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STUDY UNIT 1  READING 
 
1.  INTRODUCTION TO READING 
 

Section 1 is on reading literacy in English for academic purposes. The aim of this 
section therefore is to introduce you to reading literacy and some of the fundamental 
principles that govern reading literacy in English. To achieve this aim the section 
provides ideas about the importance of academic reading literacy.  
 
There are different reasons why people read and different ways of reading texts. Some 
people read books for pleasure while others read them intensively to acquire knowledge 
needed to respond to exercises, tasks, tests or examination questions. Others may skim 
read newspapers to get an overview of current affairs, sports or scan advertisements in 
search of employment. Yet others may read articles from specialist journals closely to 
acquire information on how to write such articles or to review the literature on a 
particular topic.  
 
From the brief introduction given above on academic reading you will have noticed that 
reading for academic purposes is totally different from reading for pleasure. For 
example, when you read for pleasure, you may not be restricted by time. You can read 
your book in a day, a week, or even a month. When you read for a specific purpose you 
will be expected to search for the information. To do this, you should use the skills of 
skimming for the specific information you are looking for in a particular text within the 
time you have before you can focus on reading a particular chapter or text. Such an 
exercise demands an application of specific reading skills. In this module we will be 
taking you through the process of acquiring these skills. 
 
These are very important skills you should acquire. Therefore, you must only attempt 
the reading assignments recommended in Tutorial Letter 101 when you have studied the 
materials in the reading sections of this study guide.  
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2.  THE READING PROCESS 
 

 
LEARNING OUTCOMES: When reading your texts you should be able to: 

 Build your own vocabulary 
 Use skimming and scanning skills 
 Recognise words 
 Understand phrases and sentences 
 Understand cohesion and organisation 
 Use inference and experience 

 
 
To help you understand what you are going to read about in this unit, study the key terms  
(in Table 1.1 below) which we have identified as part of your vocabulary building process. 
 
 
Decoding making something intelligible or understandable 
Activated put into action 
Simultaneously at the same time 
Impression an imitation or sketch 
Adjust alter or adapt 
Lexical  related to words 
Synonyms words with the same meaning 
The implications of consequences or matters involved 
The gist of the essence or heart of the matter 
Components parts of a larger whole 
Cohesion conditions which make something stick or keep together 
Sequence one thing coming after the next 
Chronological ordered according to time, from first/earliest to last/latest 
Domain area of activity, interest or knowledge 
Verifiable able to be proved or shown to be true 
 
Statistic 

information based on the number of times something happens or is 
present 

Assumption something taken to be true 
Inference a conclusion drawn or deduction made 
Diverge from differ from 
Intensive reading Reading a particular text in detail with specific learning aims and tasks. 
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Extensive reading 

 
Reading as much as possible, for own pleasure, at a complex level at which 
you can read smoothly and rapidly without looking up words or translating to 
another language as you read. 

Organisation An arrangement  
Phrases  Expressions or sayings 
 
Sentence  

A complete thought that starts in a capital letter and ends in a full-stop 
(.) or an exclamation mark (!) or a question mark (?) 

Scan To scrutinize or examine something in detail 
Topic sentence A focus sentence that organises an entire paragraph 
Vocabulary  Words or terminology of a language 
 
Table 1.1: Building your own vocabulary 
 
In More than a Tea Party, Jane Evershed (1994, p.1) wrote: 
 

To read is to empower 
To empower is to write 
To write is to influence 
To influence is to change 
To change is to live. 

 
We hope that these words by Evershed will inspire you to acquire the skills necessary to succeed 
in this module and that you will be able to apply the skills you acquire from this module to your 
situation. 
 
In all the courses you will take at UNISA you will be required to do extensive reading. You need 
to understand what you read. Reading ability is very important in academic achievement. People 
who are unskilled at reading are particularly disadvantaged in academic settings. There is a high 
correlation between the ability to understand what you read and academic performance (Carlisle 
& Beeman, 2000; Pretorius, 2000; Pretorius & Currin, 2010).Therefore if you acquire the skills 
of reading effectively you will be empowered to write, to influence, to change and have a greater 
chance of achieving your academic goals. 
 

ctivity 1 
In this activity, we would like you to put into practice some of the theory discussed above. 

Remember, this is an activity-based module, and the only way you are going to improve your 
ability to read and write academic English is to practise. For this reason, we urge you to do all 
the activities, and to go through the Feedback section in relation to your own answers.  
 

A 
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Read the following paragraph on the “Nature of the Reading Process”. 
 

Let us just think about this process of instantaneous word recognition. Most of the words you 
see are words you have seen many times before; even though in actuality they may be relatively 
rare, they are familiar enough to you to permit "instantaneous" recognition. Of course 
recognition is not really instantaneous; it takes a certain amount of time. Experiments in which 
words are exposed very briefly show that common words can be recognized quite accurately in 
less than 1/10 of a second; even words that are quite rare can be recognized with at least 50 
percent accuracy in exposures of about 1/5 of a second. During the average fixation lasting 1/4 
of a second it is often possible to take in several words. The point is that most words are 
recognized extremely rapidly. If you are a skilled reader you do not have to stop to figure out 
the pronunciation of a familiar word from its spelling; you are hardly conscious of the spelling 
at all.  
 
Still less do you attend to the particular phonetic values of the letters; in reading the word 
women it would scarcely occur to you to note that the "o" in the first syllable stands for a sound 
that rhymes with /i/ in whim. The printed word women is a gestalt-like total stimulus that 
immediately calls to mind the spoken word that corresponds to it if not the spoken word itself, 
some underlying response which is also made when the word is spoken. As a skilled reader, you 
can consider yourself lucky to have a large "sight" vocabulary. 

 
("The Nature of the Reading Process" by John B. Carroll, pp. 25 – 26) 

 
Disclaimer: 
Although every effort has been made to trace the copyright holders, this has not always 
been possible. Should any infringement have occurred, the publisher apologises and 
undertakes to amend the omission in the event of a reprint. 
 
What happens when we read? Reading is the act of *decoding printed letters on a page. When 
you read, several mental processes are *activated* simultaneously. Some of these processes are 
activated by your eyes looking at the text.  
 
Clearly, reading is a complex process. While you read, you 
 

 recognise the meaning of key terms (e.g. "nature", "process") 
 *adjust your understanding of words to fit the context (e.g. "very", "attending", "jump") 
 identify grammatical patterns ( e.g. "If" and "unless" must be followed by a condition. 

For example: “If you don’t study you will fail” means “Unless you study you will fail.) 
 recognise *lexical patterns (e.g. "rapid" and "swift" are *synonyms) 
 note *the implications of words (e.g. "most", "quite", "usually" suggest a lack of absolute 

certainty) 
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 use punctuation marks to help you make sense (e.g. the semi-colons separate a statement 
from its explanation. For example: If you are a skilled reader you do not have to stop to 
figure out the pronunciation of a familiar word from its spelling; you are hardly conscious 
of the spelling at all.) 

 refer to your own experiences of the topic (e.g. how it feels to read) 
 predict the topic using the heading 
 recognise the type of text you are reading (e.g. academic) 
 enter into a dialogue with the text (asking and answering questions) 
 get *the gist of the text (when reading, the eyes move rapidly and unpredictably and 

momentarily "fix"). 
 
The more skilful the reader, the more quickly and efficiently these processes are completed. A 
good reader would be able to process the "Nature of the Reading process" paragraph in the table 
on pages 3 – 4 above in a minute or less. Our aim is to help you become just such a reader. Let's 
now take a closer look at some of the individual *components of the reading process and 
experience them in practice. 
 
3. WORD RECOGNITION  
 
Word recognition is the single most important factor in measuring your reading ability and, by 
extension, your academic potential. Word recognition refers to the way you 
 

 recognise words on sight, from the way they are spelt on the page 
 distinguish between homographs (words spelt the same but with a different  meaning 

and/or pronunciation, e.g. the present and past tense of "read") 
 distinguish between homophones (words which sound the same but have a different 

meaning and/or spelling, e.g. too/two, weather/whether, air/heir, ate/eight, faze/phase, 
flaw/floor) 

 understand the meaning of thousands of words 
 work out the meaning of unfamiliar words 
 group words which have a similar meaning or relate to the same topic area. 

 
Reread the passage on pages 3 – 4 on the “Nature of the Reading Process” and answer the 
questions that follow. But before you answer the questions, think about what you have just read. 
Do you think you understood the general ideas of the passage? Did you recognise all the words 
in the passage? Read the passage again. 
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Question 1 
The word "instantaneous" means 
 

1) constant 
2) immediate 
3) soon 
4) gradual 

 
Question 2 
The following phrase from the text means the opposite of "instantaneous" 
 

1) hardly conscious 
2) quite accurately 
3) takes a certain amount of time 
4)  familiar enough 

 
Question 3 
A word in the passage with the opposite meaning of "rare" is 
 

1) "underlying" 
2)  "common" 
3)  "skilled" 
4)  "scarcely" 

 
Question 4 
It is possible to work out from the context that the word "phonetic" relates to the way words are 
 

1) printed 
2) spelt 
3) pronounced 
4) seen 

 
Question 5 
In this context, the verb "corresponds" means to 
 

1) match 
2) exchange letters 
3) agree 
4) be similar to 
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Question 6 
In this context, the word "exposures" refers to 
 

1) a photographic process 
2)  a medical condition leading to death 
3)  bringing bad news to light 
4)  a brief showing or unveiling 

 
Question 7 
Pick the odd word out 
 

1) sight 
2)  recognition 
3) reader 
4) spelling 
5)  pronunciation 

 
Question 8 
Pick the odd word out 
 

1) pronunciation 
2) printed 
3) phonetic 
4) spoken 
5) sound 

 
Question 9 
From the context, it is possible to work out that "stimulus" refers to something, for example, the 
sight of a word, that 
 

1) provokes a response 
2) excites the viewer 
3) wakes the viewer up 
4) has a purely physical effect 

 
Question 10 
The word "gestalt" is unusual because it 
 

1) is not as commonly used as the other words in the text 
2) comes from the study of psychology rather than language 
3) is a foreign word 
4) all of the above 



8 
 

eedback 1 
 

Question 1 
 
In the first question, option number 2 with the word ‘immediate” is the best option because it is 
the word that can best substitute the word “instantaneous”. This is so because “instantaneous” 
comes from the word “instant” which means “now” or “present”. If you look at the other options, 
none of them carries this meaning. A closer option is the word “soon” but if you look up this 
word, you will see that it refers to “almost immediately” or “in a little while”. The other options 
are not related at all in meaning to the word “instantaneous”. For example, “constant” means 
“continuous” and “gradual” may mean “taking a certain amount of time”.  
 
Question 2 
 For the second question, your task is to look for the phrase that means the opposite of the word 
“instantaneous”. Firstly, we know that the word “instantaneous” refers to time. Secondly, we 
should remember that the phrase we are looking for should mean the opposite of 
“instantaneous”. From the options given in question 2, the phrase that refers to time is item 
number 3 that reads “takes a certain amount of time”. The phrases “hardly conscious”, “quite 
accurately” and “familiar enough” are all not related to time and so none of them is the correct 
option. The synonym chosen for the word “instantaneous” in question 1 is “immediate”. If we 
consider words that mean the opposite of the word “immediate”, we can see that instantaneous is 
one of them. This helps us to validate the option we have chosen. 
 
Question 3 
In question 3, you have to look for the word with the opposite meaning of “rare”. Firstly, we 
know that the word “rare” relates to frequency. Secondly, the word we are looking for should 
mean the opposite of frequency. Therefore the word should mean infrequency. The words 
“underlying” and “skilled” are not related to frequency and so options 1 and 3 are eliminated. 
This leaves us with options 2 (common) and 4 (scarcely).  
To begin with, “scarcely” is an adverb whereas “rare” is an adjective. Secondly, “scarcely” may 
actually be a synonym of “rarely” but we are looking for an antonym, not a synonym. 
Ultimately, the word “common” in option 2 proves to be the correct option that best carries the 
opposite meaning of the word “rare”. 
 
Question 4 
In question 4, the task requires you to work with the context in which the word “phonetic” is 
used. The sentence reads:  
 
 
 

F 
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Still less do you attend to the particular phonetic values of the letters; in reading the word 
women it would scarcely occur to you to note that the "o" in the first syllable stands for a sound 
that rhymes with /i/ in whim.  
 
