UK Edition

Learn to:

* Craft a first-class essay from start to
finish

* Organise your time - researching,
reading and writing - effectively

* Polish your writing style and find
your own voice

* Master the skills you need to tackle
each assignment confidently

Mary Page
Senior Language Teaching Fellow,
University of Southampton

Dr Carrie Winstanley

Principal Lecturer in Education,
Roehampton University




Get More and Do More at Dummies.come
Start with FREE Cheat Sheets

(’,\l\@adg Cheat Sheets include
W * Checklists
* Charts
* Common Instructions
* And Other Good Stuff!

To access the Cheat Sheet created specifically for this book,
go to www.dummies.com/cheatsheet/writingessaysuk

Get Smart at Dummies.com

Dummies.com makes your life easier with 1,000s ‘

of answers on everything from removing y;: 4
wallpaper to using the latest version of Windows. v ¥

x"

Check out our
+Videos
« [llustrated Articles
« Step-by-Step Instructions

Plus, each month you can win valuable prizes
by entering our Dummies.com sweepstakes. *

Want a weekly dose of Dummies? Sign up for
Newsletters on

+ Digital Photography

* Microsoft Windows & Office

* Personal Finance & Investing

+ Health & Wellness

« Computing, iPods & Cell Phones

* eBay

* Internet

* Food,Home & Garden

Find out“HOW"” at Dummies.com

*Sweepstakes not currently available in all countries; - ’
visit Dummies.com for official rules.



www.dummies.com/cheatsheet/writingessaysuk

Writing Essays

FOR

DUMMIES

by Mary Page and Dr Carrie Winstanley

%) WILEY

A John Wiley and Sons, Ltd, Publication



Writing Essays For Dummies®
Published by

John Wiley & Sons, Ltd

The Atrium

Southern Gate

Chichester

West Sussex

PO19 8SQ

England

E-mail (for orders and customer service enquires): cs-books@wiley.co.uk
Visit our Home Page on www.wiley.com

Copyright © 2009 John Wiley & Sons, Ltd, Chichester, West Sussex, England
Published by John Wiley & Sons, Ltd, Chichester, West Sussex

All Rights Reserved. No part of this publication may be reproduced, stored in a retrieval system or trans-
mitted in any form or by any means, electronic, mechanical, photocopying, recording, scanning or other-
wise, except under the terms of the Copyright, Designs and Patents Act 1988 or under the terms of a licence
issued by the Copyright Licensing Agency Ltd, Saffron House, 6-10 Kirby Street, London EC1N 8TS, UK, with-
out the permission in writing of the Publisher. Requests to the Publisher for permission should be
addressed to the Permissions Department, John Wiley & Sons, Ltd, The Atrium, Southern Gate, Chichester,
West Sussex, PO19 8SQ, England, or emailed to permreg@wiley. co.uk, or faxed to (44) 1243 770620.

Trademarks: Wiley, the Wiley Publishing logo, For Dummies, the Dummies Man logo, A Reference for the
Rest of Us!, The Dummies Way, Dummies Daily, The Fun and Easy Way, Dummies.com and related trade
dress are trademarks or registered trademarks of John Wiley & Sons, Inc. and/or its affiliates in the United
States and other countries, and may not be used without written permission. All other trademarks are the
property of their respective owners. Wiley Publishing, Inc., is not associated with any product or vendor
mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER, THE AUTHOR, AND ANYONE
ELSE INVOLVED IN PREPARING THIS WORK MAKE NO REPRESENTATIONS OR WARRANTIES WITH
RESPECT TO THE ACCURACY OR COMPLETENESS OF THE CONTENTS OF THIS WORK AND SPECIFI-
CALLY DISCLAIM ALL WARRANTIES, INCLUDING WITHOUT LIMITATION WARRANTIES OF FITNESS
FOR A PARTICULAR PURPOSE. NO WARRANTY MAY BE CREATED OR EXTENDED BY SALES OR PRO-
MOTIONAL MATERIALS. THE ADVICE AND STRATEGIES CONTAINED HEREIN MAY NOT BE SUITABLE
FOR EVERY SITUATION. THIS WORK IS SOLD WITH THE UNDERSTANDING THAT THE PUBLISHER IS
NOT ENGAGED IN RENDERING LEGAL, ACCOUNTING, OR OTHER PROFESSIONAL SERVICES. IF PRO-
FESSIONAL ASSISTANCE IS REQUIRED, THE SERVICES OF A COMPETENT PROFESSIONAL PERSON
SHOULD BE SOUGHT. NEITHER THE PUBLISHER NOR THE AUTHOR SHALL BE LIABLE FOR DAMAGES
ARISING HEREFROM. THE FACT THAT AN ORGANIZATION OR WEBSITE IS REFERRED TO IN THIS
WORK AS A CITATION AND/OR A POTENTIAL SOURCE OF FURTHER INFORMATION DOES NOT MEAN
THAT THE AUTHOR OR THE PUBLISHER ENDORSES THE INFORMATION THE ORGANIZATION OR
WEBSITE MAY PROVIDE OR RECOMMENDATIONS IT MAY MAKE. FURTHER, READERS SHOULD BE
AWARE THAT INTERNET WEBSITES LISTED IN THIS WORK MAY HAVE CHANGED OR DISAPPEARED
BETWEEN WHEN THIS WORK WAS WRITTEN AND WHEN IT IS READ.

For general information on our other products and services, please contact our Customer Care Department
within the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002.

For technical support, please visit www.wiley.com/techsupport.

