually better to say

“It is first necessary to consider the system’s requirements.”

rather than

“Before browsing through the amendments, it would be wise to look at the requirements set for the production.”

recent student project

Formal language is required but clichés and stiffness of expression can be barriers to effective communication. For instance, it is much clearer to say “It is important that...” rather than “In every case it is of paramount importance that...”.

It is important to consider the emotion that you create in your reader.  For instance, violent words can cause readers to feel uneasy so avoid using terms such as ‘abort’, ‘terminate’, ‘hit a key’ or ‘kill’, other than where they are technically necessary.

Use of grammatical forms should be consistent.  Unexplained changes in the tense of verbs can confuse the reader.  Use the past tense to describe work which was completed.

Active voice verbs are more powerful than passive ones: “We developed a new system” is more powerful than “The development of a new system was carried out”. However the convention in reports is to use the passive - keep it impersonal.  

4. 
First person, third person, which?

There is often confusion about whether to use the word ‘I’ in assignments and reports.  The answer is that it depends on the context and audience for the report.

If you are asked to write a reflective diary on a project that you are doing then using the word ‘I’ and expressing your thoughts and opinions is entirely appropriate.  

It is still not appropriate to write in a ‘chatty’ or over-familiar style, so phrases such as “I think you’d be gobsmacked at what I found out” are probably best left out.

In science based reports the emphasis should be on your data and research methods. In reports of this type it is generally held that the opinions of the investigator or author (you) should be kept to conclusion or discussion sections.

Strategies for excluding ‘I’:

“This report is to investigate” or “this report is about” rather than “I have investigated”

“The purpose of this project is” rather than “I am doing this project because”

“The results have been placed in a table” rather than “I have put the results in a table”

Appendix C1
REFERENCES AND QUOTES - GUIDANCE

	Appendix C2 contains the University's referencing standards

Appendix D includes IMPORTANT advice on the related topic of plagiarism.




There are three aspects to correct quoting and referencing: 

· how to write a quote 

· how to reference (cite) sources of ideas and quotes 

· how to structure items in the reference and bibliography sections

1. Quotes

Quotes form an essential part of most academic writing and how you present them is important.  Quotes should be easily identified as such and used to make or support a point.

· About twenty words or less can be incorporated in the body of your text, in which case they need quotation marks round them.

· Quotes of more than twenty or so words should be indented. There is no need to put quotation marks around an indented quote.

· Quotes should be as short as possible and easy to read. If you want to leave bits out, put  ‘...’ to show that you have. If you need to add a word or two for it make sense, then put them in square brackets [ ].  For example: 

Jones (1993) feels that “this debate [on politics] needs more discussion ... in the institution”, although other authors (for example Smith 1998) disagree.

2. Referencing (Citing) Sources and Quotes

You must always reference information sources and quotes properly.  This tells the reader where you got your information from.

In the text, just after the quote, give in brackets: author's last name, date of publication, and, if possible, the page number.  For example:

“This is not a very crucial issue for most readers.” (Smith 1989 p13)

Similarly, when you mention a source of information you must reference it correctly, with author's name and date in brackets at the end of the sentence. This is needed even if you didn't quote from it. For example:

This theory has been refined and is now well understood and documented (Allen 1989).

To get your sentence to read correctly you can refer to the author in the sentence itself.  For example:

Allen (1989) discovered that this was not always true.

If you have read four books which all say the same thing, you can refer to them collectively.  For example:

As many writers (Smith 1989, Jones 1990, Matthews 1990, Ihenacho 1992) have said, the opposite is sometimes the case.

Sometimes you might want to repeat a quote extracted by someone else.  This can be indicated as

“... this is an absolutely crucial matter but one which is often ignored” (Millar 1993 cited in Jones 1998)

and with both authors’ works listed in the reference list.

The information that appears alongside the source or quote is necessarily rather brief. You must always add to this by having a complete entry in the Reference or Bibliography section of the report.

3. Reference and Bibliography sections

References are needed for all material which you have directly referred to or quoted from in your report.  They should be listed, in the Reference section, in alphabetical order of author's last name.

A Bibliography is the list of background material you have read or referred to for your work, but may not have used directly in your report. It always be confined to material which you have read or used and which is actually useful to the readers of your report. Lists of irrelevant, out-of-date or unread material is not impressive and can catch you out if you are questioned on it later. 

	Don't ever leave the references/bibliography out.  They give your work academic credibility and even reports on practical issues should be supported by evidence of further reading.  You are often asked to relate theory to practice and this can only be done by reading, quoting and referencing, unless you have personal experience in the field.




4. Writing Reference and Bibliography items

There are several standard styles of referencing.  However the style shown below is the system adopted by the University. It is the Harvard system and is based on British Standard 1629 (1989).  This gives precise rules as to how you should write references both in terms of the items of information which should be provided and in the order and way in which they are written.

· Books: Author's last name, initial(s) or first name(s), (ed) if he/she is the editor rather than the author, date of publication, title of book, place of publication (optional), name of publisher, edition number.




and

Jones, K. (ed) (1997)  The IT Age, My Press

· Journal articles: Author's last name, initial(s) or first name(s), date of publication, title of article, title of journal, details of journal, month, volume, part, pages, etc:





and

Rodgers, Simon, and Roethlisberger, David (1952), Barriers and Gateways to Communication, Harvard Business Review, July 1952, vol 10(4), pp 46-50

· More than one author
1. If there is between one and three authors, cite them all as they appear on the book or article. For example:

Coe, N. Ryecroft, R. and Ernest, P.

2. If there are more than three, cite the first one and then use 'et al.' (meaning 'and others').  For example:

Coe, N. et al.

· Internet URLs

There are, as yet, no well established rules concerning the format for internet URL references. However the same principles should be used.  Often it will not be possible to identify a specific author but it is usually possible to identify the ‘authoring organisation’. Give the date the pages were accessed in square brackets. 

FALLA, Rob (1998), The Future of Forms, Web Review [Online] Available:
http://webreview/wr/pub/98/04/24/feature/index.html [24 April 1998]
University of Wolverhampton (1998), UK Sensitive Maps, School of Computing and IT,  [Online] Available:  http://www.scit.wlv.ac.uk/ukinfo/uk.map.html [27 January 1998]

You must give the complete URL of the material and not merely the overall site. http://www.nhs.uk/ for example contains a few million pages of material and readers cannot be expected to find the reference for themselves! Also they may wish to examine the whole of the article in order to learn more. Examiners, on the other hand, may wish to verify your findings and ensure that you used the material as the author intended. 

The section of this guide (Appendix I), which examines the validity of material used in research, is particularly relevant in respect of Internet sites. Most printed books and journal articles have been ‘peer reviewed’ before publication but it is very easy to put something on a web site. Neither is it sensible to assume that a ‘fact’ which is quoted many times is therefore factual. All of the mistaken authors may have got their material from the same erroneous site. 