From the context, the words “reading” and “sound” can give you an idea of what the word 
phonetic means. However, to differentiate between the two, you need to work with the root of 
the adjective “phonetic” which is “phone”.  
You can clearly see that the root word refers to sound and not just any other type of reading. 
Therefore, options 1, 2 and 4 are eliminated. The correct answer is option 3 (pronounced) 
because this is the option that is related to sound. 
 
Question 5 
In question 5, the task requires you to look at the context in which the verb “corresponds” is 
used.  
The sentence reads: The printed word women is a gestalt-like total stimulus that immediately 
calls to mind the spoken word that corresponds to it if not the spoken word itself, some 
underlying response which is also made when the word is spoken. The context in which the word 
“corresponds” is used requires you to find a word that can replace “corresponds” and let the 
whole sentence still make sense. In this instance you should carefully look at the shades of 
meanings of the options that are given. Whereas the phrases “exchange letters”, “agree” and “be 
similar to” may all mean “to correspond” in other contexts, in this context, it is option 1 (match) 
which best captures the shade of the meaning of “corresponds”. 
 
Question 6 
Option 4 is the correct answer because ‘exposure’ is used in the passage to show the amount of 
time it takes before a reader can recognize a word. The other options do not relate to the theme of 
the passage but to other contexts, such as photography and medicine. 
 
Question 7 
The correct answer is 5 because the other options point to the processes associated with reading a 
text. 
 
Question 8 
Option 2 (‘printed’) is the appropriate answer because the other options reveal the oral aspects of 
language. 
 
Question 9 
Option 1 is the answer here, because ‘stimulus’ is used in a context which points to the reading 
mind’s reaction to a printed word. It is how the mind reacts that is akin to provoking a response.  
Option 2 is vague and it does not specifically capture the reading sense in which ‘stimulus’ is 
used. The other 2 options have nothing to do with the text.  
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Question 10 
 Option 4 is the most appropriate because it includes all the first three options. Each aspect of 
"gestalt" that is disclosed in the first 3 options is true of the word such that none of the options 
would be adequate on its own to show why "gestalt" is unusual in this context. 
 
 
4.  PHRASES AND SENTENCES  
 
A word on its own can have several definitions. But once it is in a sentence or phrase, a word 
acquires a specific meaning. For example: 
 

What is this object doing here? 
I object! 
The object of the exercise is to improve reading skills. 

 
In these examples, the word "object" changes its meaning according to its context, namely its 
relationship to the other words in the three sentences. 
 
But the meaning you receive as a reader is not simply a matter of working out the correct 
definition of a word or series of words at any given time. Grammar plays a role. Consider the 
following sentences, all of which contain the word "read": 

Last year I read this book about African folklore. 
I read quite fast but my sister reads very fast. 
When I've finished my other work, I'm going to read this book which I bought today. 
I'm going to read The Sunday Independent and The Sunday Times. 
Are you going to read this book? (Question) 
Reading builds your vocabulary. (Statement) 
Read pages 10--15. (Command) 

 
The structure of phrases and sentences affects meaning by 
 

 establishing one of the three basic frameworks of statement, question and command 
 providing words with functions (e.g. the word changes from being a thing, a noun, 

"reading", to an action, a verb, "to read"); 
 establishing a time frame of present, past or future ("Last year", "I am going to") 
 allowing words to change or modify one another (quite fast, very fast); 
 allowing words to describe or give detail about one another (book about African folklore) 
 signalling that some parts of the sentence are more important than others ("which I 

bought today" is less important than "I'm going to read this book"); 
 showing that some parts of the sentence are of equal importance ("The Sunday 

Independent and The Sunday Times"). 
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5. COHESION AND ORGANISATION  
 
Cohesion refers to the flow of sentences and paragraphs. It involves knitting together old and 
new information. As we read, we are deeply aware of how the writer's ideas combine to form a 
logical *sequence. Cohesion is achieved through connections need to include examples to show 
how these connections work.  
 

 within sentences 
 between sentences 
 within paragraphs 
 between paragraphs. 

 
These connections may simply be a matter of keeping similar ideas together, so that when we 
read a paragraph we get a strong impression of a single, main topic. More usually, one or more 
of the following devices will contribute to our sense of cohesion: 
 

 repetition of words or their synonyms (For example, in: Most of the words you see are 
words you have seen many times before; even though in actuality they may be relatively rare, 
they are familiar enough to you to permit "instantaneous" recognition. Of course recognition is 
not really instantaneous; it takes a certain amount of time. The words: words, instantaneous and 
recognition are repeated to achieve cohesion.  
 

 pronouns and pronoun substitution ("these connections", “they”) 
 logical connectors ("so", "the following") 
 paragraph patterns (e.g. *chronological, comparison and contrast). 

 
In addition to these links between sentences and paragraphs, there is also the general 
organisation of an entire text (such as an essay, novel, chapter or article).  
When you first learnt to read, you probably enjoyed a type of textual organisation known as 
narrative sequence ("Once there was a poor boy who lived with his widowed mother. One day ... 
In the end ..."). At university, you will read texts that use other types of organisation. You will 
learn to recognise several patterns, including 

 cause → effect 
 idea → explanation 
 explanation → example 
 discussion → summing up 
 event → reflection 
 observation of particular →generalisation 
 theory →evaluation 
 background → current trends → future developments 
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 description of problem → suggested solutions 
 problem → opinion 

 
These patterns may combine with one another to suit the writer's intentions. Recognising these 
patterns will help you to understand not only WHAT you are reading but HOW you should be 
reading it. 
 
6. USING INFERENCE AND EXPERIENCE  
 
You will seldom read a text which has absolutely no connection to your own life and experience. 
Making these connections while you read is important to your understanding of a text. Your own 
world knowledge enables you to 
 

 form opinions 
 supply examples 
 provide supporting evidence 
 evaluate material 
 link different texts or spheres of knowledge 
 achieve insights 
 recognise practical implications 
 ask questions 
 enter discussions 
 identify important details 
 personalise what you read. 

 
In fact, writers rely on this world knowledge or previous experience of yours. Writers leave gaps 
in the information they give, trusting you, the reader, to be able to fill those gaps.  
Whenever you fill in a gap like this, you have made an *inference, that is to say, you have used 
the available facts to draw a conclusion or to work something out. For example, read the 
following sentence: 
 
Just five-and-a-half weeks after conception, the human face begins to form. 
 
Reading this sentence alone, you can infer that the process being described takes place during 
pregnancy, in the womb, involving a foetus, and that it is just one stage of several occurring 
within the prescribed nine-month period of gestation1. 

                                                 
1 the period the developing young spends in the womb; to develop a plan or idea in the mind 
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ctivity 2 
Which two of the following pairs of sentences convey the idea that fire broke out and it 

was put out? 
 

(a) The house began to burn uncontrollably. Mary grabbed a bucket of water. 
(b) The dragon unleashed a fiery roar at the sorcerer. The sorcerer lunged at the dragon with 

a bucket of water. 
(c) Police fired at the crowds who were protesting against the lack of piped water in their 

area. The crowds scampered in the direction of the fire fighters. 
(d)  Within minutes, the shopping mall was in flames. Fire fighters were immediately 

brought in. 
 

eedback 2 
The pairs of sentences in (a) and (d) more closely convey the inference that fire broke out 

and it was put out. As you probably realised, (b) and (c) do not suggest that fire broke out at all. 
Therefore, these two options can be eliminated as possible solutions.  
 
CONCLUSION 
 
To become a better reader, you need to read more. Apart from this simple and obvious truth, you 
also need to become more conscious of the processes you use while reading. These processes 
involve responding to the text not only by grasping the words, phrases and sentences you read, 
but also by bringing your own experience and understanding to the texts you read. 
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STUDY UNIT 2 WRITING: PRE-PLANNING PHASE 
 
GENERAL INTRODUCTION TO THE WRITING PROCESS 
 
Our experience of having been university students and of working with university students has 
taught us that it is important to understand what is required from you and what is involved in the 
process of completing a writing task (Creme & Lea, 2005:2). We should regard writing as a tool 
that has the capacity to promote thinking across the curriculum (Smagorinsky, 1995:161). 
 
In unit 2,3 and 4 of this study guide, you will get an overview of the writing process, from 
reflecting on your writing to putting together the finished product. You will agree that we tend to 
adopt varying writing styles in different contexts and for various audiences.  For example, when 
we want to communicate our recent success in an examination to our friend, parent or lecturer, 
we would use completely different styles when communicating using MXIT, SMS or E-mail. 
Our writing style can range from simple and informal to complex and formal. The same applies 
to academic writing which often, if not always, requires us to write in formal English coupled 
with disciplinary conventions. Disciplinary conventions are rules of writing appropriately for a 
specific discipline in an academic environment. 
 
It is true that students enrolled for this English module are registered for various degree or 
diploma qualifications. This means that you belong to different fields of study. Therefore you 
have to familiarize yourself with the writing conventions in your field. The purpose of this 
section is to make you aware of what constitutes good academic writing. You will become 
conscious of and use strategies that can be effective when you plan and write academic essays.  
 
It is important to be aware that writing is not a once-off activity. Accomplished writers move 
back and forth between the stages of the process. The writing process consists of the following 
phases: 
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THE PRE-WRITING PHASE: PLANNING YOUR WRITING  
 
LEARNING OUTCOMES: When planning to write an academic essay you 
should be able to: 

 Overcome writer’s block. 
 Identify key topic ideas within the rubric of an essay question. 
 Identify and interpret instructional key verbs correctly. 
 Analyse the rubric of the question to establish specific requirements  

            of a question/topic. 
 Use your own knowledge and ideas on the topic. 
 Source the required information, using correct in-text referencing  

      and a bibliography. 
 Select information to focus on the instructional key verbs and content 

identified in the question/topic.  
 Organise relevant information into a structured plan (mind map/list of 

main ideas). 
 

  

1.   GETTING STARTED 
 
Writing is very much part of your everyday life. In the activity below, we would like you to think 
about the writing process as described in the introduction. 
 

ctivity 1 
Write a paragraph describing your thoughts about the writing process.  

---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------  
 

  Did you describe the writing process in your answer, or did you describe how you feel 
about it, or give your opinion of it? The question did not ask you to rewrite the information 
provided, but rather for your own thoughts. 
 
 
 

A 
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ctivity 2 
Write down questions that you normally ask yourself before you start any writing task. 

---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------- 
 

  Do any of your questions coincide with any of the following questions? 
 What should I write?  
 How do I fill up this page?  
 What is expected of me? 
 Can I really write up something constructive? 

 
2.  WRITER’S BLOCK 
 
As a writer, your biggest enemy may be yourself. These are only a few of the many questions that 
you might start asking yourself. How can you overcome negative thoughts that slow down or 
prevent successful writing? When you have a writing task to complete, for example, an essay, a 
report, a review or even a paragraph you need to be disciplined and positive in your outlook. 
Don't fool yourself that writing is for geniuses only.  
 
Let’s start by examining the thoughts that stop you from writing. You have a topic. You have a 
deadline. You have a pad of paper. You have a pen. But you’re not writing. Why? These 
thoughts that seem to stop your writing process from taking off are referred to as “writer’s 
block.” Put simply it, writer’s block can refer to the dread you have that you are going to write 
something horrible or that you have so many thoughts that you don’t know where to start. 
 
Your writer’s block may fit into one of the following categories.  
 

ctivity 3 
Tick the statement(s) that apply to you and read the suggested solutions. 

 
Categories Possible solutions 
Misconceptions about time   
 I don't have the time. 
I’ll do it later. 
I can do it the night before. 
I might feel more intelligent next week. 

Make time for your writing task no matter how 
tight your schedule may be.  
Remember that even if you only have 15 minutes 
to spare today, you can do something, even if it's 
only a sentence, towards completing your writing 
task.  
 

A 

A 
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Confusion 
I don't know what they want from me. 
I don't know what the question means. 
 

Save yourself from confusion.  
When you receive your Tutorial Letter 101, skim 
through it to check what is required of you 
throughout the semester. 
 Look up difficult words in the dictionary.  
 Read the question several times. Refer to your 
study material to make sure you understand what 
is being asked. 
 If this does not help, contact the lecturer or tutor 
as soon as you can  for clarity 

 Self-doubt 
I can't do it 
I'm no good at writing. 
 