Wiley also publishes its books in a variety of electronic formats. Some content that appears in print may
not be available in electronic books.

British Library Cataloguing in Publication Data: A catalogue record for this book is available from the
British Library

ISBN: 978-0-470-74290-7
Printed and bound in Great Britain by TJ International, Padstow, UK.
109 87654321

WILEY



About the Authors

Mary Page has a lifetime of experience teaching international stu-
dents of all ages (her youngest pupil ever was 8 and the oldest 92!)
and from very many cultures, countries and backgrounds. Her
career started as a lectrice at the Université de Strasbourg in
France, then continued at Eurocentres, Bournemouth. Since 2002
she has been teaching English for Academic Purposes at the
University of Southampton whilst also managing the IELTS Test
Centre there. During the academic year she teaches Advanced Level
English Language to international students, as well as on courses for
undergraduate students in teaching English as a Foreign Language.
Through the summer months she directs a Pre-sessional course for
international students wishing to undertake a degree course at the uni-
versity. She has a busy life and would like a holiday sometime! Her
interests include (unsurprisingly!) teaching academic writing, teacher
training, and English as a Lingua Franca. Though she’s been teaching
for many years she still gets a kick out of helping students to learn and
seeing them succeed in their ambitions.Mary’s first degree is in French
(BA Hons, University of Manchester) and she also holds an MSc from
Bournemouth University in Managing Business Information
Technology, as well as the RSA Diploma in Teaching English as a
Foreign Language and the RSA Certificate in Counselling Skills in the
Development of Learning.

Dr Carrie Winstanley currently works with undergraduate and
postgraduate students teaching different aspects of education,
including psychology, philosophy and history. She also teaches
and researches with highly able children and is especially interested
in those who also have learning difficulties, sensory impairments
and/or disabilities. She regularly runs workshops with children and
adults in museums, galleries and schools, and is fascinated by
learning and teaching in formal and non-formal contexts.

Carrie has taught in Higher Education for a decade, following ten
years of teaching in schools (maintained, independent and interna-
tional sectors). She is also an educational consultant and writer.
Carrie holds higher degrees in social justice and education (PhD,
London), psychology of education (MPhil, Cambridge), as well as
the philosophy and history of education (MA, Surrey), plus an
undergraduate degree in education (BHEd, Kingston, CNAA). She
was awarded a National Teaching Fellowship from the Higher
Education Academy in 2008.






Dedication

From Mary: To my goddaughters, Kitty, Jemima and Cordelia, in
the hope that this book will be of use to you in the future.

From Carrie: This book is dedicated to all the students whose
essays | have ever read and all the tutors and colleagues who have
ever read mine.






Authors’ Acknowledgements

From Mary: Infinite thanks go to the innumerable students and col-
leagues over the years from whom by osmosis I have learnt, and
continue to learn, so very much about teaching, learning and, in
particular, academic writing. I would also like to include all the
team at Wiley in this, especially Wejdan Ismail and Simon Bell, who
supported me when the going got tough! I'm grateful, too, to Julie
Watson at Southampton who first put me in touch with them.

Most of all, thanks go to Lauren, the best of friends, who has kept
me laughing with her whacky phone calls.

Not forgetting, of course, for their constant love and companion-
ship, thanks (in the form of an extra can of tuna) to the most won-
derful cats in the world, Florence and Theo.

From Carrie: [ am particularly grateful to a group of friends from
Kingston Polytechnic — Kate, Hannah, Veena, Jo and Hilary — we
were the best study group I ever had and I learnt a great deal from
working with you all back in the distant 1980s. Thanks are also due
to the many students and colleagues with whom I have discussed
essay writing and study skills over the years.

This project was made possible by Wejdan Ismail and Simon Bell at
Wiley; sincere gratitude to them and to my copyeditor Charlie
Wilson. I appreciate all the support and the perceptive comments
that have kept me on track, juggling this book with ‘Dissertations’
and with real life too. Thanks also to my co-author Mary Page.

[ would not have agreed to undertake this project without the
encouraging words of Jack and Danny. I'd also like to thank Ma, Pa,
Suzi and Missy for their steadfast support, and Andy for helping me
to keep going on difficult days.



Publisher’s Acknowledgements

We're proud of this book; please send us your comments through our Dummies online
registration form located at www.dummies.com/register/.

Some of the people who helped bring this book to market include the following:

Acquisitions, Editorial, and Media Composition Services

Development Project Coordinator: Lynsey Stanford
Acquisitions Editor: Wejdan Ismail Layout and Graphics: Reuben W. Davis,
Development Editor: Simon Bell Melissa K. Jester
Content Editor: Jo Theedom Proofreader: Susan Moritz
Publishing Assistant: Jennifer Prytherch Indexer: Cheryl Duksta

Copy Editor: Sally Lansdell
Technical Editor: Abbie Langridge
Publisher: Jason Dunne

Assistant Production Manager:
Daniel Mersey

Cover Photos: © altrendo images/ Getty
Images (front); © Erik Dreyer/ Getty
Images (back)

Cartoons: Ed McLachlan



Contents at a Glance

JOEEOAUCH O «.aeeeeeeeeeeeaeeeeeeeeeaeeaeaeaeaeeeaaeaaeaeaeaaees ]

Part I: Navigating a World of Information........... 7

Chapter 1: Mapping Your Way: Starting to Write Essays........c.cccce.c... 9
Chapter 2: Getting Going and Keeping Going ..........ccccceecveevercvenreennnne. 27
Chapter 3: Working Out the Essay Type ......cccceeeveeencenenenenenennenee. 45