5. Plagiarism

Plagiarism is a matter closely related to referencing in that, if you don't do your referencing correctly it will look as though you are trying to present someone else's work as being your own.  You probably did not intend to 'cheat' but it will still look like cheating and be treated as such. The way to avoid this is to fully acknowledge where you got your ideas and material from - to do your referencing carefully and completely.  There is a lot of advice and guidance about plagiarism in Appendix D.

	WARNING:  Plagiarism is always obvious.  It is considered to be cheating and can have serious consequences.  Read the advice in the Appendix D.


6. Resources Available

There are a number of web sites which deal with plagiarism and, most importantly, how to avoid it.

· Acadia University (2004) hosts a very appealing animated site covering many aspects of citation and referencing.  

· University of the West of England (2004) has an animation which helps in compiling the reference itself.

Appendix C2
REFERENCES AND QUOTES

UNIVERSITY REFERENCING STANDARDS

Extract from Student Handbooks, included with the author's permission:


References and Bibliographies: Plagiarism and how to avoid 

Information gathering from a variety of sources forms an essential part of most academic writing, and it is important how you reference this material. 

All statements, opinions, conclusions, images, etc. which you have taken from someone else’s work; books, journals, lectures, videos, TV programmes, newspapers, internet pages, etc. should be acknowledged, whether the work is mentioned, described, reproduced, summarised, paraphrased or directly quoted. 

Why reference?
· Referencing identifies the scope and range of the resources you have consulted.

· It allows readers to locate and consult the sources you have used.

· It helps you avoid the charge of plagiarism, and makes clear to readers the distinction between your work and the work of others. Plagiarism is the act of using other people’s work as if it were your own. If you plagiarise other people’s work, it is regarded as stealing and is a serious offence, which will be penalised.

The preferred method at Coventry University is called the Harvard, or name and date method.  It should be followed unless you have been told to do it a different way for a particular reason, i.e. for a professional external body (such as the Law Society). 

N.B. The University does not encourage the use of the British Standard method, which employs numbers and footnotes, the MLA (Modern Language Association) format, nor the APA (American Psychological Association) format.

Language explained

QUOTING means using the exact words from the text.

CITING means formally recognising, within your text, the resources from which you have obtained information.

REFERENCE is the detailed description of the item from which you have obtained your information.

BIBLIOGRAPHY is the list of sources you have used.

.1 Quotes: Direct use of someone else’s words 

Quotes of more than twenty or so words should be presented as if they were a separate paragraph, indented and single line spaced. There is no need to put quotation marks round an indented quote. The author’s last name, publication date and page number should be in brackets directly following the quote: e.g. (Smith 1999 p13) or (Smith 1999:13). Full information about the work you have referred to then needs to go in the References or Bibliography section. See later for how to do this.

Twenty words or less can be incorporated in the body of your text, in which case they need quotation marks “ ” round them. Again you need name, date and page number in brackets after the words you have quoted.

Quotes should be short and easy to read. If you want to leave bits out, put three full stops ... to show that you have. If you need to add a word or two to give it more sense, then put them in square brackets [ ]. If there is a mistake, such as a spelling error or a wrong date, do not correct it, but put [sic] in square brackets straight after the error. If there are italics, leave them in and say in the name and date bracket that the italics were in the original, e.g. (Atkinson 1987:13, italics in original). If you want to emphasise any words, italicise them and say that this was your emphasis, e.g. (Atkinson 1987:13, my italics).

Your quote should be there to support or strengthen a point you have made in your own writing, not just be there for it’s own sake. It must join neatly with what comes before and after, and make logical and grammatical sense.

.2 Citations: Indirect use of someone else’s work: work you have referred to, but not quoted from directly.

You may say something like “Carpenter (1998) talks about the need for a new policy on …. “ or “In a recent study (Shipley 1995), claims are made that chimpanzees can be taught to paint.” 

This shows that you know the material, but are paraphrasing rather than using the exact words. 

.3 How to do the Reference section

References are those materials that you have directly referred to or quoted from in your writing. They should always be listed at the end of your assignment, in alphabetical order of author's last name.

a) Written material

Books
Author's last name, initial(s) or first name(s), date of publication, edition if more than one, title of book, place of publication, name of publisher. If there is no date, put n.d. in the date brackets.

e.g. Barrass, R. (1982) Students Must Write London: Methuen.

The date should be in brackets, and the title of the book should be underlined or italicised. The date is the date of first publication, or of the latest edition, not the latest reprinting date. Look carefully.

A number of books which all say the same thing can be referred to collectively:

e.g. You might say “As many writers (Smith 1995; Jones 1996; Matthews 1999) (in date order) have said, the opposite is sometimes the case.” 

This shows that you have read the material, but aren't wasting vital words quoting from them all. These books all then need separate referencing.

For an author who has written more than one book in the same year, use a lower case letter to distinguish them (Jarvis 1995a) or (Jarvis 1995b).

Articles

Author's last name, initial(s) or first name(s), date of publication, title of article, title of journal, details of journal, volume, month, part, pages, etc. 

e.g. Barrass, R. (1993) Students Must Write, Adults Learning vol 6, September, pp45-78.

The titles of the journal should be italicised or underlined.

More than one author

In the Reference section cite them all. 

e.g .Coe, N. Ryecroft, R. and Ernest, P. 

When you refer to the work in the text, if there are many authors, you can cite the first two (or three, depending on your subject group’s preference) and then put 'et al' (which means 'and others').

e.g. (Coe, Ryecroft et al 2001:36)

Edited books

Some books are collections of writings put together by an editor. It is the Editor’s name which goes in the Reference section with (ed) or (eds) if more than one, after it.

e.g. Pavlidis, G.T. and Fisher, D.F. (eds) (1986) Dyslexia: Its Neuropsychology and Treatment Chichester: Wiley

A chapter from an edited collection of writings

You may want to refer to one piece of writing from a collection. You must reference the chapter and the whole book.

e.g. Mueller, J.H. (1979) Test anxiety and the encoding and retrieval of information. In Sarason, I.G. (ed) Test Anxiety: Theory, Research and Application Hillsdale: Lawrence Erlbaum Associates

The title of the whole book, not the chapter, is underlined or italicised. In your text you should put (Mueller, in (or cited in) Sarason 1979:68).

The ideas of one author, which you have found in the work of another

References should be taken from primary or original sources. If this is not possible then the following method should be used. This is called Citing. Your text reference should mention the two names, as above, but the Reference section may need only contain the main work.

