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Introduction

As a student you are probably looking forward to participating in your University course as a way to acquire new skills and knowledge. Perhaps you see your course as a means of learning more about yourself – your strengths, your weaknesses, your learning styles, your opinions and preferences, maybe even your future career pathway. A very small minority of students may see the learning process as merely a series of obstacles to be negotiated on the way to a qualification. Rather than opening themselves up to the full richness of the learning experience, they attempt to get through the whole process as quickly and easily as they can – even if this involves resorting to unfair means (See Appendix A).   

Students who use unfair means to gain an advantage over their fellow students aim to cheat the University, to cheat their tutors, to cheat their colleagues and to cheat their current and future employers. Above all they are cheating themselves!

Consider for a moment the following scenarios:

1. A school teacher falsifies their CV in order to gain an advantage when applying for a new job. The school is unaware of this deception and offers the applicant a job, preferring them over other candidates.

2. A hospital porter who has always wanted to work in a clinical setting impersonates a junior doctor and becomes involved in the care and treatment of patients. For several months the porter continues their deception relying on a superficial knowledge gained from medical textbooks.

3. A student at secondary school finds an “essay writing” service available over the Internet. For a fixed fee they obtain an essay for a course assignment. They submit this work as their own and are awarded the highest mark in the class.

4. A degree student at university, working under time pressures to complete an assignment, copies some sections of material word for word from a key textbook. They cut and paste other sections from the World Wide Web. They receive a borderline pass and they are able to proceed to the second year of study.     

Point for Reflection:

For each of the above scenarios consider the following: 

In what ways does this scenario demonstrate use of deception and unfair means to gain an advantage?

What are the potential short-term and long-term consequences of this deception?

Who is affected by this deception? You will need to think in the widest possible context to answer this  question.  

Record your brief points of reflection below:

Scenario 1

Scenario 2

Scenario 3

Scenario 4

Let us remind ourselves of Scenario 4:

“A degree student at university, working under time pressures to complete an assignment, copies some sections of material word for word from a key textbook. They cut and paste other sections from the World Wide Web. They receive a borderline pass and they are able to proceed to a second year of study”.     
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This is an example of a particular type of deception called plagiarism. Plagiarism is “passing off others’ work as your own, whether intentionally or unintentionally, to your benefit. The work can include ideas, compositions, designs, images, computer code, and, of course, words” (University of Sheffield, 2005).
Note that, as with many other forms of deception, plagiarism can be either intentional or unintentional. The main purpose of this introductory booklet is to help you to pursue your studies in a fair and open manner to avoid unintentionally passing off others’ work as your own. In delivering this material, however, completing this booklet will meet a secondary, although equally important objective – it will make it very difficult for students who still resort to plagiarism to plead that they were unaware of what they were doing.  

[image: image2.wmf]Like other Universities, Sheffield takes a very serious view on plagiarism. 

“Any attempt by a student to gain unfair advantage over another student in the completion of an assessment, or to assist someone else to gain an unfair advantage, is cheating. Cheating undermines the standards of the University’s awards and disadvantages those students who have attempted to complete assessments honestly and fairly. It is an offence against the values of the academic community of which students and staff are both part……… The University has a public duty to ensure that the highest standards are maintained….to safeguard both the legitimate interests of its students and the University’s reputation” (University of Sheffield, 2005)..
All tutors are alert to plagiarism when marking. If they encounter a “suspicious” piece of written work they will examine it closely for plagiarism, by comparing to the standard texts, or increasingly by using software specifically designed to detect plagiarised passages of text.  Below, we introduce you to one of these tools. In the future, it may become routine University practice to run all student work through such software before marking.

Why Use the Literature?

The range of literature (textbooks, research papers and other scholarly literature) available to you is now substantial. However, in using it you must be careful to avoid plagiarism. At this point in the work-package you may be asking – why bother using the literature at all if I run the risk of unwittingly plagiarising the work of other writers? There are two main reasons:
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1. During your University career you are expected not only to demonstrate that you are capable of original thinking but also that you can critique and synthesise the work of others. 