Part 1I: Researching, Recording
and Reformulating .................ccccaccuueeeeeeececaaae. 03

Chapter 4: Eyes Down: Academic Reading...........ccccceevvvvvnrienienreennne. 65
Chapter 5: Researching Online........c..cccoeveveveneenenenennennceneceeeenns 85
Chapter 6: Note Taking and Organising Your Material ...................... 97
Chapter 7: Avoiding PlagiariSm ...........ccccceeeuieeeviieveenieieceeieceeceeens 115

Part 11I: Mastering Language and Style........... 129
Chapter 8: Writing with Confidence: Brushing Up Your Grammar ... 131
Chapter 9: Penning the Perfect Paragraph.........c.ccoccocevinevnvnnncnnen. 147
Chapter 10: Writing in the Academic Style ...........cocoieiiiiniinnnen. 163

Part 1U: Tightening Your Structure
and Organisation..................cccccacccueeeeeeceaeaaaes 189

Chapter 11: Preparing the Aperitif: The Introduction....................... 191
Chapter 12: Serving the Main Course: The Essay’s Body................. 201
Chapter 13: Dishing Up Dessert: The Conclusion .............ccccveveaneee 215
Chapter 14: Acknowledging Sources of Information.............c.......... 227

Part U: Finishing with a Flourish:
The Final Touches............ccccceccaceeeccaceecacaaeces 243

Chapter 15: Editing and Proofreading: It’s All in the Detail ............. 245
Chapter 16: Perfecting Your Presentation ...........cccccceevevvevieevennennnnne 259
Chapter 17 : Moving On: Results and Feedback...........c.cccceevenennn. 269
Part Ul: The Part of Tens .........cccceeeeeeaceacanaee 279
Chapter 18: Ten Troubleshooting Tips .......ccccccceecenenieniiieniiineeene 281
Chapter 19: Ten Tips for Writing Essays in Exams ...........c..cccceu.. 289

Indes.......ceeeoueieaaeaceaaeaceaanaaeeneasneseessassaesces 301






Table of Contents

JNEEOAUCETONeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees |

About This DOOK......ccceiiiiiriiiiieeeeeeeee e 2
Conventions Used in This BOOK........cccoceveniineninieiininincnene 2
How This Book Is Organised ...........ccceceevuievienievieneenieneeieenns 3
Part I: Navigating a World of Information..................... 3
Part II: Researching, Recording and Reformulating .... 3
Part Ill: Mastering Language and Style...........c.cccccece. 3

Part IV: Tightening Your Structure and Organisation... 4
Part V: Finishing with a Flourish: The Final Touches.... 4

Part VI: The Part of Tens......cc.cccoceveveneneveneninincnene, 4
Icons Used in This BOOK.........cccecevuiirieineinieinieineeseceeeane 5
Where to Go from Here .........cccooceviiiiniinieeceeeeeeeen 5
Part I: Navigating a World of Information ........... 7
Chapter 1: Mapping Your Way: Starting to
WriteEssays ... 9
Transitioning to University-level Writing...........cccccocoeeieenee.
Writing at SChoOL........c.coocviiiiiie,
Writing at undergraduate level.............cccceeevienvennnen.
Writing at postgraduate level ...........cccovviiveienniennenn.
Getting the Genre Right.........ccocoviriiiiieiinieeeee,
Writing an essay, not creative prose
Writing an essay, not a newspaper article ................. 13
Writing an essay, not a report.........ccccceevvveeeieecvennnenn. 15
Crafting Your Essay: Stages in the Writing Process............ 17
Stage 1: Analysing the title ..........ccccoevievircieniecenieene 17
Stage 2: Making a timetable...........cccccevvrienenciinienenne 18
Stage 3: Gathering data ........ccccecevvereeinenenenencniceenen. 19
Stage 4: Brainstorming and planning ..............cc.ccc.c... 20
Stage 5: Writing the first draft.............ccceevevieeennenne 21
Stage 6: Revising your draft...........cccccvevvvrveninciennenene 22
Stage 7: Checking and polishing ..........c.c.ccoeoveevenvennne 22
The final hurdle: Handing in..........ccccccoevvevevinnincennenne 23
Becoming a Successful Essay Writer.........c..cccvevevvivenienee. 23
Just write, Write, Write ......cooovvviiiiiiiiieeeeeeeeceeeee, 24
Giving yourself enough time ............cccooevveviecieneenne 25