Say, "I can do it."  
Remember that almost everyone sitting down to 
write feels some doubt or hesitation.  
You are not alone. Your fears are the same fears 
of all writers. 

Uncertainty 
I don’t know what I must say.  
I've collected all this information but I 
don't know where to start. 

Be creative. 
Your problem is organisation: you need to see 
where you're going to slot all your information. 
Get out your coloured pens and draw diagrams, 
plans, outlines, tables and/or mind maps to sort 
out your ideas.   
Write topic sentences and you'll discover that you 
have indeed started to put your ideas into words. 

 
 
3.  TOPIC ANALYSIS 
 
When preparing for a writing task, it is important that you first analyse the topic at hand. Think 
about your approach to essay assignment questions. Can you recall the first things you do after 
reading the essay question?  
 

ctivity 4 
How do you approach an essay question? List the things you normally do. 

---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------  
 
Of course you reflect on the topic and start asking yourself questions about the topic.  However, 
it is important that you also consider your marker’s expectations.   

A 
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How would you feel if the essay or writing task you requested suggested that the student 
had:  
 

 ignored the question altogether? (irrelevant) 
 supplied a mass of information, only some of which was related to the topic?(Be more  

           selective in providing supporting evidence) 
 answered only one half of the question? (Include a comparison of the writer’s intentions 

in using specific figures of speech)  
 misinterpreted key terms or task words in the question?(You were required to comment 

on the impact of the visuals used in the advertisement; not to discuss the advantages of 
the product)  

 written five pages when you asked for three ?(Too lengthy: be concise)  
 written a list when you asked for a continuous discussion?(too superficial/provide 

supporting details/poorly developed paragraph ) 
 overlooked the text, graph or stimulus material supplied?(make specific references to the 

text provided /poor correlation with textual evidence) 
 
(NB: The marker’s comments are in italics.) 
 
It is therefore imperative that your expectations coincide with the examiner’s expectations. 
Whichever approach you adopt, it is important that you produce a relevant and accurate essay 
that fulfils all the requirements of the question. For you to achieve this, you first have to analyse 
the question.   
This means you need to examine the question closely to understand and interpret what is 
expected in your written response. This means that you have to: 
 

 Skim the entire question from beginning to end. 
 Read it slowly a second time to break the essay question into different parts. 
 Identify key words that indicate what content to focus on (eg. "abnormal   
 psychology"; "socialism"; "punishment"). 
 Circle/underline/highlight instructional key verbs that tell what to do ("Explain ..."    
 "Discuss ...", " Critically evaluate ..."). 
 Identify what rubric (criteria) is given to meet the requirements of the  

question /examiner (e.g. the length, the mark allocation, the time allocation). 
 Identify any injunctions (e.g. DO NOT…). 
 Familiarise yourself with the given information (a graph, a quotation, a claim, a     

definition). 
 Make a checklist or mind map of what the question requires. 
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3.1 Topic Key Words 
 
Essay questions contain key words relating to the topic, information or content required. These 
key words may be abstract ideas, concrete things or processes. The key words will usually relate 
directly to the specific aspect of the module you are covering. You need to: 

 find the key words and circle them  
 revise the relevant chapters 
 do a subject search in the library 
 use the index pages of books 
 refer to a dictionary or reference work 
 consider the meaning of the words in context 

 
ctivity 5 
Analyse the following question by underlining the topic key words. 

 
Discuss the social and cultural implications of Kwaito music on the development of urban youth 
in South Africa.  
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------- 
 
3.2 Focus on instructional key verbs 
 
In completing written tasks you will also come across a wide range of instructional key verbs. 
The instructional key verb tells you to do something specific with the topic and therefore you 
need to adopt a specific approach to a specific instructional key verb.  
 
Let us try to unpack how you would tackle each instruction: 
 
Examples of 
Instructional 
Key Verbs 

Your Response Writing Tips 

Define/Explain To clarify the term 
or concept given. 
Give as precise and 
accurate description 
as you can. 
 

Use the simple present tense. 
E.g. Kwaito music means/refers to … 
First, we need to define what Kwaito music means. 
According to …  
 
 
 

A 
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Critically 
analyse/examine 
 

Think deeply about 
a topic. Look at the 
positive and 
negative sides of the 
issue. Provide your 
comments. 

Move from the general to the specific. Observe first 
and then draw conclusions. 
Useful phrases: 

 An analysis of x reveals/suggests/implies that 
... 

 It is important to distinguish between ... 
 A close examination of x reveals/involves ... 

 
Evaluate 
 

Make a judgement 
about a place, object 
or event and 
comment on its 
significance. 

Useful phrases: 
 A careful study of x reveals/suggests/implies 

that ... 
 A close examination of x reveals 

that/involves ... 
 

Summarise 
 

Provide a 
compressed version 
of the original text.  
Rephrase wording 
in original text in 
your own without 
changing its 
meaning. 
 

Keep your sentences short. 
Avoid repetition, examples, contrasts. 
Useful phrases: 

 In brief/In essence ... 
 Briefly/Essentially ... 
 The essence of… 

 

Compare and 
contrast 
 

Show similarities 
and/or differences. 
 

First describe or define the two items separately.  
Then point out in what ways they are similar or 
different. 
Useful phrases: 

 Both x and y ... 
 Unlike x, y is ... 
 In comparing x with y, we discover that ... 
 On the one hand /on the other hand ... 
 Although/Nevertheless/However/Despite/ 

Whereas ... 
 Similarly/Likewise/Just as ... 
 In contrast to … 
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ctivity 6 
What is the instructional key verb in Activity 4 on page 17                              

  What does this instructional key verb mean to you as the writer?  
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------- 
 
3.3 Conform to specific requirements and restrictions  
 
Do not jeopardize your chances of success by ignoring instructions. These may take the form of: 

 length limits (so many pages or words) 
 format requirements (a paragraph, an argumentative essay, a narrative …) 
 requests for a bibliography or attachments 
 requests that you include your rough notes 
 injunctions NOT to do something (eg. DO NOT simply copy from the text book) 

 
3.4 Time and mark allocations 
 
For almost any student, time and mark allocations are of paramount importance. Typically, the 
student doesn't have enough time and is principally concerned with the mark allocation. But the 
two go hand in hand. It is important that you allocate time appropriately: 
 
ASSIGNMENT EXAMINATION 
 research and preparation 
 writing the first draft 
 editing and revising 
 writing the final copy 
 proofreading 
 posting 

 the total time allowed 
 the number of questions or sections to be   

             completed 
 reading time 
 writing time 
       reviewing time 

 
ctivity 7 
Refer to Appendix 1 (page 80) 

Read the assignment question that was presented to students studying English at the 
beginning of their course. Determine what the students were required to do.  
 
 

A 

A 
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1.  What was the topic of the essay (in general terms)? 
2.  How long did the essay have to be? 
3.  What was the due date for submission? 
4.  How did the students have to present the essay? 
5.  What did the students have to do when they wrote their essays?  
6.  What things were they NOT supposed to do when they wrote their essays? 
 

ctivity 8 

 Read the instructions given in the following examination question paper and 
decide how much time you would spend on each question. 
 
Time: 2 hours Marks: 100 
 
This examination consists of TWO sections. Each section has a sub-total of 50 marks. 
Section 1 consists of 25 multiple-choice questions based on the comprehension passage.  Section 
2 consists of a CHOICE of 2 essay questions. The essay will be marked out of 50. 
 
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------- 
 
3.5 Audience and purpose 

  Once you have analysed the topic, you have to decide what to write. Before you decide 
WHAT to write, you also need to think about: 
 

 For whom are you writing? (audience)  
 Why are you writing? (purpose) 

 
Whenever you write, stop and think about the audience and your relationship with that audience. 
Ideally, your writing should be appropriate in content and style for your audience and it should 
serve the purpose of meeting the specific requirements of the question or topic.  
 
To write effectively, you need to reflect first on your audience and ask: 
 

 What do they expect from my writing? 
 How can I structure my writing so that they get what they expect? 

 
 

A 
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At the same time, as you are deciding on an approach to suit your audience, you should be 
considering how the purpose of your writing will affect your content and style. Purpose refers to 
the effect you want your writing to have on your audience; in other words, what response 
(mental or physical) you want to get out of your audience. 
 
The purpose of writing is very closely linked to the instructional key verbs in the writing task.  
Identifying the purpose of your writing and fulfilling the expectations of your audience will set 
you on the path to successful writing. 
 
Let us examine the following excerpts from different texts. In each case, the topic is the same but 
the audience and purpose are different: 
 

ctivity 9 
Compare the following texts by completing the table provided. 

 
TEXT A 
 
Hi James 
Last week I finally got my long awaited holiday. I visited the Kruger National Park with my 
family. It was thrilling seeing and being surrounded by wild animals. The atmosphere was a 
welcome relief from the humdrum of Gauteng. If you get time off work, drive north with your 
family – you will return to Gauteng a refreshed person. 
 
TEXT B 
 
Kruger National Park is the biggest wildlife park in South Africa. It is located in the North of the 
country, in Limpopo Province, close to the borders of Zimbabwe and Mozambique. It boasts 
some of the rarest animal species in the world. It is an idyllic holiday destination for those who 
seek to relax with their families and witness firsthand the beauty and appeal of the African 
wildlife. 
 
 

TEXT A 
Topic 
 
Audience 

Purpose 
 
Style 

A 
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TEXT B 

Topic 
 
Audience 
 
 
Purpose 
 
 
Style 
 
 
 
If you have analysed the purpose of your writing to start off with, you need never be stuck in the 
middle of your writing by that confused feeling of "I don't know what I'm doing in this essay" or 
"I don't know what they want from me." 
 
4.  GATHERING AND GENERATING IDEAS  
 
A common misconception about writing an essay is that it involves sitting down at a desk with a 
blank sheet of paper in front of you. In fact, when you sit down, you should be surrounded by 
pieces of paper that include your own writing as well as important textual references you could 
use. 
 
4.1 Brainstorming your own ideas  
 
Your own experience, opinions and observations are relevant. However, they are not necessarily 
correct or factual. Therefore, you need to accept that the brainstorming phase does not in itself 
generate sufficient accurate data for your essay.  In fact, you will need to test these ideas of yours 
against the more authoritative evidence you collect in your research. 
As long as you understand this principle, you should freely use the technique known as 
brainstorming. As a writer, it is also advisable to develop a habit of using a writer’s journal (a 
journal is a written record of things you do or see every day). We therefore also encourage you to 
reflect on your thoughts and write them down in your journal in order to sharpen your writing 
skills.  
 

 write down all the ideas that come into your mind when you think of the set topic 
 record these in the form of a list or a mind map. 
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EXAMPLE 1: South Africa's crime rate will not be reduced until the number of guns in   
                        circulation is reduced. Discuss. 
 
 high rate of crimes involving guns 

 
 hijackings, armed robberies, drive-by shootings, gang warfare, 

domestic violence,  
  
 cash-in-transit {heists 

 
 high murder rate 

 
 stolen firearms 

 
 need for gun owners to be responsible 

 
 licences and legislation 

 
 too many unlicensed, untrained owners 

 
 policemen in SA all armed --- compare U.K. 

 
 caches of arms left over from liberation struggle? 

 
 crime also has other causes: poverty, unemployment, disaffected 

youth, broken   
 
 communities. 

 
 need better & more policing. 

 
 need to get rid of culture of violence first. 
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EXAMPLE 2: South Africa's crime rate will not be reduced until the number of guns in   
                          circulation is reduced. Discuss. 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
It is important that in both examples your ideas are jotted down as they enter your mind and 
therefore have no particular logical sequence. The information is also general and requires 
supporting details. 
 

C    OTHER FACTORS THAT   

      CONTRIBUTE TO CRIME  

      RATE 

 Poverty 

 Unemployment 

 Broken homes 

 Disaffected youth 

 B      GUN OWNERS  

 Who owns guns? 

 How can they get a gun? 

 Why do they own guns? 