University assignments rarely ask you simply for your opinion on a question.  More often, they will ask you to review, appraise or synthesise the arguments of scholars and researchers in your field of study.  This means that throughout your studies, you will be using the existing literature to develop and support arguments, or you may be required to critically analyse opinions, by discussing how they relate to published research. Even when you write up original data, you need to introduce it with a literature review, to place your data in the context of what is already known. 

2. Skilled and appropriate use of the literature makes a valuable and important contribution to your own understanding of a topic and that of your readers.

Correct use of the literature, through accurate and appropriate citation, quotation and referencing will enable you to draw upon a substantial body of literature, both recent and historical. 

When preparing essays, projects or other work, you will read widely and become familiar with the work of others. You need to ensure that the work you prepare is accepted as your own original work. When a tutor is assessing your work they are interested in your understanding of an idea. It is important that you use your own words to demonstrate such understanding. You are permitted to quote selectively from books and articles. However you must always give credit for any material that you have used back to its sources by means of quotation marks. In assessed essays, the author’s name plus the date of publication is usually placed in brackets each time that the author’s ideas (citation) or actual words (quotation) are used. You also need to provide a reference list that provides full references of all the material that you have used. The correct manner in which this should be done can be found in the programme handbook
[image: image4.wmf]
This tutorial provides useful hints on how to use the literature most effectively and thus avoid the need to be overly concerned with plagiarism. It also includes a short practical exercise, which you should attempt to complete and submit before handing in your first course assignment for marking.

The Current Context for Plagiarism

High profile cases of “plagiarism” typically relate to fictional works, where large fees for royalties and film rights are at stake, as with The Da Vinci Code. Much more serious is academic plagiarism. 

Plagiarism is dishonest for several reasons:

· It does not recognise the original contribution of the original author.
· It does not acknowledge the source of your ideas.
· It makes unjust claims to original thinking and writing.
· It attempts to gain an unfair advantage over other students, who complete assignments honestly and fairly according to University regulations.

· In apparently demonstrating mastery of the arguments proposed by other authors you are laying claim to skills that you may not possess.

Plagiarism is an increasing problem for academic institutions and employing organisations. With large blocks of electronic text freely available on the internet and from e-journals, it has become easy to “cut and paste” an essay together very quickly. Students may unwisely choose to search for topics in general search engines or database indices, and lift text from retrieved documents. This is a gross form of plagiarism. Since you are not reading or reflecting on the articles you find to develop your own ideas, you are not gaining the skills that the assignment is designed to teach. 

What is Collusion?
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Collusion occurs when two or more people work together to produce a piece of work, all or part of which is then submitted by each member of the group as their own individual effort (University of Sheffield, 2005). Examples would include where you “copy” material from another student on the course, or from an essay that has been submitted in a previous year, but pass it off as your own work. Collusion also includes where two or more students jointly write an assignment which is set as individual work, and hand in identical or very similar versions. On some courses, we require you to do “groupwork” and learn skills like delegation and co-operation. In these cases, final reports may include ideas developed jointly by the group members, but unless the group notifies us to the contrary, we assume all group members have contributed equally.

It is often useful to discuss how you tackle essays with other students. We hope that you will learn from each other as well as from the course tutors, and we encourage the healthy exchange of ideas and academic debate. However, when it comes to writing individual assignments, what you hand in must be “all your own work.” Again, if course tutors suspect collusion, they will compare scripts, and where copying becomes apparent, both students will be called in to account for the “similarities” between their essays. 

[image: image6.wmf]
Self-Plagiarism?

Although it may appear strange, it is possible to plagiarise your own work! This occurs if students use material submitted for one assignment in a later piece of assessed work. It is, of course, possible that materials and sources you use for one programme of study or module will be relevant for a later piece of written work, and it is quite proper for you to look up those citations and any notes you made previously. However, what you hand in for the later assignment should still be an original piece of work and not a “cut and paste” from your former assignment.