Changing your mindset...........ccccceevveeeevenveneereeneenenne 25



Xii  Writing Essays For Dummies

Chapter 2: Getting Going and Keeping Going......... 27
Getting Ready to Write.......ccooveeviiieieieieieeceeceeee 27
Finding out what helps you to work........c..cccccceveueee. 27
Organising yourself ...........ccccooiiiiniiniinineeeeceee 30
Overcoming Writer’'s BlocK.........ccoceveeininininineneiceee 32
Challenging your fears ..........cccceeeevveeeeveeeeneerieseenens 32
Writing something — anything — and rewording it..... 32
Talking before you Write...........ccceeeveevveniecieneeienieienne 33
Visualising the final product ...........cccoooveiininnininnnne 34
Forgetting about the essay for a while........................ 34
SlEEPINg ON it ..ccvcoveieieieieieieeeceeetee e 35
Reading something different .............ccccooevvevirviennennne 35
Getting your blood flowing..........ccccceceevirvienircieneennenne 36
Doing something that makes you feel good................ 36
Keeping Yourself on Track ........cccooeveeieieninniniiiceiccee,
Planning large scale..........coocooiiiiiiiiniiiiiieeeceee
Planning small scale..........ccccooiiiiiiinniiniceee
Thinking half hours not whole hours..........................
Dividing work into manageable chunks
Rewarding yourself...........cccccoevierirciinienieieeeieneeene
Getting Help: Using Other Students as a Sounding Board..... 42
Recognising What Helps You to Write ..........cccccocceeenenennne. 44
Chapter 3: Working Out the Essay Type ............. 45
Finding Out What to Write About ...........ccoceiiniiiiniienennne. 46
Unpicking keywords .......c..cocceieiiniininninienenienceee 46
Looking for function words ...........ccceceevuevveneevieneenenne 47
Identifying Different Frameworks ........c.cccoceeevenenincnennne. 51
Knowing what you do for all frameworks................... 52
Examining types of €SSay.......ccccevvrveeireriesenresierieeenes 53
Making your story flow .........ccccooeeiiiiiiiiniiniiieceee 61
Planning Around Your Framework ...........cccceceveveneneniennee. 61

Part 1I: Researching, Recording
and Reformulating ................ccccccacueeeecccacneenne. 03

Chapter 4: Eyes Down: Academic Reading .......... 65
Reading Academically: How It Differs ..........cccccooerienennnnne. 66
Using Your Reading List........cccoceiiiiiiniiiiniiiiceeeeee, 67

Knowing which books to read...........cccceecieniniinnnene 67
Finding the books on your list ...........ccccoecvevieviinienene 68
Moving Beyond the Reading List: Searching
fOr LIterature ........cocceceverienienienieieieieeeceeee e 70
Using the library catalogue...........ccccocoecevevivencnicnnnen. 70

Calling on the experts ........cccoceveeiieniiienieneeeeeee 71



Table of Contents Xﬁi

Using Articles from Journals .........cc.cooceviniininiinniincnee. 72
Brushing Up Your Reading Techniques...........cccccccveruennnne. 75
Reading smartly .........cccccovvvevieeieniecienieeciene e 75
Reading online..........ccocevievienienieiieeeeceee e 78
Reading faster ... 79
Putting it all together: The SQ3R technique............... 82
Reading critically........ccccoooeiiiniiiniiiceee 83
Chapter 5: Researching Online..................... 85
Exercising Caution as You Surf .........cccecvveninininencnenieene. 85
Getting Started: Using Popular Websites.........c.c.ccveeuennnee. 86
Checking out key wWebsites ..........ccceevevircieniecieneeienne 86
Broadening the Net.........cccooeeiioiniinieiceeceeeee 87
Working with Wikipedia or not? .........cc.ccccoeevienennee. 87
Finding Academically Acceptable Websites.............c........... 89
Recognising scholarly sites.........cccoooeveniininicninnene 90
Determining sources and authors...........cccccccevevvennene 90
Scoping the SCOPE........ccevveiieiiieeieeee e 93
Being wary of bias.........cccocvevierieniecienieeceeeeeee 94
ASSUIING ACCULACY ...oouvevieieiieieeiieieeteee e 94
ChecKing CUITENCY ......cccceviiiierienieieeeeete e 94
Completing your checKlist.........c.cccoevieviieeniecieneenene 95
Searching with keywords and other terms ................ 96
Chapter 6: Note Taking and Organising
YourMaterial....................ooiiiiiia, 97
Preparing to Take Notes .........ccceviiiiininiiniinceeeee 98
Stocking up on SUPPLES........cccveereeeeeierieeierieeieceeene 98
Creating a filing system.........cccceeveviirienincieneeieseeiene 98
Working with index cards.........ccccoeeecvenieciinienienieenne 99
Annotating: Marking Up Texts in a Useful Manner............ 100
Writing in your books.........cccceciiniiiiniiiiniinieccee 100
Working with PowerPoint handouts .........c..c.cc.c.... 101
Finding your own mark-up system..........ccccccccveunenn.e. 102
Colour COAING.......cccveviirieriieiieieieeteeee e 102
Making a Page of NOtes ........ccccecvevieeienienienieiececeeeeeene 103
Selecting what’s important for you ........cccccceeveuenne 104
Laying out yOUr NOtES ........cccecererereenienienierieieeeeenene 105
Drawing and making diagrams...........ccccecceverienennee. 105
Creating your own shorthand
Stopping the Notes and Starting to Write...........c.cccveevennen. 110

Knowing when to move on..........cccoeevevievvenienienennen. 111
Turning your notes into a plan ........c.ccocceeeeeveenencens 111



Xil/ Writing Essays For Dummies

Chapter 7: Avoiding Plagiarism ................... 115
Understanding PlagiarisSm...........ccoceeveeerievenievieniecieieeenennns 115
Falling into the copycat trap.......cccccoceevvvienencinennee. 116

Seeing how tutors catch you out........cccoceeiniencnnee. 117
Considering the consequences............ccccccevevieeenenne 118

Keeping on the Straight and Narrow ...........ccccceveeveevenneennn. 118
Writing in Your Own Words .........ccceeevvevenieneecieneeieenens 121
Paraphrasing ........c.ccooceveienieevieniieneeieceee e 121
SUMMAriSING...ccveoveieieirirereeireresee et 124

Part 11I: Mastering Language and Style........... 129

Chapter 8: Writing with Confidence:

Brushing Up Your Grammar .................... 131
Punctuating Properly ..o 132
Capitalising Correctly.........ccoccevvvenineneneneneeneeeeeeeene 137
Using Different Parts of Speech.........cccccevveviinieiecieniennnn, 138