 Advantages and 

Disadvantages of owning 

a gun 

 Do all gun owners commit 

A    TYPES OF CRIMES 

 hijackings, armed 

robberies, drive-by 

shootings, gang warfare, 

domestic violence, cash-in-

transit heists. 

 Are all of these gun-

related? 

D   COMPARISON BETWEEN  

     STATISTICS OF GUN- 

     RELATED CRIME VS 

     OTHER TYPES OF CRIME 

NB: NNeeds research information 
E   WHAT CAN BE DONE 

TO     

     REDUCE GUN-RELATED   

     CRIMES? 

 Stricter Legislation 

 Responsibility of Gun 
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4.2 Available study/reference material  
 
The next step in gathering ideas is to familiarise yourself with the available study material. This 
means reading through and making notes from your Study Guides, Tutorial Letters and 
additional material you have available. Because this material belongs to you, you can mark it up 
with a highlighter, pen or pencil. This is where your reading skills come into play, because you 
will be picking out: 
 relevant information 
 keywords 
 main ideas 

 
However, your Study Guides can only provide a limited amount of information. As you progress 
in your studies, it will become increasingly important for you to consult secondary sources. 
Where will you find these?  
 
 The recommended reading list 
 General reference works such as dictionaries and encyclopaedias 
 Internet  
 Articles in periodicals and journals. 

 
ctivity 10 
Refer to the EXAMPLE 2 (the mind map on “South Africa’s crime rate will not be 

reduced until the number of guns in circulation is reduced”). Use appropriate internet searches 
to obtain relevant statistics to complete the missing information in block C.  
 
Now you have the books and photocopied articles or printed internet sources in front of you: 
what next? Certainly, it is unlikely that you will have the time to read them from cover to cover. 
At this stage you need to: 

 keep the topic or question firmly in your head 
 note relevant page numbers 
 extract relevant information only 
 take notes, always clearly identifying the source and page number 
 as far as possible, try to paraphrase difficult academic writing in your own words 
 highlight possible quotations that you can use  in your essay 
 think while you read 
 record your own thoughts or comments as they occur to you. 

 
 
 
 

A 
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4.3 Keep a record of your references 
  
The most important part of your information search is to keep records so that your bibliography 
and footnotes will contain accurate references. An accurate reference contains the author's name, 
full title, date, publisher and place of publication. Your aim is to produce bibliographical entries 
that look like the examples below: 
 
BOOK 
Toffler, A. 1980. The third wave. London: Collins. 
 
ARTICLE 
Bruce, SC. 1995. Information literacy: a framework for higher education. Australian library 
journal, 44(3):158--170. 
 
INTERNET 
Mochal, Lindsay. "The Clash of Writing Styles in Maxine Hong Kingston's The Woman 
Warrior." English 1060:Paper One Topics. 
http://parallel.park.uga.edu/tengles/identity/mochal.html (19 March 2001). 
 
Page numbers are important. As you take notes, record the page on which you found a particular 
idea or quotation. If you are using A4 lined paper, use the margin to note the page number as you 
write. There is nothing more frustrating than having to go back and look up a page reference 
afterwards. 
 
5.  ORGANISING IDEAS 
 
Before settling down to write, you need to have an overview of what your essay will look like. 
This will ideally take the form of a paragraph plan or at least a breakdown of the main groups 
into which your ideas fall. In organising your ideas you should proceed through the following 
steps. 
 
5.1 Check for relevance  
 
Spend time reviewing all of the material you have collected. At this stage you need to constantly 
refer to the key topic and instructional key words in the analysis of your question. Read through 
all the ideas you have gathered critically in order to determine: 

 which ideas are directly related to your essay topic and which are not 
 which ideas are not relevant – delete them  
 the purpose of the ideas and information you have collected 
 whether there are any gaps or if there is missing information which you still need to  

collect. 
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5.2 Classify and order ideas  
 
This should be the most satisfying moment in your essay preparation. At this point you've done 
all the hard work of research. Your research has helped you understand the topic and most likely, 
it has helped you form an opinion on the topic too. In front of you, you have a file or notebook 
with pages of relevant information. Sorting, or classifying information into different categories 
or groups, is a rewarding activity. On the second reading of the information you have gathered: 

 use coloured pens, numbers or letters to cluster your ideas into groups.  
 match your ideas or notes to the different aspects of the essay question 
 draw similar or related ideas together; 
 identify an emerging pattern or trend within your ideas 
 decide on a logical order for these groups of ideas. 

 
5.3 Establish links  
 
Paragraphs are not isolated entities. Each paragraph must lead logically on to the next. The 
relationships between paragraphs will vary, but here are some typical connections between 
paragraphs in a sequence: 

 general introduction to an idea (theory) followed by examples (practice) 
 strong assertion of opinion followed by substantiation or proof 
 description of an event followed by its sequel or *aftermath 
 idea followed by a contrasting idea 
 idea followed by a comparable idea 
 cause followed by effect 

 
Remember that while the logic of your paragraph plan may be clear to you, you still need to 
make it clear to your reader. The opening sentence of each new paragraph should contain some 
reference to its relationship with the preceding paragraph. (Alternatively, the last sentence of 
your paragraph can prepare the reader for the next one.) 
 
5.4 Draw up a paragraph plan  
 
Your notes are starting to look quite messy, what with lines drawn through some of them and 
markings in the margin. So get out a clean piece of paper, write the topic at the top and divide the 
page roughly into the number of paragraphs you'll need. 
 

 go back and count up how many different groups of ideas you have 
 divide groups that have too many ideas into sub-topics or different aspects 
 add  your introduction and your conclusion 
 use your system of symbols, numbers or letters to assign groups of ideas to particular    
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 paragraphs   
 establish links between paragraphs so that your ideas flow naturally into one another 
 decide what you will say in your introduction and conclusion 

 
ctivity 11 
Choose ONE of the following topics to present either a mind-map or a paragraph plan. 

 
a)  Discuss the social and cultural implications of Kwaito music on the development of           

urban youth in South Africa. The length of your essay should be between 2 and 3 pages. 
                                                       OR 

b)  South Africa's crime rate will be reduced if the number of guns in circulation is   
        reduced. Write an argumentative essay of 2-3 pages. 
 
Make your writing task even easier by drafting a topic sentence for each paragraph in your 
paragraph plan or sub-headings in your mind map. This will involve: 

 locating the core idea that runs through an individual group of related ideas 
 expressing it in a sentence/sub-heading 

 
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------- 
 
With this plan in front of you, you will find it easy to cross-reference between your notes and 
your draft essay. 
 
 

A 
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STUDY UNIT 3  WRITING:  WRITING THE DRAFT 
ESSAY 
  

LEARNING OUTCOMES: When writing an academic essay you should be able 
to produce a first draft that reflects your ability to: 
 

 Interpret a question with accuracy and relevance. 
 Establish a clearly defined audience, purpose and style. 
 Write paragraphs with clearly defined topic sentences. 
 Use appropriate connecting devices to ensure coherence and logical 

development of ideas within and between paragraphs. 
 Write a suitable introduction and conclusion. 
 Apply academic language conventions that are clear, concise and 

cohesive. 
 

      
1.  INTRODUCTION TO WRITING THE DRAFT 
 
In the previous unit, you started to form ideas in your head, letting them take shape before 
putting pen to paper. In this unit, we will briefly distinguish between the expository and 
argumentative essay and then proceed with the strategies you can use to write your draft essay, 
using an appropriate introduction and conclusion. 
 
1.1 Expository writing 
 
In expository writing you focus on explaining an idea in an objective and systematic manner. A 
focused topic is essential in any expository writing. An expository essay should include a thesis 
statement that presents the central topic and the writer’s elaboration on the topic. Effective 
elaboration explanatory writing relies on authoritative information, sourced from experts, 
articles, textbooks and the internet, which convinces the reader that the information is accurate 
and reliable. The purpose of this type of essay is to inform. 
 
1.2 Argumentative writing 
 
In argumentative writing you present your viewpoint on the topic with the purpose of persuading 
the audience to support your opinion. Although this is a subjective essay, you need to support 
your claim with researched information that is also sourced from experts, articles, textbooks and 
the internet.  
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ctivity 1 
Identify the type of essay you would write in response to each of the following questions. 

Use (E) to indicate an EXPOSITORY essay or (A) to indicate an ARGUMENTATIVE essay.  
 
a) Terminally ill patients should be allowed to decide whether they want to be placed on life  

support machinery. Do you agree or disagree with this statement? Give reasons to 
support your answer. 

b) When were slaves freed in South Africa and what were the circumstances surrounding    
the abolition of slavery in this country? 

c) Define "sustainable development" and explain how a policy of sustainable development 
could benefit the country. 

d) Discuss the social and cultural implications of Kwaito music on the urban youth in South 
Africa. 

e) Should private gun ownership be banned? Give reasons for your opinion. 
 
1.3 The audience  
 
Let's consider your most important audience at the moment: your university lecturers and 
examiners. What are their needs? As you saw in the analysis of a topic, in the previous unit, they 
need writing that answers the set question and that meets all its requirements and conditions, thus 
enabling them to award a fair and accurate mark. You will also make your lecturer’s task of 
assessing you an easy and pleasurable experience. 
 
Your examiners need you to submit academic writing that demonstrates your ability to 

 access information 
 recall and report information 
 set information out logically 
 provide references for your information 
 introduce the main ideas around your topic 
 convey your ideas clearly 
 develop your ideas logically with supporting details in paragraphs 
 analyse/persuade/explain or discuss as the topic demands 
 draw conclusions. 

 
2.  WRITING THE INTRODUCTION 
 
Now that you are about to write an introduction to your essay you will need to state the focus and 
main idea of the first paragraph of your essay, which is an introduction. Writing the introduction 
to your essay is similar to meeting an important person for the first time.  
It is here that you will make your first impression and receive your first response.  

A 
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No wonder, then, that writers feel such nerves when approaching the task! Yet it need not be a 
stressful experience. There is a recipe for writing a good introduction: 

 Try to express the main topic of your entire essay right at the beginning. 
 Refer directly to the terms of the rubric. 
 Attract your reader's interest. 
 Give the necessary background information or definitions. 
 Avoid examples and detail. 
 Give information that summarises the body of your essay and gives the reader a way   

            to predict the structure of the essay as a whole. 
 Revise your introduction once you have written your entire essay. 

 
EXAMPLE 1: Writing a thesis statement 
 
Where the essay topic asks for your opinion or requires you to argue something, you will need to 
begin with a thesis statement. A thesis statement is a very clear assertion of an idea which you 
believe is true and are about to prove, argue or demonstrate. 
 
Firearms are a big problem.  
This is an example of an ordinary sentence. × 
 
Unlicensed firearms are the single greatest contributing factor to crime  
in South Africa. √ 
This is an example of a thesis statement. 
Your thesis statement should also respond directly to the terms of the rubric.  
 
 
EXAMPLE 2: Express the general idea  
 
If you are not writing an argument or an opinion essay, you nevertheless still need to express 
your main idea in your introduction. You need to write a sentence which introduces, in broad 
terms, the theme of your essay.  
 
The lifestyle of South African urban youth provides interesting insights on how Kwaito 
music influences their social and cultural lives. However, it is important to first understand 
what Kwaito music means and what the intention of Kwaito musicians is.  
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EXAMPLE 3: Attract interest  
 
If you have engaged properly with your research results or material, you will almost certainly 
have uncovered something interesting (surprising, unusual, striking or even funny) about your 
topic. Where appropriate, include this focus of interest in your introduction. It may take the form 
of: 
 a brief quotation 
 a brief anecdote 
 a question or questions 
 a startling opening sentence 

You can combine two or more of these techniques. 
 