Researching an Assignment

You have access to a considerable range of literature when preparing an assignment. In addition to the more traditional format of textbooks and academic journals, in the last ten years, novel electronic forms, such as the internet and e-journals have arrived on the scene. For recent events, you may also wish to use daily and Sunday newspapers, such as The Guardian and The Independent. Use and citation of web-pages is now perfectly acceptable. Indeed web pages are often the prime source of information about new developments from government bodies, such as the Department of Health, or professional organisations like the General Medical Council. However, when using “factual” material from a website, you must try to evaluate their content and think carefully about who runs the website and whether they are trying to put across a biased viewpoint.

This tutorial provides examples of correct use of citation and quotation, leading to a short written exercise, designed to help you avoid writing plagiarised text.

Good Citation Practice 

In many assignments you need to develop an argument to answer a question. It is not sufficient to support your reasoning with “in my opinion” or “the popular view is”. You will usually bring in information from published sources. You should think critically about such material, and not accept everything that is published as “the Truth.” Even experts differ in their opinions on questions like:

“What are the best tools for assessing pressure risk?” or “Does evidence based practice have an impact upon patient outcomes ?”

While we will not expect you to provide conclusive answers to such questions, you will need to consider different, and possibly even contradictory, views. In some cases you may find that two conflicting articles quote rigorous original data to support their claims. You will need to evaluate and critically appraise these various views, and use them to write a reasoned argument. You may conclude that there is, indeed, no overall agreement, or that there are various answers, and conflicting evidence! 

However, you need to make it clear from where your ideas and evidence originate. You do this by using citations in the text. Each citation must have a full reference at the end of your essay. This reference must be detailed enough for whoever is marking your essay to go and find the source if they wish to. There are two main ways to organise citations and references: if you read the British Medical Journal, you will see it uses a system of numbers in the text (the Vancouver referencing system). This system does have one disadvantage: if you add a new reference or change the order of your text, you need to renumber all the references! All School of Nursing and Midwifery courses use the Harvard system, where the citation in the text of your essay includes the author and the date, with all references in alphabetical order at the end. The recommended manner in which this should be used can be found in your programme handbook
The following examples describe situations where you should use a citation to acknowledge your sources:

1. You might use a citation to summarise the overall argument of a paper or even a book, where you do not need to invoke great detail:

In addition to the widely known links between lifestyle and heart disease, some authors have developed theories about the affects of poor nutrition in the womb on later adult cardio-vascular health (Barker, 1995).

2. You may wish to provide a source for a specific concept or idea:

We have known for many years that cigarette smoking is an independent risk factor for coronary artery disease, and analysis of subjects in the Framingham study, suggests that this may be due to the higher levels of plasma fibrinogen found in current, but not ex-smokers (Kannel et al., 1987).
3. You may wish to contrast two or more interpretations of primary data, a natural phenomenon or a social trend:

There has recently been a debate about the widespread use of low dose aspirin, except in those with a history of drug allergy or gastro-intestinal bleeding, as a preventative strategy in cardiovascular disease.  Some authors feel that because of the problems of screening the whole population for risk factors, and based on current risk-benefit analyses, there is good evidence for offering all people aspirin therapy from about the age of fifty years (Elwood et al., 2005). But others argue that the data is inconclusive (and in fact completely lacking for those over 70), and that aspirin use should be targeted at those with other risk factors for vascular disease, rather than given as “blanket therapy” (Baigent, 2005).

4. You may wish to cite specific figures to support an argument you are developing, such as five year survival rates for cancer, or incidence rates for infectious diseases:

Although incidence of tuberculosis in England and Wales as a whole runs at about 10.9 per 100,000 population, in inner city areas with many immigrants, it may be much higher: in Leicester city, the 1998 notification rates were 152 per 100,000 (Watson and Moss, 2001).

Effective Use of Quotations
Citations link ideas expressed in your own words with the sources from which you have developed those ideas. In some places, however, you may wish to include small blocks of text verbatim (that is, word for word), from a source into your essay, keeping the author’s exact original language. Such direct quotations can be very useful, but should be used judiciously and sparingly: only a small part of your assignment, and certainly not more that 10% of the word count, should come in such form. 