VETDS .ottt 138
INOURIS <ottt 139
Pronouns. ......cocoeiiivieieiietceteee e 140
AdJECtiVES ..o 142
AdVETrDS...ceiiii e 143
Prepositions and conjunctions............ccccccevveevenenen. 143
INtErJECTIONS ..c.veevviiieiecieeceeecee e 145
Chapter 9: Penning the Perfect Paragraph.......... 147
Understanding Paragraphs........c.cccecevvieniiiniinnienieeniiennnns 147
Thinking about types of paragraph..........cccccecueenenn. 147
Looking at the dos and don’ts.........cccccevveverrienenee. 148
Structuring a Paragraph.........cccocovininineneneneceeeeee 150
Following the process..........ccceceveveveenienieneeneceeeeene 150
Penning a topic sentence..........ccceceeeeviereenneevennennn. 152
Writing supporting sentences..........cccecveeveeeenveenenne 153
Considering sentence length...........cccccovevrrnrnnnnnee. 154
Ensuring Coherence and Logical Flow .........cccccccecerenennen. 157
Ordering sentences within the paragraph
fOr CONErence ........ccoeiveeiieeiiiieeeee e 157
Making the language flow .........ccccecveeveviineenienienenee. 159
Signposting your sentences and paragraphs........... 159
Checking for coherence and flow ............cccceeeenenee. 160
Chapter 10: Writing in the Academic Style ......... 163
Adopting the Right Tone of Voice.........ccceevevvircienircrennennen. 163
Remembering your audience..........ccccccevvererrienennee. 164

Being modest.........cooeiiiniiiinii e 164



Table of Contents x(/

Being cautious.........ccocevvieiiiiiniiiiniceeeeee 164
Be careful with your attitude ..........cceoevveruerrenenen. 165
Writing in a Formal Style.........cccccoviioiniininieecieceeeeeene 166
Using ‘I’ in YOUY €SSQY ....coveveeeerieeieriieieneeiesreeeenees 166
Active Or Passive?.......cccovererivinenenceeceeeeeeene 167
Avoiding overstatements............cceceveiiinieninnenees 169
Expanding contractions........c..ccccecevenieninncnicnennee. 169
Keeping your eyes peeled for clichés ....................... 170
Steering clear of slang.........c.cccceeveeeveveerienceenienieienee. 172
Using a wide range of language...........cccceevuvrrennnee. 173
Using the right specialist words ........c.cccccceververennene 174
Minimising your use of long words ..........cccceceeunenee. 175
Substituting phrasal verbs ...........ccccceevvivvevieeiennnnee. 176
Never using formatting or punctuation for effect ..... 177
Remaining ObJectiVe.........cccevvieieviiecienieieseeieeeeeeeesreeeens 178
Avoiding Biased Language...........ccccceeveviiecieneeniennenns 178
Being Clear, Concise and Precise.........c.ccccceevevevncennencnnene 179
Being specific .........cociiiiiiiii, 180
Cutting out unnecessary fluff............c.cccooverreennnnnn. 180
Steering clear of complicated sentences.................. 185
Writing statements not questions ............cccecvevueenenne 185
Finding Your Own VOICEe .........cccoeviieienieiiieieeeee e 186
Seeing your writing as part of a process .................. 187
Working with feedback ... 187
Taking it at your own pace........cccoecveeeveerieerveecreeennen. 188

Part IV: Tightening Your Structure
and Organisation ...............eeeeececccneeecccaanneeees 189

Chapter 11: Preparing the Aperitif:

The Introduction ............................L. 191
Understanding the Aims of Your Introduction .................. 191
Knowing What to Include..........ccccoeiiiiiininiiniieeee 192

Covering the conventions of intros..........cc.cccceuce..e. 192

Defining keywords and terms ........cccceceveeveniennennee. 194

Writing a thesis statement.............ccccecveevevieeeenneennens 195

Exploring alternative openings............ccceceevvervennennee. 197

Coming Back to the Introduction at the End...................... 198

Avoiding Common Mistakes.........c.ccoceeevenenennnenniencnnenne. 199
Chapter 12: Serving the Main Course:

TheEssay'sBody ...................ooiiitt 201
Developing a Position..........cccceceevirieniecinieeiceeeeeee 201
Using Different Types of Writing..........cccceeeevenevncnnnnennn. 203

Descriptive Writing ........ccoccoverieviniiiniieneeeeeeen 203
Analytical Writing........cccceevvveeviieeiieeciecceececeeeeeen 204

Reflective Writing..........cccoovevveeieniieciicieieceeeceeee, 206



x(/i Writing Essays For Dummies

Keeping a Balanced View..........ccccceeiieiiieciiencieeciecieeeieee 208
Knowing what counts as evidence............................. 209
Reading with critical eyes..........ccccceeveviervenieriennenen. 209
Stating your opinion..........cccceeveevieecieneenienceereeeeenen 210

Incorporating Quotations ..........cccceeeeeeierenienenieeeeeee 210

Using VISUALS .....covuiiiiiiiieeeeeeeeee e 211
Presenting visual information........cc..ccccocennnnnene. 212
Interpreting visual information............ccccceeuverennnee. 212
Summarising information in charts.........cccceceeeeenene 213

Chapter 13: Dishing Up Dessert: The Conclusion ....215

Knowing How to Conclude...........cceovevieviinienienienieeienieenns 215
Understanding what a conclusion does.................... 215
Getting the content right .........ccoceoiiiniiiinininnene 217