Some tutors will want both texts in the reference section: 

e.g. Balloo, S. (1994) An evaluation of learning interpersonal skills in a basic nurse education programme. Cited in Cormack, D. F. S. (2000) (4th ed) The research process in nursing Oxford: Blackwell Science

but some may only want the main text:

e.g. Cormack, D. F. S. (2000) (4th ed) The research process in nursing Oxford: Blackwell Science

Reference books e.g. dictionary/encyclopaedia/manual

It is often a team of editors that has put these works together. Their names are usually to be found on the title page. 

e.g. Pearsall, J. and Trumble, B. (eds) (1995) The Oxford English Reference Dictionary Oxford: Oxford University Press

Unpublished material, e.g. an internal report, a leaflet, private correspondence, a student thesis, a piece awaiting publication

Make it clear what the status of the work is when you add it to your References section.

e.g. Balloo, S. (1994) An evaluation of learning interpersonal skills in a basic nurse education programme Unpublished PhD thesis, Coventry University

Conference Proceedings

Often an edited publication containing a number of papers, workshop reports, etc.  e.g. Kharmi, G. (1991) Health and the movement of labour after 1992: proceedings of a joint conference held by North west Thames Regional Health Authority and the King’s Fund Centre for Health services Development 15th September 1989. London: King’s Fund Centre

Reports 

e.g. North East Thames Regional Health Authority and South East Thames Regional Health Authority (1994) The report into the inquiry into the care of Christopher Clunis London: HMSO

House of Commons and House of Lords reports 

e.g. Great Britain. Parliament. House of Lords. Select Committee on Science and Technology (2000) Complementary and alternative medicine / 6th report of the Select Committee on Science and Technology, session 1999-2000 London: Stationery Office (HL paper; 123; session 1999-2000)

Government Bills

e.g. Great Britain. Parliament. House of Commons (2000) Children (Leaving care) : a bill to make provision about children and young persons who are being, or have been looked after by a local authority; to replace section 24 of the  Children Act 1989; and for connected purposes London: Stationery Office (Bill: Great Britain. Parliament. House of Commons; 134)

b) Sound and Visual media

Videos, films and broadcasts

These are often the co-operative work of many individuals. The title is often therefore cited first, or if there is one individual who has clear overall responsibility (such as the director) then their name should come first.

e.g. Environmental History: Castles of Northumberland (1993) [Video recording] London: English Heritage

Sound recordings (commercial)

e.g. Gibbons, S. (1989) Cold Comfort Farm [Audiocassette] London: BBC

Sound recordings (off air)

e.g. Delivery of health care: looks at unusual ways of delivering health care (1999) [Sound recording] Case notes, BBC Radio 4, 14th December 1999

c) Electronic sources

There is as yet no one clear convention on how to acknowledge web-based material. You should give any information you have as to authorship, date, place, etc, just as with paper-based information, in alphabetical order of the author’s surname as far as possible, with the medium, web address and the date you visited it. 

From an online journal you would put the following in your References section, with your access date [i.e. when you visited it] in square brackets: 

e.g. Hartman, Brian. (1996, July 9) Lamm to Seek Reform Party Nomination Now Politics [Online] Available: 

http://www.politicsnow.com/news/July96/09/pn07091amn/index.htm[July 1996]

From an online lecture you would put the author’s surname, first name or initial, second initial, date, title of work, collection, type of medium, web address and [your access date]:

e.g. Hawking, Stephen. (1998) Inflation: an open and shut case Physics Colloquiums [Online] Available: http://www.hawking.org.uk/lectures/lindex.html [June 2002]

From a film or photo collection you would put the photographer or film-maker’s name, date, title, collection, medium, availability, and [your access date]:

e.g. Armitage, Frederick. S. (1905) Bargain day, 14th Street, New York. In The Life of a City: Early Films of New York, 1898-1906 [Online] Available: http://lcweb2.loc.gov/ammam/papr/nychrome.html: [March 19th 2002]

Electronic mail 
e.g. Sykes, S (s.sykes @ coventry.ac.uk) (17th April 2003) References and Bibliographies Personal email to S. Williams (sarah.williams@coventry.ac.uk)

d) Anonymous sources 

Anonymous works may be shown by Anon. in place of the author or maker’s name.

.4 Bibliography

The Bibliography is the list of material you may have looked at for your piece of work, but may not have referred to by name in your work. Some tutors are happy for you to list these in with the References; some want them separately; some don't want them at all. If in doubt, ask. Again, list works in alphabetical order of author's last name. 

If you have used a great many sources, for a major piece of work such as an MA thesis for instance, you may wish to subdivide your sources into Books, Journals, Electronic sources, etc, with subheadings. It would be worth asking your tutor/supervisor if this is an acceptable practice.

.5 Don't ever leave the References/Bibliography out
All marking schemes include phrases such as ‘accurate and effective use of appropriate sources’. They are what distinguish work at University level. They give it academic credibility. Even assignments on practical issues; IT, performance, training, fine arts, engineering, etc. should be supported by evidence of further reading. You are often asked to relate theory to practice. You cannot do this without reading, quoting, and referencing.

What you say may be perfectly OK, factual, clever, etc., but if you haven't cited any other sources it won't carry any weight. It will come over as an ‘I think' piece of writing and will not be considered as being at the appropriate level. 

Make sure that every text reference appears in your Reference section, and that every item in your Reference section is mentioned at least once in your assignment. Make sure that dates, names, spellings, underlining, italicising and punctuation are consistent.

.6 Academic Dishonesty

This section is removed to Appendix D.


For more information please contact Sarah Williams: Senior Lecturer in Learning and Study Support (sarah.williams@coventry.ac.uk)

Available at: http:// www. coventry.ac.uk/content/1/c4/83/65/Plagiarism Guidance.doc

Reproduced here with permission
Appendix D

PLAGIARISM ADVICE
1.  Plagiarism

Plagiarism is the act of using other people's words as if they were your own. It is an attempt to gain an unfair advantage and is therefore one form of cheating. It is a very serious academic offence since it is a violation of the objectives of a university education. 

If you make a point, without saying where you got that idea from then the reader will assume that you created this idea. If however this is not the case then you have plagiarised it; you have stolen the idea and presented it as though it were your own. This is cheating.

Not only stolen quotes come under the heading of plagiarism. Claiming ideas, diagrams, pictures, etc. can all be considered intellectual theft. Even copying the organisation or layout of someone’s work can be considered plagiarism if it is sufficiently unique or inventive.

Plagiarism is something you need to avoid.  If you get caught the penalty can be severe: even getting thrown out of the University.  It is cheating. Many students who would never even contemplate any other form of cheating can find themselves in danger of committing plagiarism.  Careful citation and referencing are the keys to avoiding this situation. So read the guidance in section 3.5 and appendix C1 carefully.

	WARNING: It is always obvious when a student has lifted words from a text without referencing, as there is a change of writing style each time. If you do not reference your work correctly, it will look as though you have 'stolen' words or ideas from other sources.  





