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The Writing Process

This session explains and 

practices different stages 

of producing a piece of 

academic writing.
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Writing 
Basics
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1) Why do we write? 2) What is the purpose 

of academic writing?

3) Can you think of 

four reasons?



Common reasons for 
writing
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To report 
research done by 

the writer

To answer a 
question the 

writer was given

To give the 
writer’s views on 

a topic

To synthesise 
research done by 

others



How is academic writing 
different from other writing 

genres?
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• Working with a partner, name as many writing 
genres as you can.

• Journalism, fiction, poetry, advertising…

• Then, suggest an answer for the above question. 

• Academic writing employs:

 Semi-formal/Formal vocabulary, with a lack of idioms.

 Use of citations/references

 Use of both passive/active voices

 Precision

 Caution

 Impersonal, objective style



Compare these two extracts. 
What are the main differences?

a) Carrying their few possessions in bags and shopping trolleys, 
hundreds of desperate storm victims in the Bahamas gathered at 
a port in Grand Abaco yesterday, hoping to get off the hurricane-
blasted island amid rising frustration about the speed of the relief 
effort. 'It's chaos here', said Gee Rolle, who was waiting with his 
wife for a boat to the capital, Nassau. 'It's not livable for nobody. 
Only animals can live here.

b) Despite the reputation of 'engineering' as a politically innocent, 
technocratic kind of expertise that is above partisan wrangles, the 
modern engineering profession has from its inception been bound 
up with power-infused processes of socio-spatial and material 
transformation. As Andrew Barry (2005: 95) argues, ‘far from 
having anti-political effects the calculations of engineers [have] 
had political resonances'.
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Common types of academic 
writing

 Paper

 Essay

 Case study

 Proposal

 Dissertation/ Thesis

 Project

 Article

 Notes

 Report

 Reflection
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Match the definitions 
below with the types above

a) The longest piece of writing normally done by a student, often for a 
higher degree (20,000+ words).

b) A general term for any extended piece of academic writing.

c) A description of a situation or process, often with suggestions for 
dealing with a problem.

d) The answer to a question or task set by the teacher, often on a 
theoretical subject.

e) A detailed account of a particular situation or organisation.

f) A piece of writing in which students critically examine how they 
dealt with a situation or task and what they learned from it.

g) A condensed summary of something read or listened to, for a 
student's own use.

h) A persuasive text written to convince a potential customer to adopt a 
new product or service.
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Dissertation /Thesis

Paper

Report

Essay

Case Study

Reflection

Notes

Proposal



The format of written 
assignments 

Longer essays and reports 
usually include:

Introduction

Main body
 Literature review

 Case study
 Discussion

Conclusion
References
Appendices
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What about FLUP?



13



Common text features

Discuss Why we use these text components.

Citation

Abbreviation

Italics

Brackets

Footnotes and endnotes
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Reference to sources   

For convenience

Foreign words

To give extra information or clarify a point

To give extra information or clarify a point



Reading: Finding suitable sources
➢Discuss with another student what types of text may be 

suitable for academic work.
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Searching library 
catalogues
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Online library catalogues let you find 
the material you need quickly.

Remember:

Vary your search terms for best results

Use the most up-to-date books

Subject databases help you find 
relevant journal articles



Task: Search FLUP’s library 
catalogue for titles that may be 
useful for your Research Essay
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Reading strategies

18

Reading academic texts in 
the quantity required for 

most courses is a 
demanding task. Yet 

clearly it is quite different 
from reading a magazine 

for entertainment.

Discuss the strategies 
that you find helpful 

before and during 
reading. 



Assessing 
texts

19

1. Read title and sub-title 

carefully

2. Survey text features e.g. 

abstract, contents, index

3. Skim text 

for gist – is it 

relevant?

4. Scan text for 

information 

you need e.g. 

names

5. Read extensively when 

useful sections are found

6. Read intensively to make 

notes on key points



Reading: Developing 
critical approaches

Critical thinking means not accepting 
without question what you read.

When you read ask yourself questions 
such as:

• What are the key ideas in this?

• Does the writer’s argument develop 
logically?

• Are the examples given helpful?

• Does the author have any bias?

• Does the evidence presented seem 
reliable?

20



Fact and opinion

21

As you read you 
must distinguish 

between facts:

• Singapore lies 
near the equator.

and opinions:

• Singapore is a 
lively, welcoming 
city.

You must also 
decide if the ‘facts’ 

are true:

• Singapore has a 
hot, dry climate 
(?).  



Fact or 
opinion? 

22

Decide if the following contain facts, 
opinions or both.  Are the facts true?

1. Australia is a dynamic, prosperous 
country.

2. The majority of Australians live on 
sheep farms.

3. most Australian are open-minded and 
friendly

4. Australia is the largest island in the 
world and has extensive mineral deposits.

5. Among the 22 million Australians are 
some of the world's best cricket players



Assessing internet sources 
critically
Internet sources are plentiful and convenient, but you cannot afford 
to waste time on using websites which are unreliable or out of date. 
Anyone can set up and run a website, and so web sources must be 
approached with great caution. If you are using material that is not 
on the reading list you must assess it critically to ensure that the 
material is trustworthy by asking several questions about each site:

• Who is responsible for this website? Is it controlled by an academic 
body, or is it run commercially to sell a product? Does it have a 
political or religious bias?

• Is the name of the author given, and is she well-known in the field?

• Is the language of the text in a suitable academic style?

• Are there any obvious errors in the text, e.g. factual mistakes, or 
incorrect spelling, which suggest a careless approach?

• Is the material up-to-date?