Writing the Conclusion.........c.coceiiiiininiineiceeee, 218
Drawing all the threads together.............cccceeuvennnnn. 218
Pointing forward ...........cccoovevvieienieciecieieceeeceeeen

Striking the right tone .........cccccoevvevvivievenceeceeee,
Getting the length right
Realising that writing your conclusion can

change your €SSay ........ccccoeeevereenenieneesienceseeeene 223

Evaluating Your Conclusion ...........cccocvevveveevieneecieceeereennns 223

ChecKing your WOrK........ccccceevevieeviineenieneenieeeenreennen 224

Asking yourself ‘So what? ..........cccccoeevvieiievenieninnens 225

Making the final check ........ccccoovveviienierieieieieeee 225
Chapter 14: Acknowledging Sources

of Information ................. ... ... 221

Understanding the Importance of Referencing.................. 227

Bearing in Mind Some Basics ........ccccocvevivirnienciinenieeene 228

Getting to Grips with the Jargon..........cccoccoevininninnnnennn. 229

Pinning Down Your Referencing Style...........cccccccoeeiinicen. 231

Using Harvard (a.k.a. author/date)...........c.coccece.e. 232

Working with footnotes ..........ccccccveeievieeiecieceeneenens 232

Quoting within Your Essay .......c.ccceeevievienienieniciecieneeene 233

Citing the author in the text........cccocvvvvvcievincenennee. 233

Quoting dire€Ctly ......cccoecivvirieinerireeeeee e 235

Quoting indirectly.........ccoooeiiiiiiiiniiieee, 236

Slotting a short quotation into your sentence......... 236

Dealing with longer quotations............ccccceevvervenennee. 237

Listing References at the End of Your Work ..........c.......... 238



Table of Contents X(/ﬁ

Part U: Finishing with a Flourish:
The Final Touches............ccueeeeeeeeeeaaaacnneeeneeeee 243

Chapter 15: Editing and Proofreading: It's All

intheDetail .................. ... ...l 245
Knowing the Difference between Editing and
Proofreading ..........cccoecveeiieienieniecieeceeeeeese e 245
Editing: Casting a Critical Eye over What
YOU'TE SAYING ...coeriririiniinerieniertesteeteteteteeee et 246
Considering content..........c.ccoeceeveeiiineenencenenieeee, 246
Examining structure..........ccoccevveeviienieeciienieenieeeens 247
Addressing Style .......ccceeveeviiiienieieeeeeeeeeee e 248
Ensuring that your essay’s the correct length......... 249
Proofreading: Dotting the Is and crossing the Ts.............. 252
Knowing what to 100K fOr .........cccceeivenienieieieieeees 252
Using different proofreading techniques.................. 256
Chapter 16: Perfecting Your Presentation .......... 259
Looking Good: First Impressions .........ccccceceeveiiiienienencnne
Picking Paper........ccccveeiieiiiinieeieeieecteecee e
Perfecting pages.......coccoceveeieeeenieeieneeieceeee e
BIinding ....cocceeviiiiiiiiiiieneeeee e
Creating a cover sheet ........cccocevveciivierencieneeieeee.
Looking Good: On Closer Inspection
Choosing the right font and font size........................ 262
Styling headings and subheadings..............c..c........... 263
UsIiNgG italiCS ..ooovvevieeieiecieececeeeeeeeee e 263
Spacing adequately.........cccceeeeeeriieiiinienieriee e 264
Incorporating data into your essay.........cccceevennennee. 265
Finishing Off.......c.cooooiiiinieeeceeeee 267
Running through your checklist ...........cccccooceeeenne. 267
Kissing the essay goodbye .........cccceevvvevvinviiniennnene 268
Chapter 17: Moving On: Results and Feedback. . . ... 269
Congratulating Yourself on What You Achieve ................. 270
Noting what you've done well...........ccccceeeverurrrenennen. 270
Focusing on positive feedback..........cc.ccccverurrrennnee. 272
Understanding What the Marks Mean..........c.c.cccceeveueenen. 272
Coping with Getting a Lower Mark than You Hoped For.... 273
Dealing with disappointment ............ccccoceiinnnnenee. 274
Talking to your tutor ...........coeeveeiiecieeeeieeeeeeeeeeeene 275
Taking action to impProve...........cccceeveeveereeveereervennenns 275
Taking advantage of other support..........ccccoeeveeuennn. 276

Moving On to the Next ESSay ......cccecevievivienieniiieeieeene 277



X(/ﬁi Writing Essays For Dummies

Chapter 18: Ten Troubleshooting Tips.............. 281
Oops! I've Written Too Many Words ...........cccceveeveeeecneennnn. 281
Uh-oh ... My Essay Is Too Short .........cccceevvevvenvereceenreennnne 282
Eeek! I'll Never Finish On Timel...........cccccovvveviervienenceenennnne 282
I’'m Having Technological Torments.......c..ccccccevvevercerrerennen. 283
My Writing Is Just Appalling........c.cceceeevenenenenenninenennene 284
I’'m Not Sure I've Answered the Question...........cccueeeunn...... 285
I Think My References Are All Wrong .........cccccveeveevecneennn. 285
I Don’t Really Understand the Reading ............cccceevvenennen. 286
[ Hate My Course and Can’t Be Bothered .......................... 286
[ Can’t Find Any Mistakes — Is That Really Okay? ............. 287