Extract from Student Handbooks, included with the author's permission:

2.  Academic Dishonesty

Academic dishonesty covers any attempt by a student to gain unfair advantage (e.g. extra marks) for her/himself, or for another student, by unauthorised means. Examples of such dishonesty include plagiarism, collusion, falsification, deceit, and cheating in examinations. 

Collusion includes the conscious collaboration, without official approval, between two or more students, or between a student(s) and another person, in the preparation and production of work that is then submitted as individual work. In cases where one (or more) student has copied from another, both (all) students involved may be penalised. The boundary between legitimate co-operation and unacceptable collusion varies according to the type of work involved.  Staff setting the assessment exercise will issue clear guidance on how much co-operation is acceptable. 

Falsification includes the presentation of fictitious or deliberately distorted data in, for example, laboratory work, surveys or projects. This also includes citing references that do not exist. 

Deceit includes misrepresentation or non-disclosure of relevant information, including the failure to disclose any cases of work being submitted for assessment that has been or will be used for other academic purposes. 

Plagiarism is the act of using other people's words, images etc. as if they were your own. In order to make clear to readers the distinction between your words, images etc. and the work of others, it is essential that you reference your work accurately, as explained above [appendix C2], thereby avoiding a charge of plagiarism. It is always obvious when a student has copied words from a text without referencing, as there is a change of writing style each time. If you do not reference your work correctly, it will come across as if you had 'stolen' words or ideas from other sources.

It is in the best interests of all students for the University to maintain the good reputation of its awards. Your co-operation is expected in actively protecting the integrity of the assessment process. It is the duty of all students to observe high personal standards of academic honesty in their studies and to report any instances of malpractice of which they become aware.

Taken from "References and Bibliographies: Plagiarism and how to avoid", reproduced here as Appendix C2. Available at: 

http:// www. coventry.ac.uk/content/1/c4/83/65/Plagiarism Guidance.doc

Reproduced here with permission


3.  Plagiarism Exercise: Where do you draw the line?

Number 1 is plagiarism. Number 6 is not. Where do you draw the line?

Note:
for this exercise, a bibliography is defined as a list of books relevant to the piece of writing but not necessarily cited in the text; a reference list contains all the sources cited in the text.

1.
Copying a paragraph verbatim from a source without any acknowledgement

2.
Copying a paragraph and making small changes - e.g. replacing a few verbs, replacing an adjective with a synonym; source in the list of references

3.
Cutting and pasting a paragraph by using sentences of the original but omitting one or two and putting one or two in a different order, no quotation marks; in-text acknowledgement e.g. (Jones, 1999) plus inclusion in the reference list

4.
Composing a paragraph by taking short phrases of 10 to 15 words from a number of sources and putting them together, adding words of your own to make a coherent whole; all sources included in reference list.

5.
Paraphrasing a paragraph with substantial changes in language and organisation; the new version will also have changes in the amount of detail used and the examples cited; in text acknowledgement e.g. (Jones, 1999) and inclusion in reference list

6.
Quoting a paragraph by placing it in block format with the source cited in text & list of references.

Based on an exercise in Academic Writing for Graduate Students by Swales and Feale, University of Michigan, 1993, Available at: http://www.ltsn.ac.uk/genericcentre/projects/assessment/docs/JC(Plagiarism,).rtf [accessed  12/02/02]


4.  Plagiarism Exercise: What is plagiarism?

Read the following extract taken directly from a textbook:

	1. We now introduce some basic concepts of general systems theory.  This is essentially a way of understanding a system in terms of those components and characteristics that are common to all systems.  We use the term system here in a very specific sense, although one that has much broader application than just computer systems. 

2. So what are systems?  For our purpose, a system has the following characteristics.

· A system exists in an environment

· A system is separated from its environment by some kind of boundary

· Systems have inputs and outputs.  They receive inputs from their environment, and send outputs into their environment.

· Systems have interfaces.  An interface allows communication between two systems.

· A system may have sub-systems. A sub-system is also a system, and may have further sub-systems of its own

· Systems that endure have control mechanisms

· System control relies on feedback (and sometimes feed-forward).  These comprise information about the system's operations or its environment, that is passed to the control mechanism

from: Bennett S. et al (1999) Object-Oriented Systems Analysis and Design using UML, McGrawHill




Below are 4 assignment submissions.  Read each very carefully and consider if it represents an acceptable submission: is it plagiarised or not?  Use a highlighter to help you note phrases and sentences which are unacknowledged copies.  Decide which 'severity rating' applies to each submission.

	Scale of Unacceptability

	
	
	
	
	
	

	0
	1
	2
	3
	4
	5

	
	
	
	
	
	

	Acceptable - no problem
	Not a good idea but acceptable
	Bit thoughtless; rather sloppy work
	Breaks the rules of assessment
	Deliberate cheating
	Extremely serious cheating


	
Every system has a number of characteristics.  These exist in all systems.  Systems have an input and an output allowing information to flow into and out of the system into its environment.  Most systems have some sort of feedback mechanism which allows control of the system.  Sometimes there is also a 'feed-forward' mechanism as well.  (Bennett, 1999)

Bennett S. et al (1999) Object-Oriented Systems Analysis and Design using UML, McGrawHill




	
Every system has a number of characteristics.  These exist in all systems.  Systems have an input and an output allowing information to flow into and out of the system into its environment.  Most systems have some sort of feedback mechanism which allows control of the system.  Sometimes there is also a 'feed-forward' mechanism as well.

Bennett S. et al (1999) Object-Oriented Systems Analysis and Design using UML, McGrawHill




	
"A system has the following characteristics.

· A system exists in an environment

· A system is separated from its environment by some kind of boundary

· Systems have inputs and outputs.  They receive inputs from their environment, and send outputs into their environment.

· Systems have interfaces.  An interface allows communication between two systems.

· A system may have sub-systems. A sub-system is also a system, and may have further sub-systems of its own."  (Bennett, 1999)

Bennett S. et al (1999) Object-Oriented Systems Analysis and Design using UML, McGrawHill




	
A system has the following features.

· A system exists in an environment and is separated from it by some kind of boundary

· Systems have inputs and outputs: inputs from their environment, and send outputs into their environment.

· Systems that endure have control mechanisms.  These rely on feedback (and sometimes feed-forward) and comprise information about the system's operations or its environment, that is passed to the control mechanism

· Systems have interfaces.  An interface allows communication between two systems.

· A system may have sub-systems. A sub-system is also a system, and may have further sub-systems of its own

Bennett S. et al (1999) Object-Oriented Systems Analysis and Design using UML, McGrawHill




Note that the concept of severity rating applies only to this exercise.


5.  Resources Available

There are a number of web sites which deal with plagiarism and, most importantly, how to avoid it.

· Simon Fraser University (2004) provides a tutorial which includes a useful interactive self-test.  