• Is there advertising on the website?
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Compare both texts. Which one is 
more reliable?
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Be wary of websites such as 
Academia
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Researching with AI
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Find a paper that may be useful for your 

Research Essay



Avoiding plagiarism

27

What do we 
mean by 

plagiarism?

Discuss with 
another 

student why 
it should be 

avoided.



Study Bailey’s (2022) views on 
Plagiarism and complete the tasks
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The academic expectation…
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Basic Plagiarism
What does the 2nd text lack?
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YES

YES

No

YES

No

Yes

NO

?

Yes



Read and decide which 
paragraphs are plagiarised
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Read and decide which 
paragraphs are plagiarised

33

P – No citation given.

P – Original wording with minor changes.



Read and decide which 
paragraphs are plagiarised

34

A – Correctly referenced summary.

A – Correctly referenced summary.



Read and decide which 
paragraphs are plagiarised

35

Technically P – Spelling mistake.



Avoiding plagiarism

36

• Check that your quotations are exactly the same 

wording as the original.

• When paraphrasing, alter the structure as well as 

the vocabulary.

• Make sure your in-text citations are all included in 

the list of references.



Institutional policy

37
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Practice A

38



Practice B

39
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References and Quotations
Academic work depends on using the research and 
ideas of others, so it is vital to show which sources you 
have used in your work and to do so in an acceptable 
manner.

There are 3 principal reasons for providing citations 
and references:

1. To show you gave read some of the previous 
studies of the subject, which will add weight to 
your writing;

2. To allow readers to find the sources you have 
used… if they wish to examine the topic in more 
detail;

3. To avoid plagiarism, and show that you 
understand the rules of academic integrity. 41



Since not every idea in your writing 
requires referencing, decide if you 
need to give a reference in the 
following cases:

42

NO

YES

YES
NO
YES
NO
YES



In APA7, in-text citations
follow the format:

43

• (Author, Year) → for summaries/paraphrases.

• (Author, Year, p. xx) → for direct quotations.

Recent studies suggest that bilingualism enhances

cognitive flexibility (Martins, 2019).

“Bilingual learners often outperform monolingual

peers in problem-solving tasks” (Martins, 2019, p. 87).



Reference verbs
Summaries and quotations are usually introduced by a 
reference verb:

• Janovic (1972) claimed that ...

• Ganghof (2019) argues that ...

These verbs can be either in the present or the past tense. 
Normally the use of the present tense suggests that the source 
is recent and still valid, while the past tense indicates that the 
source is older and may be out-of-date, but there are no hard-
and-fast rules about this.

The choice of reference verb depends on its function. Referring 
verbs are commonly used to summarise another writer's ideas:

Bakewell (1992) found that most managers tended to use 
traditional terms.

They may also be used to introduce a quotation.
As Scott observed: … 44



Think of reference verbs for 
the following
• Presenting a case:

• Describe a reaction to a previously stated position

• Other verbs:

45



Referencing systems
These are some of the principal systems:

a) Harvard, generally used in the UK for Social Sciences 
and Business

b) MLA is similar to Harvard but more common in the 
USA for the Arts and Humanities. 

c) APA is widely used in the USA in the Social Sciences.

d) Vancouver is commonly employed in Medicine and 
Science. Numbers in brackets are inserted after the 
citation and these link to a numbered list of references.
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Which referencing systems is 
this?

Source: An article by Mary Brown and James White (2021), titled
“Exploring online feedback in EFL classrooms”, published in Journal of
Language Education, Volume 15, Issue 2, pages 134–150. DOI: 
10.1080/12345678.2021.9876543.

• A
Brown, M., & White, J. (2021). Exploring online feedback in EFL 
classrooms. Journal of Language Education, 15(2), 134–150. 
https://doi.org/10.1080/12345678.2021.9876543

• B
Brown, Mary, and James White. “Exploring Online Feedback in EFL 
Classrooms.” Journal of Language Education, vol. 15, no. 2, 2021, pp. 
134–150.

• C
Brown M, White J. Exploring online feedback in EFL classrooms. 
Journal of Language Education. 2021;15(2):134-150. 
doi:10.1080/12345678.2021.9876543

• D
Brown, M. and White, J., 2021. Exploring online feedback in EFL 
classrooms. Journal of Language Education, 15(2), pp.134–150. 47



Basic reference list formats:
• Book: Author, A. A. (Year). Title of the book. Publisher.

• Journal article: Author, A. A. (Year). Title of article. 
Title of Journal, volume(issue), pages. https://doi.org/...

• Website: Author/Organisation. (Year, Month Day). Title
of page. Website name. URL

• …
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Using quotations
• Short quotations (<40 words): use quotation marks, in-

text citation with page.

• Long quotations (40+ words): block indent, no quotation
marks, double spaced.

• Example:

• Short: “SUV popularity is irrational” (Smith, 2020, p. 37).

• Long:

• Smith (2020) argued:
The popularity of the SUV is irrational, as most owners never drive off-
road. In his view, they are bad for road safety, the environment, and
traffic congestion. (p. 37)
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Abbreviations in citations
(APA7)

• et al. → used for 3+ authors in-text after
first mention.

• ibid. and op. cit. are not used in APA7.

• Reference list must give full details each
time.
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Secondary references

• If you use a source quoted in another text:

 In-text: (Smith, 2009, as cited in Kelman, 2016)

 Reference list: only Kelman (2016).

51



Organising the list of
references

52

• Alphabetical by first author’s surname.

• Hanging indent, double spaced.

• Only include works cited in the text.
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What about organising 
references through word?
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Attendance



Revision work 1
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Revision work 2

58
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