“Whiny, arrogant, rude, violent": these are the adjectives child psychologist Jacob Azerrad 
uses to describe the children he sees in his practice. All over America, psychologists report 
that the nation's children are out of control. A number of explanations have been 
proposed: high sugar diets, pollutants, allergies, television, even psychiatric disorders. But 
to explain adequately why American children are behaving badly while their French 
counterparts are models of decorum, we need to look into recent research comparing child-
care practices in the two countries. 
Jacob Azerrad, Paul Chance, Psychology Today | September 1, 2001 
 
 
 
EXAMPLE 4: Give necessary background information and definitions  
 
An important point to bear in mind when writing your introduction is that your reader may need 
or appreciate: 
 background information (context and history) 
 explanations of key terms 
 definitions 

 
Modern spas derive their name from the initials S-P-A, an abbreviation for "solus por 
aqua" ("health through water") which frequently appeared on the walls of ancient Roman 
bath houses. The practice of hydrotherapy originated with the Greeks more than 2,500 
years ago and has been used in India, Turkey, Sweden and Native America for centuries. 
Today, spas are recommended for stress reduction and pain relief. 
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ctivity 2 

Write a suitable introduction for the topic you have chosen in Activity 11, Unit 2 
on page 30. 
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------- 
 
3.  WRITING THE BODY (PARAGRAPH WRITING) 
 
So far you have a set of annotated notes with either a paragraph plan or a mind map and an 
introduction. Writing the remainder of your essay entails sticking to that plan and building your 
argument or discussion up through paragraphs which are both coherent within and between 
themselves. A paragraph is a group of sentences that presents and develops one main idea about 
the topic.  
 
3.1 Topic Sentences 
 
We have already established that paragraphs are topic-driven. You may say, "My essay is all on 
one topic, therefore I can put what I like in each of the paragraphs." This is the type of thinking 
that results in your essay being too general, repetitive or irrelevant. Your examiner’s task 
becomes frustrating, and you become even more frustrated and disappointed when you receive 
your results after spending laborious hours on the assignment. Your essay as a whole covers the 
whole topic. However, each paragraph should deal with a specific and limited main idea of that 
topic and relate to a specific aspect of the rubric of the question. This main idea is called the 
topic sentence. 
 
In academic writing you are not often required to tell us about your personal experiences. 
However, the same features of paragraph writing and coherence apply. Not all paragraphs are the 
same. There are different types.  
 
Study the table below and think about the way each paragraph might continue after the given 
topic sentence: 
 
 
 

A 
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Function of paragraph Example of topic sentence 
1. To give illustrations or examples Unfortunately, many sportsmen and athletes do not 

set a good example to the youth. 
2. To narrate or tell a story 
 

The following story from my childhood tells you a 
lot about the adult I was to become. 

3. To describe a person, scene or object 
 

There was too much noise in the room as the music 
was loud and people were screaming at the top of 
their voices with excitement. 

4. To describe a process Registration was a very complicated but easy 
process.  

5. To define A good parent does not just feed and clothe a child. 

6. To compare and contrast 
 

In my life, I've experienced both very good and 
very bad teaching practices. 

7. To classify information 
 

There are three distinct types of drivers on the 
road. 

8. To persuade Money is the key to happiness. 
 
3.2 Developing the topic sentence 
 
Once you have written your topic sentences for each paragraph, you have to develop each topic 
sentence into a logically developed paragraph. This can be achieved by presenting the supporting 
ideas you have grouped to this topic sentence/sub-heading in your paragraph plan or mind map. 
 
The development of a topic sentence may include any of the following: 

 defining key words 
 recent discussions in public forums (e.g. newspapers) 
 historical facts 
 relevant case histories or instances 
 the progress of a debate 
 the sequence of events leading up to the current state of affairs 
 recent statistics 
 comparisons 
 contradictions 
 concrete examples and contexts 

 
3.3 Cohesion within paragraphs  
 
By now you should be convinced of the importance of limiting each paragraph to one topic and 
one function.  
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A good writer will achieve an even tighter effect by making sure that each sentence within a 
paragraph flows naturally into the next. This is achieved through the use of appropriate 
connecting devices, such as: 
 

 Repetition of important or key words 
 Synonyms substituted for key words 
 Signpost words  

 
ctivity 3 
Read each of the texts below and identify the connecting devices used. Use a different type 

of identification for each type of connecting device. For example, underline the repetition of key 
words, highlight signpost words and circle synonyms. 
  

TEXT C 
The pear is a delicate, aristocratic, temperate-zone fruit that exists in thousands of varieties. 
Few fruits vary so greatly in colour, texture, flavour, size and shape. Pears are an exception 
to the rule that tree-ripened fruits are best. They can be picked when fully grown but still 
green, and attain their finest texture and flavour off the tree. 
("Pears" in Eat Better, Live Better, p. 90. Cape Town: Reader's Digest, 1985) 
 
 
 
 
 
 
TEXT D 
 
Let me begin with a story about a beating. Rather, I would like to open with a series of 
stories that the perpetrator, the victim, and a witness told about a furious whipping that a 
master gave a slave. It is not the assault itself that captures my attention; it was, at once, 
awful and ordinary. My concern is with what the beating meant to those involved. The tales 
told by the master, the slave and the witness reveal much about the ways in which they 
understood their lives and made sense of the world around them. 
(Breaking the Chains edited by Nigel Worden and Clifton Crais, p. 45. Johannesburg: Wits 
University Press, 1994) 
 
 
 
 
 

A 
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TEXT E 
 
Some occupations remained entirely monopolised by Dutch inhabitants in 1820, such as 
the market gardeners and agriculturalists who retained control of the remaining farms in 
Table Valley. Since Roman-Dutch law continued to be used and Dutch was still the main 
language of the courts until the late 1820s, all the advocates and procurators of the town in 
1820 were Dutch-speaking. In the medical field, however, the new administration 
attempted to restrict the practice of medicine to those with professional training. As a result 
many who had practised medicine under the VOC without formal qualifications now 
worked as apothecaries. After 1815 the medical profession at the Cape was boosted by the 
arrival of British doctors, although there was also a small elite of Dutch and German 
Capetonians who had been professionally trained. 
(Cape Town: The Making of a City by Nigel Worden et al,p. 90. Cape Town: David Philip, 
1998) 
 
Here are additional examples of connecting devices you may use: 
 This/These …  
 In practical terms ... 
 In theory … 
 In practice … 
 To illustrate ... 
 An example of this ... 
 According to … 
 A demonstration of this ... 
 This can be seen when ... 
 As a result/Consequently/Therefore/Thus 
 In addition/Moreover/Furthermore 
 In contrast to … 
 Similarly … 

 
Finally, the key to writing in a convincing way often lies in those adverbs that tell your 
reader how to think about the topic: 
 Certainly ... 
 Of course ... 
 Naturally ... 
 In fact ... 
 Indeed ... 
 Consequently ... 
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ctivity 4 

Now write the remaining paragraphs (body) to the introduction of the essay topic 
you wrote in Activity 2, page 36 
 
Remember to: 

  use your annotated notes and the paragraph plan or mind map you structured in Unit 2: 
Activity 10. 

 write a clearly defined topic sentence for each paragraph 
 provide supporting details within each paragraph 
 use appropriate connecting devices. 

 
3.4 Cohesion between paragraphs  
 
Cohesion between paragraphs is achieved in a very similar manner to cohesion within 
paragraphs. That is to say, you will use signpost words, pronoun referents, repetition and 
synonyms to establish the links from one paragraph to the next. 
 
However, because a new paragraph entails introducing a new aspect of your general topic, you 
may need to be more explicit about the transition you're making. If this is the case, you may need 
to write a sentence or part of a sentence which: 
 

 briefly sums up what you said in the previous paragraph 
 comments on or qualifies what was said in the previous paragraph 
 indicates a bigger shift in focus, for example, a return to a much earlier point. 

 
3.5 Paragraph breaks  
 
An essay that uses logical paragraph breaks is a delight to read. Unfortunately, paragraph breaks 
do not always occur to us naturally while writing. You will almost certainly only be able to 
decide on appropriate paragraph breaks in your second or third draft. This may be because you 
have not structured your writing around clear topic sentences which: 
 

 announce or sum up the main idea of the paragraph. 
 provide a focal point for the paragraph. 
 link naturally and logically to the other sentences in the paragraph. 

 
Paragraphs are thus the key to successful essay writing. When reviewing paragraphs, consider 
the following pointers: 
 

A 
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 A paragraph is a group of sentences which belong together by virtue of their connection  
to a single main expressed in the topic sentence. 

 If you start a new idea or thought, start a new paragraph. 
 A paragraph break is indicated by leaving one completely blank line in your essay. 
 Usually, the topic sentence is placed first in the paragraph.   
 All the sentences in the paragraph are linked to the topic sentence. 
 Use the paragraph to develop an idea through supporting details such as examples,  

statistics or comparisons.   
 Link the sentences within a paragraph through pronoun reference, signpost words,  

repetition of key terms or their synonyms. 
 Choose a paragraph type that suits your content and purpose. 

 
3.6 Revise your introduction  
Always revise your introduction. Why? Well, for one thing, your ideas might have shifted 
slightly since you started writing the essay. When you have completed the entire draft, go back 
and check that your introduction: 

 is relevant 
 prepares your reader for your main theme or argument 
 gives the necessary background information 
 attracts the reader's interest 
 gives an idea of the information to be given in the essay as a whole 

 
4.  SOME USEFUL POINTS ON PRESENTING AN ARGUMENT 
 
4.1 State the basic premise first to provide the fundamental reasons for your argument.  
 
Argument: Private firearm ownership should not be banned. 
Premise 1:  Every citizen has a right to self-defence. 
Supporting Details: Section 12(1)c of the Bill of Rights. 
 
Premise 2: The current state of lawlessness means that citizens cannot trust the police. 
Supporting Details:  Crime statistics 
 
4.2 Avoid common pitfalls  
 
At each stage of your writing process, steer clear of 

 obvious bias or prejudice 
 assumptions 
 over-generalisations 
 illogical links 
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Clearly, when you write an argument you hold a strong opinion. Be careful, however, that your 
opinion does not cloud your reasoning. For example, if you are arguing that women should be 
the primary care-givers of children, or that women should not play a combative role in the armed 
forces, you need to argue in such a way that you avoid personal bias, stereotyping or prejudice. 
How is this possible?  
 

Study the table below: 
 
Pitfall Example Possible correction 
BIAS 
 

English is the best language in 
the world 

√English is an internationally 
recognised language with a 
huge resource of literature. 

ASSUMPTION Street children don't want the 
discipline of school and family 

√Street children might find it 
difficult to adhere to  
discipline both at  school and 
within a family" 

 OVERGENERALISATION 
 

All immigrants are criminals 
 

√Because many immigrants 
are illegal and their 
circumstances are desperate, 
a significant number of them 
engage in criminal activities. 

ILLOGICAL LINK 
 

Crime is the result of 
apartheid 
 

√Apartheid disrupted society 
by breaking up families and 
distorting the economy. 
Under these conditions, 
crime flourished. 

 
In each case, faulty reasoning has been corrected using one of the following tips: 

 Prevent bias by foregrounding factual reasons/justification for your opinion. 
 Re-visit your assumptions, tracing the logical pattern of cause and effect that has led to  

your belief (and, if necessary, alter or modify that belief). 
 Soften your generalisations by including words like "may," "might," "could," "some" and 

“many.”  
 
Show all the steps in your reasoning so that sudden leaps or illogical links are avoided. 
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4.3 Provide a counter-argument  
 
A strong argument always takes into account the opposing point of view and provides a counter-
argument. 
 
EXAMPLE 
Although many conventional doctors scoff at natural remedies, the fact is that research 
laboratories are increasingly attempting to harness and exploit the power of natural herbs, 
roots and flowers. 
 
In order to provide a counter-argument, you need to place yourself momentarily in your 
opponent's shoes. Ask yourself what objections your opponent might raise against your point of 
view. Then think of a direct response to those objections: 
 

EXAMPLE 
ARGUMENT COUNTER-ARGUMENT 
Crimes like rape and murder should carry the 
death sentence as a warning. 

The death sentence does not act as a 
deterrent. 

When you are over 40, health problems start. 
 

The self-knowledge that comes with age 
more than compensates for any loss of 
physical condition. 

 
5.   A FEW FINAL COMMENTS ON THE PRE-WRITING AND WRITING  

PHASES 
       

 Analyse the question. 
 Establish the key instructions and topic words. 
 Read available references.  
 Structure a plan. 
 Write the draft essay 
 Be clear, concise and relevant. 
 Use a formal, objective style. 