Chapter 19: Ten Tips for Writing Essays in Exams . . .289

Planning for Exams from the Start.........cccoccoevvvvivinvienennnn. 289
Managing Your Time ..........cccocovievinienieneneeeceeeeeeene 290
Trying Different Revision Techniques.........c..cccccooerencnnee. 291
Using What’s Gone Before ...........ccccoooievinieviiniccecieee, 292
Being Good to Yourself .........c.cccoevvievenieienieieceeeeeesieenns 294
GEAYING UP ..ottt ettt see b e e ese e essaesnens 294
Writing by Hand ........cccoooviinniniieceeene 295
Dealing with Exam Nerves .........ccccecevievinienenieeneeieeeene 296
Answering the Question..........ccoccooeiiiniiiininninieeeeee, 297
Presenting the Examiner with a Polished Product............ 300

JOAKceeeeeeaaeeaeeeeeaeeaaceeeenaeaaanneeesaaaanneeees 30T



Introduction

Fe first thing we’d like to do is offer you our warmest congratu-
lations on having made it to university. The biggest hurdle is
over. How many people do you know who don’t make it through uni?
There are, admittedly, a few who fall by the wayside, but this can be
for health or financial reasons, amongst others. The student who fails
to complete the course for academic reasons is a rarity. The vast
majority of students will get through, and you will surely be one

of them! The thing is, though, that we don’t want you simply to
scrape through with a third, but graduate with the best possible
degree — an upper second or even a first. You’ve made a positive
step towards that goal by picking up this book.

At first it might seem a bit scary to have to write a serious ‘grown-
up’ essay and then hand it in to a real Professor, someone who’s
spent a lifetime researching his area. Fear not. We’'ll guide you
through the stages of writing an essay and warn you of pitfalls
along the way. Remember that professors and lecturers were once,
years ago, students just like you — we all started somewhere and
had to take those first hesitating steps. Years ago, though, there
wasn’t a For Dummies book like this to help people, so you've
already got a head start.

Brows furrow and heads droop when the subject of writing an essay
is mentioned. Though essays are serious stuff, they don’t have to be
painful experiences. They do have to be challenging and demanding.
After all, you wouldn’t like to think that you would come through
your degree course on the back of essays that were easy and didn’t
stretch you, would you? But with the help of this book you’ll be able
to meet the challenges of essay writing and respond to the demands
made of you. We help you in a holistic way with all the aspects of
writing, not just the words on the page but the where, when, and how
of the writing experience, so that you can not only be successful in
your writing at university, but even — dare I say it? — actually enjoy it.

This is the book for you, then, when you need help with the words,
and also when the words won’t come. When you don’t know where
to start, and when you start you can’t finish. When you’ve got too
many words, or too few. We look at typical difficulties you might
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face, and help you through them. And we hope we even make you
smile from time to time, because you’re at uni and you should be
having the time of your life!

About This book

You may well have used a For Dummies book before and be familiar
with our easy-to-use format and our chatty style. If, however, you
are a newcomer to For Dummies books you might be surprised that
such a weighty subject as writing essays can be made so accessi-
ble. How do we do it? We break down the subject into meaningful,
manageable chunks, and then sub-chunks. What you need to do is
think what it is you need to know about writing an essay, and then
find the appropriate chunk or sub-chunk from our index. What you
don’t have to do is read from cover to cover. Home in on the bits
that apply to you and take our advice. We try to write as if we were
talking to you face-to-face, hence our relaxed and informal style.
Our book is here for you to dip into when you need us. Think of it
as your support and your friend.

Conventions Used in This Book

Each chapter of this book covers the basics you’ll need and also
provides further details and examples that you can skim over if
you're pushed for time. We also flag up points in the book where
you can cross-reference to different chapters, so that you can read
the book thematically if you need to.

For ease of navigation, we use the following conventions:
v ltalic is used for emphasis, to highlight new words, and terms
which the text defines.
v Bold text is used to indicate keywords in bulleted lists.
v Monofont is used for Internet addresses.

v Sidebars, the shaded grey boxes you see from time to time,
point out information which might come in handy, but doesn’t
qualify as essential reading.
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How This Book Is Organised

We’ve divided our book into six parts. Each of the first five parts
corresponds to a step in the process of writing an essay, followed
by a sixth section, the Part of Tens. In order to help you familiarise
yourself with the content of our book and find what you’re looking
for, we summarise each section here.

Part I: Navigating a World
of Information

These first three chapters help you to get a feel for what it is you
are expected to produce. We look at the difference between writing
an essay at secondary school and writing one at university. Essays
often break down into one of several basic types, so we show you
what you should be aiming towards and — above all - help you to
get going. This can be the hardest step of all. It’s downhill all the
way now!

Part II: Researching, Recording
and Reformulating

You've got to have something to write about, so these next four
chapters help you with the content of your essay. We give you
plenty of tips on how best to find your way round your background
reading, whether it’s from books or online. In addition, we help you
to make notes, both from your sources and for your essay. One of
the big issues at university, given the ease of the ‘copy and paste’
function, is lifting, stealing, or plagiarism, whatever you want to
call it. Chapter 7 says ‘Don’t! in no uncertain terms, but as well

as that provides you with the skills so that you aren’t tempted to
copy someone else’s writing in the first place.

Part 11I: Mastering
Language and Style

One of the worries we can have about writing an academic essay is
whether our language is up to scratch. These three chapters provide
a quick brush-up in the building blocks of your essay, the sentence
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and the paragraph, making sure that you can structure them cor-
rectly and then punctuate them accurately, so that your meaning
is clear. We also give you advice on how your ‘voice’ comes across
so that you sound appropriately formal and academic.