Appendix E

READING EASE SCORE
Many indices of reading ease have been derived.  One such is Flesch’s fog index and reading age.  (Fog meaning ‘frequency of gobbledygook’!)  A slightly simplified version is below.

Notice that this gives the Reading Age.  A person's reading age may be very different from their calendar age; it is the complexity of reading material they can cope with.  For most purposes, aim to write to an index of at least 70.

The grammar checker in Word can calculate a fog index for you.  However it seems to use a different method of calculation from that presented here.

Technical note: Access this by switching on Tools, Options and tick Show Readability Statistics.  Then run the grammar checker


Fog index  =  206.8 - (s + 0.85 w )


where


s = average number of words per sentence


w = number of syllables per 100 words (based on a sample of typical text).

	Fog Index


	
	Reading Age

	90 - 100


	Very Easy
	10 Years

	80 - 90


	Easy
	11 Years

	70 - 80


	Fairly Easy
	12 Years

	60 - 70


	Standard
	13-14 Years

	50 - 60


	Fairly Difficult
	15-16 Years

	30 - 50


	Difficult
	16-18 Years

	Under 30


	Very Difficult
	Over 18 Years


Appendix F


REPORT WRITING - CHECKSHEET

Use this checksheet as a final check. Can you answer ‘Yes’ to all these questions?

	INFORMATION
	

	1
	Does the report give all the information required?
	

	2
	Does it anticipate questions likely to arise in the reader’s mind?
	

	3
	Is the report free from irrelevant information?
	

	4
	Is the information in the report accurate?
	

	5
	Have you provided all necessary sources and references?
	

	ARGUMENT
	

	6
	Are your arguments fair and balanced as well as forceful and convincing?
	

	7
	Do you avoid following strong recommendations or objections with weak ones?
	

	ORGANISATION OF MATERIAL
	

	8
	Is your material arranged logically and coherently?
	

	9
	Do the main points stand out clearly?
	

	PRESENTATION
	

	10
	Does the layout of the report help the reader get to grips with the subject matter?
	

	11
	Are headings and sub-headings used to best advantage?
	

	12
	Have you made use of tables, diagrams and appendices whenever they are helpful?
	

	13
	Are all quotations clearly shown and referenced?
	

	14
	Have you clearly identified your conclusions and recommendations?
	

	LANGUAGE AND STYLE
	

	15
	Have you expressed yourself clearly, concisely and directly?
	

	16
	Are the style and tone appropriate to the type of report?
	

	17
	Is the punctuation going to help the reader to understand your meaning?
	

	FINAL CHECK
	

	18
	Is the report is free from grammatical and spelling errors?
	

	19
	Are all sources fully referenced and all references given in full?
	

	20
	Does the report comply with any required standards?
	


Source: based on existing checksheet (source unknown) 

Appendix G


ABBREVIATIONS

The full words (usually Latin) are given for those who might be interested.

	
	full word
	meaning
	example



	c./ca.
	circa
	around or about (usually with a date) to show that it is approximate


	c.1910

	cf.
	confer
	compare with


	

	c.v.
	curriculum vitae
	course of life - used to summarise education and work experience


	Send me a copy of your c.v.

	do.
	ditto
	the same as above


	

	e.g./eg
	exempli gratia
	for example - giving a few of the possible items - compare with ‘i.e.’


	... a major program, e.g. Microsoft Word or Excel.

	esp.
	
	especially


	

	et al.
	et alia
	and others


	Jones et al.

	et seq.
	et sequens
	and the following


	see page 35 et seq.

	etc./etc
	et cetera
	and the rest - generally to be avoided
	The burglar stole videos, computers, etc.

	ibid.
	ibidem
	in the same place.  In a list of references this is used to indicate that this reference comes from a book previously mentioned.


	

	i.e./ie
	id est
	that is - referring to a specific item - compare with ‘e.g.’ and ‘viz.’
	... the most popular wordprocessor i.e. Microsoft Word



	NB/nb
	nota bene
	note well
	NB We will check for plagiarism

	op.cit.
	opere citato
	from the work quoted


	

	p./pp.
	
	page/pages
	.. see pp.34-54



	passim
	
	everywhere, in many places.  Indicates that there are so many references to this topic that the list would be too long

.
	

	q.v.
	quod vide
	'which see' meaning 'look elsewhere'


	

	sic
	
	drawing attention to an error in (usually) a quote
	...Grainger (1994) said “Macrosoft [sic] is the clear market leader”



	vs
	versus
	against
	The choice was Word vs Excel



	viz.
	videlicet
	namely, that is to say - compare with ‘i.e.’
	There are 3 types of wine viz dry, medium and sweet


Source: This is based on a list provided by Anton Dil

Appendix H


SPELLING, PUNCTUATION AND GRAMMAR

Mistakes give an impression of a lack of ability that may lead the reader to doubt the writer’s competence as a specialist and a professional.  Great care should be taken, therefore, to ensure correctness.  Having a draft checked by colleagues or supervisor will help to eliminate such errors and may reveal other stylistic faults.  

Technical note  Some wordprocessors provide support to eliminate some typing mistakes.  For instance, Word can be configured to automatically:

· correct TWo INitial CApital letters in a word

· put a capital letter at the start of each sentence

· capitalise days of the week

· correct any regular typing or spelling mistakes that you personally make.  For instance, it can be set to automatically replace ’adn’ by ‘and’, ‘occurence’ by ‘occurrence’ and ‘recieve’ by ‘receive’.

This is useful but use with care

Three works of reference that will make the writer’s job easier are: 

1. A thesaurus: “Roget’s Thesaurus” - will often be useful to avoid repeating the same word too often, or to find a word that expresses an idea or meaning that you wish to convey.

Technical note  Many wordprocessor programs, including Word, contain a Thesaurus.

2. A dictionary: the “Concise Oxford Dictionary” - this, or any other dictionary, will help you avoid making spelling mistakes.

Technical note  Most wordprocessors include spell-checking facilities.  However they will not detect mistakes such as the use of ‘their’ or ‘they’re’ rather than ‘there’.  Thus the use of a computer spell-checker does not remove the need for direct checking.

3. A grammar reference: you will find “The Complete Plain Words” by Ernest Gowers or Fowler’s “Modern English Usage” helpful in checking on the accepted usage of words or grammatical constructions.

Technical note  A number of computerised grammar checkers are available.  For instance Word contains a grammar checker.  They provide some support but do not remove the need for direct checking.  Style-checking software is available and usually provides a more sophisticated level of support.

Note: Dictionary. com is available at http:// dictionary. reference. com, Thesaurus.com is at http:// thesaurus. reference. com and Roget’s Thesaurus is available via http://www.hero.ac.uk. 

1. Spell-checkers

Don’t rely upon spell-checkers alone to sort out your spelling otherwise you might find yourself writing something rather unfortunate like these!  Re-read work carefully as well.