 
6.  WRITING THE CONCLUSION 
 
The last paragraph of your essay is your conclusion. It may do any of the following: 
 

 signal the end of your essay 
 leave the reader with a final thought 
 show how all your points fit together 
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 re-state, in stronger terms, your main point or argument 
 look to the future 
 call for a change in attitude or policy 
 make one final statement that brings all your points together 
 ask an interesting question 
 sum up in new words what you have been saying 

 
You will only be able to write a successful conclusion if you understand exactly what you 
yourself have been trying to say. That is why it is important to read over your entire essay quite 
critically before rounding it off with a conclusion. If you have planned your essay well, and 
followed all the steps in the writing process, a conclusion should come quite naturally. If 
possible, try to use some or all of the words in your essay topic/question.  
 
EXAMPLE 
The following is a conclusion to an article about the relationship between grammar and writing. 
 
While the new insights into composing processes are important, we also know that "Grammar is 
important; and learners seem to focus best on grammar when it relates to their communicative needs and 
experiences"(Savignon, 1993, p. 43). In second language settings, we can't ignore grammar nor can we 
relegate it to handbooks and refer students to page numbers. Learning the syntax and vocabulary of the 
new language is basic to our students' ability to write. The feedback method proposed here suggests 
only one way to address the need of L2 writers to increase vocabulary and learn the syntax of their new 
language as they learn to write in it. We need to develop many ways of doing so. Second language 
learning is as much a process as writing is a process, and among our students writing is firmly 
embedded in the matrix of second language learning (Myers, 1997). 
 

ctivity 5 

Write the conclusion to the essay you wrote in Activity 4 on page 40 
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------- 
 
 
 
 
 
 
 
 
 

A 
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STUDY UNIT 4    WRITING:  THE POST-WRITING PHASE  
 
THE POST-WRITING PHASE:  REVISING, EDITING AND 
PROOFREADING YOUR DRAFT ESSAY  
 

LEARNING OUTCOMES: When revising and editing your draft essay you 
should be able to critically: 

 Evaluate the content of the essay, ensuring relevance to key issues of the 
question. 

 Eliminate repetition, overlapping and generalisation of ideas. 
 Examine each paragraph, ensuring clearly defined topic sentences. 
 Analyse each paragraph to ensure logical development of the topic 

sentence through appropriate and adequate supporting details. 
 Read the whole essay to improve coherence through possible 

restructuring and sequencing of sentences or paragraphs. 
 Examine the use of appropriate linking devices to ensure fluency within 

and between paragraphs.  
 Read the introduction to ensure that it reflects a clear understanding of 

the topic and outlines the gist of the essay. 
 Read the conclusion to establish a summing up of the writer’s viewpoint. 
 Ensure the correct use of citations and acknowledgement of references 

within the essay and in the bibliography list at the end of the assignment. 
 Re-read the question and check that the essay meets all the aspects of the 

rubric. 
 Use the assessment criteria to ensure that your final essay meets the 

required standard of acceptable academic writing. 
 Proofread the final essay before submission. 

 
1.   DEFINING THE POST-WRITING PHASE 
 
In the previous units (Units 2 and 3) you were guided on how to become critical writers.  The 
focus of this unit (Unit 4) will be on becoming critical readers. Many of you, as students, feel 
both relief and a sense of achievement once you produce your first attempt at answering an essay 
and, particularly impressed at how much you have learnt and written about the topic at hand, 
submit your initial draft essay for assessment.  
 
The culmination of the writing process occurs when you receive your marked essays back from 
the lecturer, the critical reader. More often than not, you are disappointed with your effort. It is 
only then that you use the tutor's assessment and comments to improve on the quality of your 
essay.  
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As much as response to the tutor’s comments is crucial to the development of your own 
academic writing skills, you can achieve better assessments if you become critical readers. This 
means that you have to engage in a post-writing exercise during which you revise, edit and 
proofread your draft essay, correcting any flawed or inarticulate writing as part of the process of 
getting your essay as academic and professional as possible. 
 
2.   REVISING THE CONTENT AND STRUCTURE 
 
Revising the draft essay refers to the process of critically re-examining what you have written 
to ensure that the essay is relevant, concise, coherent and complete in expressing your viewpoint 
on the topic. You should remember that this involves a holistic approach, which means that you 
have to make specific changes to improve the overall impact your essay will have on your tutor.   
 
You should start revising the content by reading through your draft essay to: 

 incorporate changes to make the introduction and conclusion as effective as possible 
 provide better support for your arguments 
 rephrase poorly worded sentences 
 improve links between ideas and paragraphs 
 re-structure and re-sequence paragraphs 

 
2.1  Revising Content 
 
In revising the content and structure of your draft essay, you should be constantly aware of the 
expectations of your tutor.  Bearing this in mind, it is recommended that you should be familiar 
with the assessment criteria they use to mark your essay. Refer to Appendix 2 on Page 85 
 
The content relates to the argument you have put forward and reflects how well you have 
expressed your point of view and how clearly and  well developed your argument is.  It is also an 
indication of the degree to which all your ideas are related to the topic and support the argument 
you have put forward.  It is an evaluation of your ability to defend your point of view 
convincingly.  
 
Ask yourself the following questions when revising the content: 
 

1) Does your introductory paragraph state your viewpoint, reflect a sound interpretation of 
the topic and present an overview of your essay?  

2) Does your final paragraph conclude or sum up your point of view? 
3) Does each paragraph have a clearly defined topic sentence and do all your other 

sentences in the paragraph support the topic sentence? If you are unsure what the term 
'topic sentence' means please revise Study Unit 3 on Page 36. 



48 
 

4) Is there repetition of ideas? 
5) Is there any irrelevant information? 
6) Have you signposted your writing by making use of appropriate markers? Refer to Study 

Unit 2. 
7) Would the inclusion of any logical linking devices improve the clarity and coherence of 

your paragraphs for your reader? 
 

ctivity 1 
Refer to the draft essay you wrote in Study Unit 2. Use questions 1 and 2 to revise the 

introduction (Activity 2) and conclusion (Activity 5). 
 
2.2 Revising Structure 
 
Structure relates to the manner in which you present your essay.  
 

You should use the following questions to guide you in improving the structure of 
your essay: 
 

1) Do your paragraphs follow a logical order? 
2) Have you written the title of your essay? 
3) Have you written an essay with clearly defined paragraph breaks? 
4) Does your essay meet the required length? 
5) Can you improve the structure (too short) by adding more supporting details or deleting 

irrelevant ideas?  
 
All these questions form a checklist which should help you in developing a critical eye as a 
Reader to identify and eliminate weaknesses and enhance your strengths in academic essay 
writing skills.  
 

ctivity 2 
Read the following text which was one of the paragraphs taken from a student’s 

argumentative essay on the topic: TECHNOLOGY SIMPLIFIES MODERN LIFE 

 
Select some of the questions provided on page 6 to: 

 write comments on possible revisions you would make to the contents of the paragraph 
 write comments on the structure of the paragraph 

 
 
 

A 

A 
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Technology has made the world a better place by improving transportation 

everywhere. New developed vehicles can be used to transport people 

further all over the world in little time for example planes and trains are 

helping people to reach anywhere. Long ago people used to walk or use 

animals to carry them where they wanted to go. Transportation has 

evolved through the years. We have moved from horseback to steam 

engines to planes. Technology has made transportation safer, faster and 

less pollutant. Technology plays a significant role in Healthcare, industry 

and Medical Science. Technology has improved so rapidly that people do 

not struggle with their health. Operation theatres are so well equipped with 

technologically advanced equipments to render best possible treatments to 

patients. There are certain types of technologies that have simplified our 

lives. For example we have washing machines and dishwashers that are 

labour saving devices that have shorted the time needed to complete 

household chores. These devices can make clothes cleaner than hand-

washing. Robots and machines are working accurately.  Modern 

technology has improved the way we live.   

---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------- 
 

ctivity 3 
Now read the body of the draft essay you wrote in Activity 4 of Study Unit 2 and revise 

the content and structure.  

 
 
3.   EDITING  
 
Editing refers to the process of critically examining the correctness of the language you have 
used to express your thoughts.  This involves correcting grammatical errors and sentence 
construction to ensure that your essay is reflective of your linguistic competence. 
 

A 
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Your second mark represents your lecturer's rating of your linguistic competence as a writer. 
When you are happy with the content of your essay, you can begin to critically examine the 
grammar, punctuation and vocabulary you used in the draft essay. 
 
In this section, you will learn how to improve your writing by correcting common errors. 
You have learnt how to write a well-organised, researched and referenced essay. But your level 
of fluency will make a lasting impression on your marker too. Therefore it is important to 
identify the errors you make so that you can make a special effort to correct or eliminate these. 
 
Complete the following activities to get a good idea of where your language usage problems 
are and to sharpen your editing skills. 
 
Spelling errors will be marked on your script with the letters sp. If you find your assignments are 
returned to you with several spelling errors marked, you will need to revise Lecture 2 and make a 
list of words you commonly misspell. 
 
Spelling errors commonly occur when you: 
 

 confuse consonants, e.g. you write "extend" when you mean "extent" 
 confuse vowels, e.g. you write "live" when you mean "leave" 
 use long words with irregular spelling, e.g. "accommodation" 
 need to decide whether a consonant should be doubled, e.g. "thinnest" BUT "dining" 
 forget the "i before e" rule and its exception (i before e except after c), e.g. "believe" 

BUT "receive" 
 omit silent letters, e.g. the "n" in "environment". 

 
ctivity 4 
Choose the correct spelling in each case: 

 
1) Can you (proof/prove) that you were (bitten/beaten) with a bat? 
2)  Did the children (live/leave) in Durban before they were (brought/broad) to Cape Town?
3)  Was (the/there) any indication that he was (quoting/coding) or was it just (plagiarism/  

            plaigirism)?. 
4)  Please (seize/cease) (writing/writting) now.  
5)  Are you (embarrassed/embarassed) that he (refered/referred) to you as naive? 
6) The incident (occured/occurred) while we were looking for (accomodation/ 

accommodation). 
7) Her husband was very (suportive/supportive) of her (carreer/career). 
8) Is (committment/comitment/commitment) really (necessary/neccesary?) 
9) (Tomorow/Tomorrow) I have an (appointment/apointment) with my  

            (professor /professor/ proffessor). 

A 
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10) The (thief/theif) was the same (hieght/height) as the (preist/priest). 
11) If you're not watching your (weight/wieght), have a (peace/piece/peice) of cake. 
12) He has a post in the (goverment/government) and you can hear him speak in    

           (parlament/parliament). 
 
Vocabulary 
 
Students frequently choose words which are incorrect in the context. Sometimes this is because 
they are over-ambitious and want to impress their marker by using long, difficult words. For 
example: 
 
When we see schoolchildren crowded together in a hall for their lessons, this interprets to us that 
the school lacks funds. 
 
Try to: 
 

 use a dictionary to ensure that you are using the correct word for the context 
 read more in order to increase your vocabulary and your *idiomatic use of language 
 study the most commonly *misused words. 

 
ctivity 5 
Choose the correct word in the context: 

 
1) The lecturer (learnt/taught) them how to (access/excess) the Internet. 
2) We need to (make/do) research into the long-term (effects/affects) of a low-fat diet. 
3) If there are (fewer/less) students this year, perhaps it is because there is (fewer/less) 

motivation to study. 
4) He was (too/very) tired to notice that he was (too/very) close to the car in front and that 

the road was (too/very) wet. 
 
Tense and verbs 
 
Tense becomes a problem when you: 
 

 use the present progressive when you should use the simple present, e.g. you write 
"Students are having a problem with tenses" (B) instead of "Students have a problem with 
tenses"(C) 

 
 use the present perfect when you should use the simple past, e.g. you write "I have 

attended school in the Eastern Cape" (B) instead of "I attended school in the Eastern 
Cape"(C) 

A 
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 forget that the modal auxiliary ("can," "will," "may") does the work, leaving the main 
verb without *inflections, e.g. you write "This will results ..."(B) instead of "This will 
result ..." (C). 

 
In addition, students get confused between three types of *conditionals: 
 
1. A real possibility exists. 
 

Where a real possibility of an action or eventuality or end result exists, the present tense 
is used to contrast with the possible future outcome: 

 
 If you rush your work, you will make mistakes. 
 
2. The situation is *hypothetical. 
 
 Where you are imagining a possibility that does not at present exist, use the simple past: 
 
  If you were king, you could do as you liked. 
 