Only a few limited situations (e.g. Statute Law) justify more extensive verbatim quotation. Generally, the citation for a quotation should be more precise than for a summary, and must include either a page or paragraph number from the original source. 

Examples where you might legitimately use a direct quotation are:

1. Where you wish to use an official definition, to clarify exactly what you mean by a technical term:

The original working definition for Clinical Governance was: 

A framework through which NHS organisations are accountable for continuously improving the quality of their services and safeguarding high standards of care by creating an environment in which excellence in clinical care will flourish. (Dept of Health, 1998, p.33)  

2. You may wish to use a short section from a classical or landmark paper, now regarded as a pivotal publication in the evolution of a concept:

Evidence based medicine is the conscientious, explicit, and judicious use of current best evidence in making decisions about the care of individual patients. The practice of evidence based medicine means integrating individual clinical expertise with the best available external clinical evidence. (Sackett at al., 1996 p. 71)

3. You may wish to preserve the wit or humour of the original prose, where re-wording would destroy these, such as the following comment by the American satirist and journalist HL Mencken:

The aim of medicine is surely not to make men virtuous: it is to safeguard and rescue them from the consequences of their vices (Daintith and Isaacs, 1990, p.128).

4. You may use direct quotations to show the diversity of views on a particular subject, and then go on to compare and critique such extremes: 

In terms of quality, building up clinician-patient relationships through continuity of care is widely regarded as good practice, but to front line doctors:

continuity of care in general practice is a dying concept, while for consultants in hospital it has probably not existed for some time (Bulstrode, 1995,  p.1144).

You will note that in all these cases, the quotation makes it clear which words come directly from the original source by indenting them and using italic font. For shorter phrases, you could also place the quotation in inverted commas:

An alternative to the evidence-based medicine school of thought is the concept of giving patients a greater voice, through the practice of “narrative-based medicine” (Greenhalgh and Hurwitz 1999, p.48)

How can I avoid Plagiarism?

The best way to avoid plagiarism is to make sure that you use appropriate, thorough and systematic citation and referencing. Follow the steps below:

When proof-reading any work you are about to hand in:

1. Check that all statements, claims and facts which need a citation have got one in the text.

2. Now check that each citation links to a reference in the list at the end of your work. 

3. Delete any references which you came across when reading around the topic but which you have not subsequently used. Before doing this, do ask yourself “Would this piece of work be stronger if I include some citations from this reference source?”

Note: In some cases you may specifically be asked to list any references that you have read while preparing an assignment in a “Bibliography,” “List of Works Consulted”, “Further reading” or something similar at the end of your work. However in academic work it is typically the References of all your citations that matters. It is not sufficient to list everything in a “catch-all” bibliography and to then expect the tutor marking it to judge which ones you have used and which ideas are your own. Assignments submitted to the Centre for Health and Social Care Studies and Service Development require a reference list only.
Attitudes to the Literature and to Authority

Some University students may come from a background or culture (or, indeed, from an organisation, profession or environment) where it is considered disrespectful to question the authority of elders or the writings of others. Indeed this was historically the case among Western scholars. Since the Renaissance it has become much more acceptable to adopt a much more questioning approach to the literature. Claims which are inconsistent, irrational or in direct conflict with new evidence or empirical data must be examined critically, irrespective of the historical importance of the authors. Ideas which are found wanting give place to theories which fit the evidence better. These new theories are themselves then subjected to criticism and scrutiny. 

Modern students show respect to the writings and ideas of others by acknowledging their existence. This does not mean that you should be scared to question and critique them where they seem wanting, contradictory or lack rigour. Neither should you be shy of rewriting concepts from published accounts in your own words (paraphrasing) to show that you fully understand those concepts and can analyse and apply them.

An Electronic Detection Service

In the past academic staff used many ways of detecting plagiarism. These included looking for tell-tale changes of style, assessing the content and context of references and citations and typing suspect phrases into search engines. However all these techniques took considerable staff time and had varying degrees of success. 