“Instead of a fortnight in Paris we had a wee in Provence.”

(Guardian, Lost Consonants, 20 June 98)

“I those the expert evaluation method.”

“.. they will be required to think allowed”

“... installs it self on the hard drive”

“A read light illuminates to warm you”

 “This is worse than any thin else”

“There was no enough space on the hard disc”

 “There are to be trails of the new system”


“Adequate rest breaks where provided for employees”
(Recent student reports)

2.  Common Student Spelling Errors

Most of these have been taken from recent student reports.

	a v an
	a (one) v an (one -  before a word starting with a vowel)

eg ... opening an original data source

	access v assess
	access (get at) v assess (to judge)

	allot v a lot
	allot (to assign) v a lot (many)

	allowed v aloud
	allowed (permitted) v aloud (heard)

	anything v any thing
	anything (a pronoun) v any thing (usually incorrect)

	are
	see our

	bandwidth v band width
	bandwidth (communication capacity) v band width (width of a band) 

	bare v bear
	bare (nude) v bear (animal)

	board v bored
	board (piece of wood) v bored (teenager)

	brake v break
	brake (stop) v break (smash)

	businesses v business’s
	businesses (several businesses) v business’s (belongs to one)

	can’t
	contraction of ‘can not’

	check v cheque
	check (correct) v cheque (money)

	coarse v course
	coarse (crude) v course (race)

	commonplace v common place
	commonplace (frequent) v common place

	company’s v companies v companies’
	company’s (belongs to a company) v companies (several companies) v companies’ (belongs to several companies)

	could’ve
	contraction of ‘could have’ - too informal for reports

	definitely
	note spelling

	dependant v dependent
	dependant (noun: a relative) v dependent (adjective: being dependent)

	don’t
	contraction of ‘do not’

	flaw v floor
	flaw (error) v floor (in a room)

	form v from
	

	'gonna' (not a word)
	going to

	hasn’t
	contraction of ‘has not’

	have v of v off
	have (to possess) v of (part of something) v off (to take off). Most commonly confused in speech.  Examples: “.. the method that could have been used was direct observation.”  

“Please may I have a slice of that cake.” “Get your kit off”

	haven’t
	contraction of ‘have not’

	hour v our v are
	see our

	I’d
	contraction of ‘I would’ or ‘I should’

	‘innit’ (not a word)
	usually used to mean "isn't it" (contraction of ‘is not it’)

	input v inputted (not a word)
	input v inputted (not a word)
eg .. the data was input last week

	isn’t 
	contraction of ‘is not’

	its v it’s
	its (belongs to it - note that this is a possessive without an apostrophe) v it’s (contraction of ‘it is’)

	knew v new
	knew (knowledge) v new (just purchased)

	know v now
	know (knowledge) v now (this moment)

	no-one
	not ‘no one’

	of v off v have
	see have

	our v hour v are
	our (belongs to us) v hour (60 minutes) v are (to be). 

Example:  “These  are our hours of work”

	pane v pain
	pane (window) v pain (hurt)

	peace v piece
	peace (calm) v piece (bit)

	plain v plane
	plain (not fancy) v plane (airplane)

	practice v practise
	practice (repeated performance, custom) v practise (doctor’s)

	principle v principal
	principle (source, rule) v principal (head of a college)

	red v read
	red (colour) v read (a book)

	right v write
	right (not left) v write (to write)

	shouldn't've
	an error intended as a contraction of 'should not have'

	stationary v stationery
	stationary (still) v stationery (paper)

	status v statues
	status (current position) v statues (sculpture)

	there v their v they’re
	there (over there) v their (belonging to them) v they’re (contraction of ‘they are’)

	there’ll
	contraction of ‘there will’ - too informal for reports

	there’s
	contraction of ‘there is’

	they’ll
	contraction of ‘they will’ - too informal for reports

	threw v through
	threw (a ball) v through (a gate)

	to v too v two
	to (to jump) v too (also, extremely) v two (2).  

Example: “This program is still too complex to read”

	wait v weight
	wait (hang around) v weight (kilos)

	walkthru’
	contraction of ‘walkthrough’ but too colloquial

	weak v week
	weak (not strong) v week (7 days)

	were v where
	were (in the past) v where (a place)

	weather v whether 
	weather (the rain) v whether (if).  Example: “The forecaster determined whether the weather would be wet today.” 

	whole v hole
	whole (complete) v hole (in the ground)

	won v one
	won (a game) v one (1)

	won’t
	contraction of ‘will not’

	wood v would
	wood (trees) v would (eg I would go)

	you’d
	contraction of ‘you would’ - too informal for reports

	you’ll
	contraction of ‘you will’ - too informal for reports

	your v you’re
	your (belonging to you) v you’re (contraction for ‘you are’)


Text messaging abbreviations may be acceptable for very informal communication between friends but are not acceptable in other contexts.  You certainly should never use them in written work.  So do not use abbreviations such as:


4

for 'for'


2

for 'to' or 'too'


u

for 'you'


gbfn

for 'goodbye for now'


c

for 'see'


imho

for 'in my honest opinion'

3. Adjectives of Comparison

· The simple form of the adjective eg a big book

· The comparative form used when comparing two objects eg Fred is bigger than Jas

· The superlative form when comparing more than two objects eg the biggest person is Dean

· For longer adjectives need to use ‘more’ and ‘most’ instead

	adjective
	comparative
	superlative

	simple examples
	
	

	big
	bigger
	biggest

	great
	greater
	greatest

	small
	smaller
	smallest

	low
	lower
	lowest

	old
	older
	oldest

	examples using more/most
	
	

	beautiful
	more beautiful
	most beautiful

	ignorant
	more ignorant
	most ignorant

	examples of exceptions
	
	

	bad
	worse
	worst

	good
	better
	best

	little
	less
	least

	many
	more
	most


So it is wrong to say:

“.. would be able to perform the task more better”

“.. my project will be too bigger a task”

(Recent student reports)

4. Punctuation



	Punctuation
	Explanation
	Examples



	full stop (.)
	i. shows where a sentence ends

ii. can be used in abbreviations but being used less now
	i.  This is a sentence.

ii.  ... computers e.g. unix machines...at the B.B.C.



	comma (,)
	i. separates parts of a sentence

ii. a pair of commas ‘brackets’ an aside

iii. separates items in a list
	i. For example, it is possible ...

ii.  The girls, who are part of the team, left early today.

iii. ... common computer applications such as wordprocessors, spreadsheets, database and graphics software.



	colon (:)
	i. To introduce a list

ii. To separate two contrasting ideas
	i. There are several pieces of software: spreadsheets, databases and graphics.

ii.  Computers are ubiquitous: they bring much good to society.



	semicolon (;)
	Separates two statements which could each form a separate sentence but are closely related
	Thank you for your letter of 11 December; we apologise for the delay in replying.



	apostrophe (‘)
	Used to show a possessive or to show a letter is missing.