3. Re-imagining the past. 
 

Where you are looking back on the past or on history and reflecting on how things might 
have been different, use the past perfect tense to contrast with the present perfect: 

 
  If you had worked harder, you would not have failed. 
 
Finally, many verb errors occur in relation to verbs which are followed by other verbs. Watch out 
for three different types of verbs: 
 
1. Verbs which may be followed by the to-infinitive. 
 
 He wanted to study engineering. 
 
 They allowed him to enrol for a B.Sc. 
 
2. Verbs ("make" and "let") which are followed by an infinitive from which the "to" 

 has been omitted. 
 
 They made him regret his decision. 
 
 He let the woman go. 
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3. Verbs which are followed by "ing" forms. 
 
 He liked controlling people. 
 
 The children liked playing rounders. 
 
 The travel agent suggested flying to Zurich first. 
 

ctivity 6 
Correct the verbs: 

 
1) I am having a driver's license. 
2) I have passed my learner's in 1985. 
3) Medication can causes side effects. 
4) Home owners can be able to borrow money against their homes. 
5) Soothsayers have the ability to can predict the future. 
6)  If Germany won the war, Europe was a very different place today. 

 
7)  If you followed this diet, you lost weight. 
8)  Drought made the crops to die. 
9)  How does one make children to do their homework? 
10)  He suggested to sell the house. 

 
Adverbs 
 
Adverbs relating to time create great confusion. Watch out for three categories of adverb: 
 
1. Adverbs that are only used with the simple past. 
  

It happened yesterday/last night/a week ago/the other day. 
 
2. Adverbs that are used only with the present perfect. 
  

I have not seen you since last Tuesday/lately. 
 The train hasn't been on time up to now/so far/lately/since last Tuesday. 
 
3. Adverbs that may be used with both the simple past and present perfect. 
  

It happened today/last week/last month/last year/recently. 
 It hasn't happened today/last week/last month/last year/recently. 

A 
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Another adverb problem occurs when you use the comparative and the superlative. The 
comparative compares two people or things: 
 

 Mahlangu runs faster than Hani. 
 

The superlative compares three or more people or things: 
 

 Mahlangu is the fastest runner in the team. 
 
 
Adverbs of one *syllable usually form the comparative by adding -er and the superlative by 
adding -est: 
 

 He hit the ball harder than his opponent. 
 He hit the ball the hardest. 

 
 
Adverbs of more than one syllable usually form the comparative with more and the superlative 
with most: 
 

 He spoke English more fluently than his sister. 
 Of all the students, Vuyo spoke English the most fluently. 

 
Finally, students sometimes make the mistake of supplying the adjective "good" when the adverb 
"well" is required: 
 

 He spoke English well. Correct 
 He was a good student. Correct 
 She played well. Correct 
 She played good. Incorrect 

 
ctivity 7 
Correct the sentences: 

 
1) The accident has happened yesterday. 
2) I am registered at Unisa since 2000. 
3) The train was not on time lately. 
4) You sing good. 
5) Please speak more loud. 

 

A 
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Agreement 
 
Concord errors occur when two parts of your sentence do not agree. There are different types of 
agreement: 
 

1) Subject and verb 
 This disease (S) usually affects (V) the kidneys. 
 

2) Pronoun and referent 
 Strict fathers often alienate their children. 
 Ms Mahlangu has achieved a distinction in her exam. 
 

3) *Demonstrative and noun 
 All these questions are relevant to today's discussion. 
 

4) Number 
 There are two references missing in your bibliography. 
 He's going to spend three days in Malawi. 
 

ctivity 8  
Correct the sentences: 

 
1)  The unruly behaviour of the three students were criticised. 
2) This goods have been illegally imported and has been impounded by customs. 
3) These type of student are not welcome. 
4) One of the accused are a fifteen-year-old boy. 
5) Various factor are responsible for the price increase. 
6) A son likes to live close to her mother. 
 

Countable and non-countable nouns 
 
Some nouns come in units that can be counted. For example, nouns like "boy," "bottle," "cat," 
and "meal" are countable. They take an "s" plural: 
 

 Three families arrived and ordered meals. 
 
Other nouns cannot be counted. We cannot simply add the "s" plural to them. For example, we 
cannot put "a" or "an" in front of words like "permission," "petrol," "work," "paper," and 
"tobacco." Instead, we need a special phrase when we want to refer to individual units of these 
nouns: 
 

A 
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 He went to fetch (some logs of) wood. 
 She tried to get (a piece of) information out of him. 
 She would not listen to any (words of) advice. 
 Have you heard the news? 

 
ctivity 9 
Correct the sentences: 

 
1) We need to invent a machinery that will do this job. 
2) I have enrolled at university in order to get a knowledge. 
3) I need some papers to write on. 
4) I don't like these weight-loss advertisings. 
5) When you get married you need new furnitures and kitchen equipments. 
6) I'm waiting to get a news about a scholarship. 
7) As a librarian, he dealt with lots of informations. 
8) Please don't give us too many homeworks. 
9) I want to do a research into the effect of the radios and televisions on teenagers. 
10) Punctuations help get your meaning across. 

 
Definite and indefinite articles 
 
In addition to the rule listed above which says that you may not use the indefinite article with 
non-countable nouns, there are other problems related to the use of articles. 
 
1)  When a noun or noun phrase is used in a general sense, no article is required: 

 Psychological experiments reveal that compassion is not a basic human trait. 
 Computers are an invaluable aid. 
 Music helps people relax. 

 
2) When the noun is qualified in such a way as to make it specific, the definite article 

("the") must be used: 
 The music of Mozart is well-known for helping people concentrate. 
 The computers in the laboratory are going to be replaced. 
 The psychological experiments in Nazi Germany were inhumane. 

 
3) When a noun is being referred to for the first time, it is preceded by the indefinite article 

("a"): 
John approached the house and looked up. There was a window open on the second  
floor. 

 

A 
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4) Once a noun has been referred to, it may take the definite article "the": 
  John entered through the window. 
 
5) Where no specific thing is being referred to, the indefinite article is used: 
  May I borrow a book from your library? 
 
6) Where it is clear which specific thing is being referred to, the definite article is used: 
  Did you bring the book? 
 

ctivity 10 
Correct the sentences: 

 
1) I've brought a book I promised you. 
2) The financial problems often ruin happy relationships. 
3) Emotional life of animals has not been thoroughly researched. 
4) Do you have the pencil I could borrow? 
5) Children need the love and the care. 

 
Prepositions 
 
Using an incorrect preposition is a frequent error. There are fixed expressions which require a 
particular preposition. For example: 
 

 The destruction of the Twin Towers was a traumatic event for Americans. 
 Poor levels of education result in high levels of unemployment. 

 
Try to: 
 

 use a dictionary to check which preposition belongs with the verb or noun you are using 
 link the preposition to the verb in your mind. 

 
In addition, there are phrasal verbs formed with a verb and a preposition. In these cases, the 
combination of verb and preposition creates a new meaning.  
 
For example, contrast the usual meaning of "put" with its meaning in a phrasal verb: 
 

 You can put the groceries in the kitchen. (VERB  “put” MEANING  “place”) 
 How do you put up with him? (PHRASAL VERB  “put up with” MEANING  

“bear/tolerate”) 
 
You will find help with phrasal verbs in the Study Pages of your Oxford Advanced Learner's 
Dictionary. 

A 
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ctivity 11  
Fill in the prepositions: 

 
1) According ... our records, you live in Nelspruit. 
2)  Are you acquainted ... this material? 
3)  He is addicted ... heroin. 
4)  As there were only three points we could agree ..., the meeting grew quite heated. 
5)  Did you agree ... her request for a raise? 
6)  Bear ... me for a moment while I explain. 
7)  Do you believe ... ghosts? 
8)  We have booked ... the hotel. 
9)  Some of the original committee members broke ... and formed their own groups. 
10)  She broke ... and wept. 
11)  Someone tried to break ... the house. 
12)  His disregard for danger brought ... his death. 
13)  Their new business is bringing ... thousands of rands. 
14)  I've built my hopes ... passing this course. 
15)  The flames have burnt ... now and the firemen have left. 
16)  Let's call ... the party if you don't feel well. 
17)  The chairman called ... the members to settle their dispute. 
18)  He is staying home to catch ... on his work. 
19)  The boss decided to check ... ... staff who said they were sick. 
20)  When the rand depreciated, her business had to close ... 
21)  What are the causes ... depression? 
22)  We have vocational guidance counsellors who can advise you ... career choices. 
23)  ... university, you need to become an independent thinker. 
24)  Selfish people only think ... themselves. 
25)  It is difficult to cope ... the stresses of motherhood. 

 
Adjectives 
 
Students sometimes supply a noun or verb when an adjective is required. For example: 
 

 The rhino is an endanger animal. Incorrect 
 The rhino is an endangered animal. Correct 
 The project is still at a concept stage. Incorrect 
 The project is still at a conceptual stage. Correct 

 
The comparative "more" is sometimes mistakenly used when there is no comparison. In these 
cases, an adjective is required: 
 

A 
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 Learning to write an essay is of more importance at university. Incorrect 
 Learning to write an essay is of great importance at university. Correct 

 
Where you are indeed making a comparison, watch out that you don't use both "more" and "er": 

 The new law relating to natural fathers’ rights is more better than the old situation. 
Incorrect 

 The new law relating to fathers’ rights is better than the old situation. Correct 
 The new law relating to natural fathers’ rights is more humane than the old situation. 

Correct 
 

ctivity 12 
Correct the sentences: 

 
1) Do you know how danger smoking is for your health? 
2) We need a health system which is efficiency, accountability and accessibility. 
3) Reading is vitally importance at university. 
4) Generally, your argument is logic. 
5) Studying English might lead to a loss of one's origin identity and culture. 

 
Punctuation 
 
The most common punctuation errors relate to the apostrophe and the comma.  
 
The apostrophe  
 
The apostrophe is used in three ways: 
 
1. Apostrophe to show contraction 
 
 The apostrophe shows that letters have been left out: 
 

I'll see you later. 
 

Didn't he come? 
 

They're not here yet. 
 

It's amazing how quickly children learn to speak. 
 
 

A 
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2. Apostrophe to show ownership 
 
 If a word does not already end in "s," use an apostrophe's to show ownership: 
 

My sister's flight comes in at 9 a.m. 
 

Everyone's right to privacy should be respected. 
 

If the word already ends in s, add only the apostrophe: 
 

My parents' deaths affected me badly. 
Teachers' salaries should be increased. 

 
N.B.  "Hers," "his" and "its" AS POSSESSIVES DO NOT TAKE AN APOSTROPHE: 
 
  Did you give the fish its food? 
 
3. Special uses of the apostrophe 
 

The apostrophe is used to pluralise letters, numbers and words that do not normally have 
a plural: 

 
 Cross your t's and dot your i's. 
 You've got a funny way of writing 9's. 
 No more if's and but's. 

 
The comma 
 
The comma separates co-ordinated clauses. In these cases, the comma precedes the linking or    
joining word: 
 

 He loved reading, yet he found his friend's book boring. 
 He must have got in through the bedroom window, or perhaps he had a skeleton key. 
 We said goodbye at the airport, and that was the last I saw of him. 

 
1. The comma separates a subordinate clause from a main clause only if the subordinate 

clause comes first in the sentence: 
 

Because he would not confess, he was tortured. 
He was tortured because he would not confess. 
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2. The comma also separates non-essential relative clauses, 
 .           

The spaghetti Alfredo, which he later took off the menu, was her favourite. 
 

 certain opening words or phrases 
         

Firstly, fill the test tube with the acid. 
 

 words or phrases *in apposition,  
 

Mandela, the first democratically elected president, is South Africa's most famous leader 
 

 descriptive phrases 
 

Amanda, tall and attractive, had every hope of getting the part. 
 

 items in a list 
 

A typical B.A. consists of modules in English, Communications, Psychology, Sociology and  
Criminology. 

 
ctivity 13 
Fill in the apostrophes: 

 
1) We went to get takeaways from Jimmys cafe. 
2) I got two As in Matric. 
3) These are hers and those are Richards. 
4) The poems imagery is all related to ships and sailing. 
5) The cat wont eat its food. 
6)  I dont go out when its raining. 
7)  Keats poem has been studied to death. 
8)  Jenny has filled in 300 students marks. 
9)  Drop this off at the Morrisons house. 
10)  You couldve died. 

 
ctivity 14 
Fill in the commas: 

 
1) Because we had not seen her for ten years my aunt's visit was greatly anticipated. 
2) Sarah a gifted ballet teacher liked entering her young students in Eisteddfods. 
3) As we came to the top of the hill huffing and puffing with exhaustion we saw the 

beautiful Atlantic Ocean below us. 