The University now provides departments with access to the JISC Plagiarism Detection Service. This is an on-line service accessed via standard web browsers, which enables staff to carry out an electronic comparison on students’ work against electronic sources, including other students’ work. The service is based on ‘turnitin.com’ developed and supplied by the US company iParadigms. It compares your work against a database of previously submitted material, over 800 million web sites and essays from some (not all) ‘cheat’ sites. 

The comparison results in an originality report, returned within 24 hours, which highlights text within the assignment that has been found at another source, and provides links to this source. It remains a matter of academic judgement as to whether or not plagiarism has taken place. The detection service is intended to provide clear evidence, rather than raising the initial alarm.

Self-Assessment Exercise: Check Your Own Understanding


Based on your reading of the above which of the following is an instance of plagiarism:

A. A student submits a piece of work copied from another source.

B. A student produces a piece of work which includes sections taken from other authors

C. A student paraphrases from another source without giving the appropriate credit to the author of that source 

D. A student copies from her own previous work for another assignment
Record your answer below:

	Your Answer
	(

	A only
	

	B only
	

	C only
	

	D only
	

	A & D
	

	B & C


	

	B, C, D
	

	A, B, C
	

	A,B,C,D 
	


How Did You Do?


The answer is A,B,C,D. (i.e. all of the examples are plagiarism.

A.  If a student submits a piece of work produced by others, or copied from another source, this is plagiarism.

B.  If a student produces a piece of work which includes sections taken from other authors, this is plagiarism, unless the source has been given credit as outlined above. The length of the copied section is not relevant, since any act of plagiarism offends against the basic principle underlying the preparation of any piece of academic work, that the work submitted must be your own original work. When copying sections from other authors it is not sufficient simply to list the source in the reference list.

C. If a student paraphrases from another source without giving appropriate credit to the author of that source, this is plagiarism. Paraphrasing should use a student’s own words to demonstrate an understanding and accurately convey the meaning of the original work, and should not merely reorder or change a few words or phrases of the existing text.

D. If a student copies from or resubmits his or her own previous work for another assignment, this is self-plagiarism, and is not acceptable. 

Penalties for Plagiarism


If an assignment that you write as part of the assessed work for your degree, when checked by the tutor manually or using Submit software, appears to contain plagiarised work, the tutor marking it will refer it to the  Programme’s examination officer or course director and  you will be required to attend a meeting to explore the matter further. At this meeting, you will have an opportunity either to show that the charge of plagiarism is not warranted, or to acknowledge the plagiarism or collusion. The School of Nursing and Midwifery takes plagiarism very seriously, and a  range of penalties is available. These are identified in appendix 8 of the programme handbook. Please take time to read this.  
With such a range of penalties it is clear that it is unwise for you to try to assess whether your particular risk of being penalised is outweighed by the unfair advantage that you might gain. A far wiser option is to anticipate the most serious possible penalty and thus take every step to ensure that you never need to face a possible charge of plagiarism. 

How to Avoid a Charge of Plagiarism

We have adopted an educational approach that will ensure you never get penalised for plagiarism if you follow it. Complete the exercise below and make sure you understand plagiarism and how to avoid it.  

Practical Exercise

Before starting this practical exercise you should note the following:

(1)  For the purposes of this exercise the threshold  for plagiarism has been set at a very “forgiving” level of 24% or less. This is because this is a formative exercise to enable you to review your skills and amend your writing practice accordingly. 

For your actual assignments you will need to refer to the plagiarism action guide in appendix 8 of the programme handbook to see what is an acceptable level within the Centre for Health and Social Care Studies and Service Development.    Remember: your work will also be read closely by your personal teacher who will similarly be looking for indications of plagiarism.   

The following short practical exercise in writing a summary of two items from the scientific literature, allows you to check your skills in using the literature appropriately for academic assignments.