	See section 5 below. 

	quotation

 marks (")
	Used to indicate words are taken from elsewhere. If a whole sentence is inside the quotation marks then so is its full stop 


	According to Joyce (1994) it "was an appalling disaster".  See also appendix C1.

	exclamation mark (!)
	Used to end a sentence which expresses surprise, astonishment, shock, horror or dismay


	That party was awful!

	question mark (?)
	Used to end a question - but only if it really is a question


	Will you come out today?

	parentheses (  )
	Used to include something peripheral and so it may be better to leave it out.  If a whole sentence is inside the brackets then so is the full-stop.
	Parentheses are also a bit of a habit (like this).


5. The Use of the Apostrophe

The apostrophe is often mis-used so don’t be mislead by examples you see.  However its correct use can prevent ambiguity.  Apostrophes are used to indicate possessives (ie when something is possessed by something) and contractions.  They are never used for non-possessive plurals.  Don’t fall for this common error.

	Usage
	Examples



	Contractions
	

	Used to show when one or more letters are missing
	i.  “wasn’t” (meaning “was not”)

ii. “Today’s the day for...” (meaning “Today is the day for ...”)

iii. “It’s no concern of mine ...” (meaning “It is no concern of mine ...”)

iv “Doesn’t anybody have ...” (meaning “Does not anybody have ...”)



	Possessives
	

	a. Used as (‘s) for possessives
	i. “The judge’s wig was ...”

ii. "The computer's memory is huge"

	b. Add only (‘) if the word already ends with ‘s’ and is plural
	i. “Several players’ cars were...”

ii. “... many businesses’ trade” (plural)

	c. Add (‘s) or (‘) if the word ends in ‘s’ and is singular
	i. “This is Mr Jones’ car” OR “This is Mr Jones’s car”

ii. “... a business’ trade” OR “a business’s trade” (singular)



	Plurals
	

	It is incorrect to use an apostrophe for non-possessive plurals
	i. It is NOT “the lecturer spoke to a class of student’s” BUT “the lecturer spoke to a class of students”

ii. It is NOT "apple's 30p per lb" BUT "apples 30p per lb"

iii. It is "one LAN and several LANs"

	
	


6. Glossary Of Grammar Terms

“You can become a good writer without learning hundreds of grammatical terms” (Cutts, 1995) but if you know some basics then writing decent English becomes easier.

	active voice
	verbs such as ‘gives’, ‘took’, ‘has made’ which are used when the subject of the verb is the thing doing the action.  Compare with passive voice

	adjective
	a word used to tell you more about a thing eg “a pretty, blue dress”

	adverb
	a word that gives more about when, how or in what circumstances something happens.  Often end in (-ly)  eg “to carefully write”

	apostrophe
	an ending (‘s) added to a noun to indicate possession eg “Harriet’s daughter” or a student’s notes.  If the noun is plural then the apostrophe can be added without the ‘s’ eg “students’ presentations”

	conjunction
	a word used for joining words and clauses eg and, but

	contraction
	a word with one or more letters replaced by an apostrophe eg don’t, won’t, haven’t, you’ll

	definite article
	‘the’

	exclamation
	a word or phrase which expresses sudden emotion eg “Oh! Hello! Stop!”

	indefinite article
	‘a’ and ‘an’

	noun
	a word which refers to people, things, ideas or qualities eg woman, Jill, guilt

	passive voice
	verbs such as ‘was given’, ‘were taken’, ‘had been made’ which are used when the subject of the verb is the thing affected by the action.  Compare with active voice

	past form
	the form of a verb, often ending in (-ed) eg walked, processed

	plural
	the form of a noun used to refer to more than one thing eg dogs

	preposition
	comes before a noun eg in, down, up, under

	pronoun
	a word used in place of a noun eg it, you, no-one

	proper noun
	a noun which is a name eg Fred, London, Christmas.  Spelt with a capital letter

	question
	a sentence which normally has its verb at the start.  Finished with a question mark.  Used to ask about something eg “Have you done your assignment yet?”

	sentence
	A group of words which express a statement, question or command.  A sentence usually has a verb and a subject.  It starts with a capital letter and has a full-stop, question mark or exclamation mark at the end.

	tense
	the form of a verb which shows whether you are referring to the past, present or future

	verb
	a word which is used with a subject to say what someone or something does or what happens to them - an action eg sing, spill, die


Reference: Collins (1991), Cutts (1995)

Appendix I


RESEARCH

Gathering information for your report, otherwise known as research, can be one of the most time consuming tasks in any assignment.  There is a pay-off, however, in that reports that are well researched will always be graded higher than reports that are written ‘off the top of your head’.

Doing research for your report can be categorised into two distinct types of activity; primary research and secondary research.

Primary research

Primary research refers to information gathering that you conduct yourself. Primary research can take the form of conducting an experiment, designing and deploying a questionnaire, conducting some interviews or reporting on direct observations that you make.

Often primary research produces numerical or statistical data that can be presented in the form of graphs, charts or tables - so it would be useful for you to develop skills in the use of spreadsheets and the graphical capabilities of your word processor.  It also helps to ‘know the basics’ about presenting statistics. Whilst it is beyond the scope of this report to provide guidance on collecting, collating and presenting statistical data (note: the school offers a module on working with statistics) there are some basic tips that you should be aware of:

· Don’t use percent figures (%) when you are reporting on very small numbers.  Instead of writing “20% of the people that responded to the questionnaire believed that global warming is a myth” when only 5 people took part in your questionnaire.  It is more honest to report that “one person stated that they did not believe in global warming”

· When you have collected a lot of data (let’s say questionnaire sheets) it is not necessary to include all the sheets with your report – this is simply cruel to trees – it is better to summarise the responses in your report (perhaps with a table) and include only one example copy of the questionnaire in your appendix.

· If you report on an experiment it is essential that you describe the experiment exactly – the ‘scientific’ rule with experiments is that another researcher should be able to reproduce your results by following your description – this means that your report needs to include details such as the location of the experiment, the time of day, the equipment used and the order that events took place.

· It is important to think clearly about, and report on, any factors that might mean your information might not be fully accurate.  Two examples:  A student collects data on the number of cars passing a traffic light every hour during the day in order to produce a graph that will demonstrate the effect of the ‘rush hour’ on traffic congestion – in this case some days are more ‘typical’ than others – what if the student collected the data during the holiday season?  Second example:  A student uses a stopwatch to time five friends buying a ring-tone from an internet website to judge whether the site is efficient to use.  Will the fact that these students are computer literate have any effect on the data?  What if the student had timed their parents?

In general, primary research is highly valued by academic tutors.  Well-conducted research demonstrates that a student has developed skills in designing research and has put in the effort in order to carry it out.