Part 1U: Tightening Your Structure
and Organisation

Now you’ve got to put it all together. These four chapters divide
your essay into a beginning, a middle and an end. Each has its own
special features and here we explain what these are and show you
what your tutor is expecting to find. In addition you will probably
want to use quotations in your essay. Chapter 14 shows you how to
do this, and then finish off the whole product with a nice list of
references at the end. You're nearly there!

Part U: Finishing with a
Flourish: The Final Touches

Two of these chapters give you tips with the last stage of writing - the
one which tends to be rushed. You can gain extra marks by attention
to detail in the polishing and perfecting process and we show you
how! We then take a positive attitude with the fall-out of the essay,
understanding where you went wrong, learning from your mistakes
and seeing how you can do better next time if the feedback wasn’t
quite as good as you’d hoped for. Every mistake is an opportunity

to learn!

Part Ul: The Part of Tens

The Part of Tens provides you with two chapters listing helpful
pointers to keep your essay-writing on track. Ten Troubleshooting
Tips advises you on common problems and what to do if you find
yourself in difficulties - for instance, when you’ve written too

much or too little, when you’ve left it too late, or you have technical
difficulties. Ten Tips for Writing Essays in Exams does what it says
on the tin.
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Icons Used in This Book

Icons are a handy For Dummies way of catching your attention as
you run through a page. Icons come in several flavours, each with
its own symbol and terms of reference.

N\
This icon does exactly what it says, highlighting helpful hints to
ease your essay writing.
\‘@N\BER
& Wherever you see this icon there’s a point that you should make
into a mental or physical note — something for you to bear in mind.
QNING/

This icon flags up the Don’ts. Things you should avoid doing like
the plague. Ignore this icon at your peril.

)

Where to Go from Here

You can go pretty much where you like from here. For Dummies
books are not intended to be cover-to-cover reads, but resources
you can dip into as and when you need to. Each chapter is
designed to stand alone, delivering the goods on a particular topic.
If you really want the lowdown on the whole process, and some
ideas on where to go next, you could do a lot worse than read
Chapter 1, but never feel that you then have to plod through 2-19
in strict order.

If you want to know more about researching online, check out
Chapter 5, for instance. If you're confident that you know what

you want to write on, but need to find out how to put the nuts and
bolts of your essay together, Chapters 11 to 13 are for you. Chapter
16 shows you how to polish the final item. And so on.

Wherever you go in this book, use it to make writing your essays
the most enjoyable experience it can be. Essay-writing should
always be a challenge: this book helps it not to be a chore.
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In this part . . .

Getting a handle on what an essay title requires of
you is often the toughest step of all, so we cover it

thoroughly in this part. We also give you practical tips on
how to get stuck in to your essay, and take an in-depth
look at the different sorts of essay you might be asked

to write. Essays often break down into one of several
basic types, so we show you what you should be aiming
towards and — above all — help you to get going and keep
plugging away.




Chapter 1

Mapping Your Way:
Starting to Write Essays

In This Chapter

Moving from school- to university-level writing
Getting a feel for writing academically
Breaking the writing process down into stages

Achieving success in your essay writing

ou've probably picked up this book because you're unsure

exactly what’s expected of you when you write an essay at uni-
versity. Did your teachers at secondary school explain to you what
an academic essay is? Do you know how it differs from other things
you've written? You may be someone who writes happily in many
situations - for instance you send letters and emails with no hesita-
tion, you have no difficulty keeping a diary or you can write a story
from your own imagination. But an academic essay? That’s scary!

This first chapter should go a long way to settling any fears you may
have about your writing. We make clear how an academic essay dif-
fers from the writing you did at school and from other types of writ-
ing you may be familiar with. We break the daunting task of writing
your essay into manageable chunks and take you through each
stage. And we give you some tips on how to gain confidence and
write successfully.

Transitioning to University-level
Writing
You write in many different ways when you’re at university. You

take notes during lectures and seminars, make notes from books
and web pages, take part in online discussions and course blogs,
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and draft essays and reports — as well as writing your shopping
list and texting!

Of all your writing activities, the course assignment’s the most
important. For your assignment, you're set a writing task to do,
normally over a period of a few weeks, and the marks count
towards your final grade for that unit. Note-taking and blogging
are important in that, done well and thoughtfully, they lay the
foundations for success in essay writing both in coursework and
in exams. But you're assessed on the final product, so that’s what
you have to give most attention to. You may throw away your
notes, and blogs may disappear into the ether, but an essay you're
proud of may end up at the bottom of a drawer for you to discover
years later and reread, we hope with pleasure.

So, given that essays at university count for so much, why do so
many students feel ill-prepared for this type of writing? Basically,
writing at each main stage of the education process — primary
school, secondary school and university — has a different func-
tion. Realising this is the first step to helping you tune in to what’s
required of you at university. By looking at the big picture, you see
how what you write and how you write it changes from phase to
phase.

Writing at school

Primary school teaches you the rudiments of writing. You develop
basic literacy in letters of the alphabet and sentences so that you
can read and start to write stories and short compositions.

Secondary school assumes that you can use writing to express
your ideas and your imagination on paper. You write about the
subjects you’re exploring in your lessons, and you show the
teacher what you've discovered. You have opportunities at sec-
ondary school to develop creative writing skills and to begin to
analyse topics from your courses in an extended way under the
teacher’s guidance.

Writing at undergraduate level

As at secondary school, at university you also have to write essays
to show what you know. But now you can’t regurgitate what

your tutors have fed you. The depth you go into with a subject is
reflected in the enormous, seemingly limitless, amount of reading
you have to do.