Use the following two paired journal articles, which discuss arguments in favour of and against legislation for bicycle helmets. Both of these are available on line full text from the British Medical Journal website at the URLs quoted in the references:

Hagel B, Macpherson A, Rivara FP, and Pless B
Arguments against helmet legislation are flawed
BMJ, Mar 2006; 332: 725 – 726. 

http://bmj.bmjjournals.com/cgi/content/full/332/7543/725 

Robinson DL. No clear evidence from countries that have enforced the wearing of helmets
BMJ, Mar 2006; 332: 722 - 725 

http://bmj.bmjjournals.com/cgi/content/full/332/7543/722 



For this exercise:

1. Read both sources

2. Write a short (maximum 800 words) assignment answering the following question:

Making close reference to the text of both articles, briefly summarise the arguments for and against legislation for the wearing of bicycle helmets. To what extent do you personally agree with the arguments of each of these authors? 

3. Proof read your report carefully to make sure that it does not contain plagiarised text. 

You may use direct quotations, but make sure that your report makes it clear where text is being quoted (by using quotation marks, italic script and paragraph indentation), and that such quotations do not make up more than 24% of your final version. 

4. Take an electronic copy of, or email your completed work, to your personal teacher.  He/she will submit this to “turitin” to obtain an originality report.
5. The report may take up to 24 hours to be returned so book a tutorial for two days after you have sent the material. Your personal teacher can then discuss any issues arising from the report with you. If there are problems it may be advisable that you revise the work so that you are confident that similar things do not arise in your formatively assessed work
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Appendix A - USE OF UNFAIR MEANS IN THE ASSESSMENT PROCESS PLAGIARISM AND COLLUSION – ADVICE TO STUDENTS

When preparing essays, projects or other work, you will read widely and become familiar with the work of others. You should ensure that the materials you prepare for submission would be accepted as your own original work. A lecturer or tutor who is assessing your work is interested in your understanding of an idea and you should use your own words to demonstrate your understanding. The selective quoting of material from books and articles is permissible, but the material must always be attributed to its sources by means of quotation marks. In assessed essays, a footnote or brackets naming the author and the title of the text plus the dates of publication would be required, as would a bibliography that provides full references of all the material consulted or used.

The basic principle underlying the preparation of any piece of academic work is that

the work submitted must be your own original work. Plagiarism and collusion are not allowed because they go against this principle. Please note that the rules about plagiarism and collusion apply to all assessed and non-assessed work, including essays, experimental results and computer code. Cutting and pasting from web sites would also be considered unacceptable.

Plagiarism is passing off others’ work as your own, whether intentionally or unintentionally, to your benefit. The work can include ideas, compositions, designs, images, computer code, and, of course, words. This list is not exhaustive. The benefit accrued could be, for example, an examination grade or the award of a research degree.

If a student submits a piece of work produced by others, or copied from another source, this is plagiarism

If a student produces a piece of work which includes sections taken from other  authors, this is plagiarism, unless the source has been attributed as outlined above. The length of the copied section is not relevant, since any act of plagiarism offends against the general principle set out above. When copying sections from other authors it is not sufficient simply to list the source in the bibliography

If a student paraphrases from another source without the appropriate attribution, this is plagiarism. Paraphrasing should use a student’s own words to demonstrate an understanding and accurately convey the meaning of the original work, and should not merely reorder or change a few words or phrases of the existing text

If a student copies from or resubmits his or her own previous work for another assignment, this is self-plagiarism, and is not acceptable.

Collusion is a form of plagiarism where two or more people work together to produce a piece of work all or part of which is then submitted by each of them as their own individual work.

If a student gets someone else to compose the whole or part of any piece of work, this is collusion.
If a student copies the whole or part of someone else’s piece of work with the knowledge and consent of the latter, then this is collusion.

If a student allows another student to copy material, knowing that it will subsequently be presented as that students’ own work, then this is collusion.

If two or more students work on an assignment together, produce an agreed piece of work and then copy it up for individual submission, then this is collusion.

When producing a piece of work arising out of groupwork, students should seek the advice of the tutor setting the assigned work regarding the acceptable limits of collaboration.