Secondary research

Secondary research refers to information gathering from sources such as books, journals and web pages. It involves gathering facts and information as well as reporting on the research findings of other people.

Including information from other sources is good academic practice and enhances the believability and trustworthiness of your report.  Consider the following two sentences:

1. “almost everybody has access to the internet these days”

2. “UNESCO (www.unesco.org), using statistics gathered from governmental and telecommunication sources, report that whilst internet access in developed countries is as high as 80% - access to the internet in developing countries is much lower.  In fact, access to a telephone may be as low as one person in a hundred in parts of Africa and Asia”

Which of the two sentences do you consider to be more accurate?  The first sentence is an opinion – whereas the second sentence provides evidence. Tutors will expect that any reports you write will provide evidence, in the form of secondary research sources, to support the points that you make.

There are very strict rules about how you report on secondary sources.  You must not copy information from other sources without clearly stating where the information came from (see the sections on references, bibliographies and plagiarism: section 3.5 and Appendices C and D). 

Another important issue in the use of secondary sources is triangulation.  Triangulation simply refers to the practice of using more than one source of information to provide evidence for your report.  Only using one source of information to back up any point you make is tantamount to ‘believing the first thing you read’ and suggests gullibility.  Take the following case:  

In one assignment students are asked to evaluate whether global warming is a reality.  One report reads: “Global warming is a reality.  In a report found on the Greenpeace website (www.greenpeace.org), figures for annual carbon dioxide emissions show an 11% increase over the past eight years.  Carbon Dioxide is the primary cause of global warming”.  Lets think about this.  Greenpeace is a well-respected organisation but it has a particular perspective on environmental matters – other sources should also be consulted.  A well-triangulated answer might read:  “Greenpeace report an 11% increase in carbon dioxide emissions in the past eight years.  Other sources (Kimble 2002, US office of statistics 2000) suggest a figure closer to 6%.  The UK department of the environment report that the link between carbon dioxide and ‘the greenhouse effect’ is a highly debated scientific issue.  It is clear that the facts surrounding global warming are controversial….” This second answer is better because it acknowledges that the reality of any situation is always complex.

One final point about secondary research sources.  Whilst the internet is an invaluable source of information there is a major problem with it – we can never be really sure about the trustworthiness of information found there.  It is often difficult to tell whether information that seems “accurate” may not have been provided by a commercial organisation with an interest in portraying facts favourable to themselves.  Similarly, because information about authors is often hard to find on a website, we can not always be sure whether the convincing information we are reading has been written by a ‘respected professor’ or 13 year old Dwayne from Arkansas.  For this reason academic tutors highly value research sources that come from published books and journals.  Why?  Because information included in books and journals has usually been edited and reviewed for accuracy (a system called peer review).  The tip to take from this is that you should always refer to a variety of sources of information, not just the internet, in order to convince your marker that your work is accurate.
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Use your answers to these questions to help you write your report objectives.  Even if you don't need to include them into the report, writing out your answers to these questions will help you to both decide how to compile the report and to write its introduction.  For many coursework assessments and projects you are taking a particular role: ensure your write-up report reflects this.











You need to decide for yourself a structure to suit the purpose of your report: a standard format may not fit what you are writing





You will have made slips.  Your work will be much more impressive - and get you more marks - if you get rid of them by checking, carefully.





Include the extra items needed to support and help the reader navigate the report itself.  





edition - if not the 1st edition











Barrass, R. (1982) Students Must Write, London: Methuen, 2nd ed.





Author's last name, initial(s) or first name(s),





title of book 


(in bold, italicised or underlined)





Write it.


Get it right.





Answers at the end.





Assignment extract #4: Based closely on textbook.  





Assignment extract #1: Re-structured ideas into own word.  Source is cited within the text and included in the reference list.








Assignment extract #3: Quoted the textbook.  Source is cited within the text and included in the reference list.





Assignment extract #2: Re-structured ideas into own word.  Source is included in the reference list.





Answers at the end
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  figure 3a





All materials and significant ideas, which are the work of someone else, should be acknowledged using a citation and reference using the Harvard style, as required by the University.





As you collect material keep it organised.  Most particularly keep a full reference with your notes (with all necessary details) so that you can easily go back to the source and so that you can include the reference in your report.





To do


Punctuation helps you to say more ... and to be understood at first reading.  Punctuation is an essential part of the tool-kit - as important as choosing the right words.





Read these statements:





Mother to be attacked on waste land.


Never mind people who dislike cats are in a minority.


Once she had the dress off she would go in search of matching shoes, gloves and a handbag.





Without good punctuation they can be interpreted in different ways or make no sense at all.  Insert punctuation in these for yourself, so that they make sense.  








based on Cutts (1995)





Also available in both HTML and Word formats at URL


http://www.coventry.ac.uk/swift/~csx067/rept_wrt/








Write it.


Get it Right.








publisher:





place of publication








For some reports you need to decide what the report is 'for'; for some reports this is obvious.  For some reports you need to include the report's objectives in the report itself; for others this is not necessary.  For all reports though it is helpful to consider the report's objectives.  This allows you to decide what you need to include and how to order that material.  So always spend some time on this stage first











This stage may seem obvious but do take care to be systematic





This stage is critical to producing a good report: the final report must be organised logically for the reader to be able to make full use of it





The prime rule in organising information is to ensure that you leave out nothing important and include nothing that is unimportant.











The structure of the report can either help or hinder your reader.  If you are absolutely clear about your report's objective then working out its structure is much easier





Only now should you start writing.  You need to get it clear, concise, complete and correct





ANSWERS





Appendix D section 3





Between 4 and 5





Appendix D section 4





#1�
Student re-structured ideas into own word.  Source is cited within the text and included in the reference list.  Acceptable - no problem.  Severity 0�
�
#2�
Student re-structured ideas into own word.  However the source is not cited within the text although it is included in the reference list.  Plagiarism.  Severity 2-3 depending on circumstances�
�
#3�
Student quoted the textbook.  Source is cited within the text and included in the reference list.  Acceptable, provided the quotes are not too long or too much of the submitted work.  Severity 0�
�
#4�
Student effectively quoted the textbook: only very minor changes in order and wording have been made.  However the source is not cited within the text nor is it placed within quote marks ("…").  Plagiarism.  Would usually be considered to be Severity 5�
�
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Mother-to-be attacked on waste land.





Never mind: people who dislike cats are in a minority.





Once she had the dress, off she would go in search of matching shoes, gloves and a handbag.





Answer at the end








date of publication





pages





month of publication - if known





title of article








Author's last name, initial(s) or first name(s),








Barrass, R.(1993) Students Must Write, Adults Learning, September 1993, vol 6(2), pp45-78





volume and part number





year of publication 





title of journal


(in bold, italicised or underlined)








( Coventry University, 1996, 1997, 1998