Both plagiarism and collusion are strictly forbidden. Students are warned that the piece of work affected may be given a grade of zero, which in some cases will entail failure in the examination for the relevant unit or research degree.

The student may also be referred to the Discipline Committee.

You should follow any guidance on the preparation of material given by the academic department setting the assignment. If in doubt, consult the member of academic staff responsible for the unit of study. There is unlikely to be any objection to you discussing the subject of an essay or project with fellow students in general terms, or to quoting from various sources in the work submitted. However, if you have any problems with an assignment you should always consult your tutor, who will give general advice and help.
Collusion occurs when two or more people work together to produce a piece of work, all or part of which is then submitted by each member of the group as their own individual effort (University of Sheffield, 2005). 





Academic staff are available to give clear guidance to students on limits of collaboration for group work.














Plagiarism is passing off other peoples’ work as your own, whether intentionally or unintentionally, to your benefit (University of Sheffield, 2005).





Citing/Citation: The act of referring to or giving formal credit to an original source.�http://� HYPERLINK "http://www.google.com/url?sa=X&start=0&oi=define&q=http://www.lib.duke.edu/services/instruction/glossary.htm" �www.lib.duke.edu/services/instruction/glossary.htm�  





Quotation: a fragment of a human expression that is being referred to by somebody else. Most often a quotation is taken from literature, but sentences from speeches, dialogue from films, and lines from song lyrics are also used. http://.� HYPERLINK "http://www.google.com/url?sa=X&start=4&oi=define&q=http://en.wikipedia.org/wiki/Quotation" �en.wikipedia.org/wiki/Quotation�





Referencing: Citing (or citation) and referencing mean the same thing, and are often used interchangeably. Citing an information source used in an academic work means to employ a standardised method of acknowledging that source. Full details of the source must be given. �http;//� HYPERLINK "http://www.google.com/url?sa=X&start=1&oi=define&q=http://www.rmit.edu.au/browse/Our%2520Organisation%252FRMIT%2520University%2520Library%252FInfo-trek%252FJargon%2520Explorer/" �www.rmit.edu.au/browse/Our%20Organisation%2FRMIT%20University%20Library%2FInfo-trek%2FJargon%20Explorer/� 





Use your Student Handbook!


It contains: 


Sections on referencing and citation


Guidance on how to lay out different sorts of  references


Sections on plagiarism and collusion





If you do not understand something in the handbook about citation, referencing, plagiarism or collusion you must discuss it with one of the course tutors, before you submit any formal written work.





To paraphrase a statement is to restate it using different words and/or grammar while keeping the same meaning. 





You can paraphrase a statement at the same level of language or at a different level, e.g. make the sentence harder or easier than the original. This requires a solid understanding of the concepts and a good range of vocabulary. �� HYPERLINK "http://www.google.com/url?sa=X&start=1&oi=define&q=http://www.onip.ca/article/44/" �www.onip.ca/article/44/�





Further information


Further information can be obtained from the JISC Plagiarism Advisory Service


based at Northumbria University at:


� HYPERLINK "http://online.northumbria.ac.uk/faculties/art/information_studies/Imri/JISCPAS/site/jiscpas.asp" ��http://online.northumbria.ac.uk/faculties/art/information_studies/Imri/JISCPAS/site/jiscpas.asp�





See also: 


Plagiarism 


� HYPERLINK "http://www.shef.ac.uk/cics/services/internet/plagiarism" ��http://www.shef.ac.uk/cics/services/internet/plagiarism� 


and:


Information for Students


� HYPERLINK "http://www.jiscpas.ac.uk/images/bin/info4students.doc" ��http://www.jiscpas.ac.uk/images/bin/info4students.doc� 








�





�





�





�





�





�























The University of Sheffield Library Web Pages provide examples of guidance for the two main styles of referencing (Harvard – author/date and Vancouver – numeric) plus a guide to citing electronic sources. � HYPERLINK "http://www.shef.ac.uk/library/useful/refs.html" ��http://www.shef.ac.uk/library/useful/refs.html� 
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