A 

A 
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4) In fact democracy is a very ancient system of government. 
5) They did not drive expensive cars nor were they particularly well-dressed. 

 
Now that you are familiar with the common grammatical errors that can be made when 
writing, you can ask yourself the following questions when editing a draft essay: 
 

1) Have I used the most effective words I know? 
2) Which words should be replaced to express my ideas more explicitly? 
3) Are my sentences too long and confusing? 
4) Which punctuation can I use to improve my sentence structure? 
5)  Have I used inverted commas to reflected quoted information?  
6)  Is my spelling correct?  
7)  Have I used verbs and tenses correctly? 
8)  Have I chosen words that clearly reflect the appropriate register?  

 
All these questions form a checklist which should help you in developing a critical eye as a 
reader to identify and eliminate weaknesses and enhance your strengths in academic essay 
writing skills. 
 

ctivity 15 
 

1) Edit the paragraph entitled TECHNOLOGY SIMPLIFIES MODERN LIFE in Activity 2 
on Page 48 of this unit. 

 
2) Now edit the revised draft essay you produced after doing Actvities1 and 3 of this unit. 

 
Once you are satisfied that this is the very best you can do in terms of what you say and how you 
say it, you are ready to write your final essay. 
 

ctivity 16 

Write the final version of your revised essay. 
 
4.  PROOFREADING 
 
Proof-reading refers to the reading of the final version of your essay to eliminate any 
typographical and grammatical errors you may have overlooked during the post-writing phase of 
the writing process. This should also include ensuring that all the supplementary information to 
the actual essay itself is submitted (e.g. draft essay, bibliography, signed declaration form).  
 

A 

A 
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Use the following guidelines to proof-read your document 

 It may be a good idea for you to set your text aside for a while (15 minutes, a day, a 
week) between writing and proofreading. Don’t proofread immediately after writing; 
some distance from the text will help you see mistakes more easily. 

 Read your text out loud. This is especially helpful for spotting run-on sentences, but 
you'll also hear problems that you may not see when reading silently.  

 Use a blank sheet of paper to cover up the lines below the one you're reading. This 
technique keeps you from skipping ahead of possible mistakes.  

 Use the search function of the computer to find mistakes you're likely to make. Search for 
"it," for instance, if you confuse "its" and "it's" for "-ing" if dangling modifiers are a 
problem; for opening parentheses or quote marks if you tend to leave out the closing 
ones.  

 If you tend to make many mistakes, check separately for each kind of error, moving from 
the most to the least important, and following whatever technique works best for you to 
identify that kind of mistake.  For instance, read through once (backwards, sentence by 
sentence) to check for fragments; read through again (forward) to be sure subjects and 
verbs agree, and again (perhaps using a computer search for "this," "it," and "they") to 
trace pronouns to antecedents.  

 End with a spelling check, using a computer spelling checker or reading backwards word 
by word. 

 Please note that a spelling checker won't catch mistakes with homonyms (e.g. "they're," 
"their," "there") or certain typos (like "he" for "the"). 
 
ctivity 17 
Proofread the final version of your essay. 

 
Here is an example of a writing exercise that was done by a student. The student had to submit  
the revised and edited version of his draft paragraph (TEXT A) as well as the final paragraph 
which was assessed by the tutor (TEXT B). He also had to submit a self-assessment of his final 
paragraph (TEXT C). 
 
NB. The only difference was that this student was instructed to write a paragraph while 
you had to write an essay. 

A 
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TEXT A:  Student’s draft paragraph 
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TEXT B: Final paragraph assessed by tutor 
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TEXT C: Student self assessment 
 

ctivity 18 
Using the assessment criteria in Appendix 2 on page 85, do a self-assessment of your final 

essay that has been proofread.  
 
5.  CONCLUSION ON THE POST-WRITING PHASE 
 

 You need to develop a critical eye as a writer and a reader. 
 It is during this phase that you need to make a concerted effort to meet the assessment 

standards as set by the department. 
 The post-writing phase emphasises that writing is a means to an end, not an end to its 

means. 
 
CONCLUSION ON THE WRITING PROCESS   
  
Upon receiving your marked essay from your tutor, you once again must become a critical 
reader. Please examine your tutor’s comments carefully. Research studies show that the majority 
of students focus on the mark and simply file the assignment for the examination revision stage 
later in the semester.  Please don’t fall into this trap. This means that your marker has looked for 
signs that you have: 
 

 demonstrated a sound knowledge of your subject 
 interpreted the topic correctly 
 identified your audience and purpose 
 expressed your viewpoint clearly and concisely 
 presented your viewpoint logically and coherently 
 provided adequate supporting details 
 ensured grammatical correctness 
 correctly acknowledged references used 

A 

TEXT C 
 
CONTENT & 
ORGANISATION 

Level 2 

LANGUAGE Level  2 

PRESENTATION Level 1 
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Your response to your tutor's comments is crucial. If you take the comments negatively or see 
them as purely destructive, you will never be able to improve. Remember that your marker has 
tried to engage with your ideas and wants you to do well (or better) in future. With this in mind 
you should make sure that you: 
 

 try to understand what the marker means 
 identify your weak points 
 identify your strong points 
 try to implement the suggestions made 
 revise the Tutorial Letters and the relevant sections of the Study Guide to see where you   

went wrong 
 check your facts in a reference source 
 review the available literature 

 
 
The following mind-map is a summary of writing as a process which should prove useful as 
a quick reference whenever you write an academic essay.   
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OVERVIEW OF THE WRITING PROCESS 
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STUDY UNIT 5 REFERENCING 
 
1.  INTRODUCTION 
 
This section will not be assessed as such in the examination. However, please apply its 
principles in assignments for this or any other module at UNISA. 
 
One of the most important aspects of an activity for academic purposes is  
 

 finding information 
 evaluating it 
 using it to support your argument 
 indicating exactly where you found the information:  

o both in the body of your answer, directly after you have mentioned the idea  
o and at the end, in a bibliography or list of references. 

 
This unit is designed to empower you to be able to do the above. Then you can handle academic 
tasks which will involve well-supported arguments. As a result you will become a graduate-in-
the-making.  
 
We trust that, at least for this and all your other modules, you will know how to find information 
and furnish complete references for any concepts that are not your own. We will be delighted 
when, one day, you graduate. The skills in this unit are a vital step towards this goal.  
 
Let’s look at these stages briefly: 
 
2.  FINDING AND USING INFORMATION 
 
The most important source is: you! Your experiences, thoughts, reflections make you unique. 
You should have confidence in the value of your ideas and reasoning. There is no need to copy 
anyone else. Your work should be your own, different from any other writer’s.  
 
However, we are not experts and all of us, especially if we are students, will need to use extra 
sources to: 
 

 find information that we don’t know,  
 confirm (or question) our ideas and  
 discover what other people are thinking. 
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Therefore, after you have noted down your own ideas, you would consult  
 

 your prescribed books  
 any recommended reading and other reading from sources such as the UNISA Library 
 reliable reference works such as dictionaries and encyclopedias 
 internet websites and other electronic material. 

 
NB: It’s usually unnecessary to quote large amounts of material. This is simply “padding”.  

 If you want to use quotations, aim at brief extracts of no more than four lines in length.  
 Provide the key points of the context if these are essential.  
 See the notes on paraphrase, summary and attribution below. 

 
We’ve mentioned the internet last. Why? Don’t we want you to use technology? Of course we 
do. However, the information on it, though it may be useful, is very uneven in quality and may 
be unreliable. We’ll provide a few ideas on establishing the value of websites below.  
 
Let’s develop the points above. 
 
Your own ideas are what count most. Believe in yourself!  

 If you use others’ ideas without acknowledging them immediately, there is only one word 
for this – THEFT.  

 This is the case even if you mention the sources in the bibliography but do not provide the 
source in brackets or in a footnote straight after the idea, in the body of your answer. 

 
The technical term for using other ideas without acknowledgement is plagiarism. It is a very 
serious offence. See the University’s disciplinary code, supplied at registration.  

 Students– this means you – may receive zero for their assignments, or could be debarred 
from the examination or even suspended, and  

 Lecturers may be fired for committing plagiarism.  
 
Therefore, always say precisely where your ideas have come from. We emphasise again: If you 
plagiarise, you are not respecting yourself and your own brain as the most useful research tool 
you have. 
 
However, part of your task as a student is to take your place in the academic community, and this 
does mean consulting, and using, the writing of experts. Are you sure that this information is 
reliable? If it comes from a well-respected writer and/or publisher, e.g. a university press, or 
website, build it into your answers in one or more of the following ways: 
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 quote briefly in the exact words of the source, weaving these into your argument; 
 paraphrase or summarise what the source has said, in fewer words; 
 attribute the idea to the source – your reader must be able to find the exact one that you 

have used. 
 
Have a look at the following examples: 
 

 Direct quote: As Nelson Mandela has observed, ‘Mass action was perilous in South 
Africa [in 1950], where it was a criminal offence for an African to strike, and where the 
rights of free speech and movement were unmercifully curtailed’ (Mandela 1994:135).  

 
o NB: The square brackets […] indicate that you have interpolated or added 

something to the original text. Notice how the quotation fits grammatically into 
the structure of the sentence. 

 
 Paraphrase: Mandela (1994:135) has pointed out that mass action was dangerous for a 

black person (in the 1950s) as he or she might be charged with committing a crime. 
Freedom of speech and movement were severely limited. 

 
 Summary: Strikes and other activities were forbidden to black people during the 1950s, as 

Mandela has commented (1994:135). 
 

 Attribution: The 1950s saw strict limits being placed on any strike action by black people 
as well as on their freedom of speech and of movement, according to Mandela 
(1994:135). 

 
The source for all these references would be the same in the bibliography. It would read: 
Mandela, N. 1994. Long walk to freedom: The autobiography of Nelson Mandela. London: 
Abacus. 
 
3. REFERENCING SYSTEMS 
 
The point of a good referencing system is that it should be 
 

 consistent 
 accurate 
 comprehensive enough for the reader to find the exact source you have used. 

 
o Numerous systems are in use. Different UNISA departments may prefer various 

methods, and you should consult the departmental style guide.  



72 
 

o Common systems are the APA (American Psychological Association; always use 
the latest edition), the Chicago Manual of Style, Harvard (in various forms), and 
MLA (Modern Language Association). All of these are revised from time to time. 

 
 At the time of writing, a good site on referencing and other academic skills is the Purdue 

University OWL (Online Writing Lab): cited in MLA style, this would read: The Purdue 
OWL. 22 November 2011. The Writing Lab and OWL at Purdue and Purdue University. 
22November 2011<http://owl.english.purdue.edu>. (Date accessed: 2013-04-29.) 

 
 See our own Department of English Studies “Web resources” page for other enriching 

sites to do with English Studies.At the time of writing, the address was 
http://www.unisa.ac.za/Default.asp?Cmd=ViewContent&ContentID=2172. You 
shouldalso be able to reach this site via www.unisa.ac.za:Home>Colleges>College of 
Human Sciences>Schools, departments, centres & institutes>School of Arts>English 
Studies 

.  
3.1 Harvard System (Author-Date System) 
 
For our purposes, in the items above referring to ex-President Mandela we have used the Harvard 
system.  
 
The main principles are: 
 
Book 

 In the body of an answer, author, date and page number, if known, are cited in brackets 
immediately after the idea is mentioned or quoted. 

 In the bibliography or list of references this item would be listed as Mandela, N. 1994. 
Long walk to freedom: The autobiography of Nelson Mandela. London: Abacus. 
 

NB: The sequence to follow strictly is Author’s surname, Author’s initial. Year of Publication. 
Title. Place (city or town, not country) of publication: Publisher. Please note the punctuation in 
this sequence.  

 
Article 
If this was an article it would still be cited in the same way within the text. In the bibliography 
your reader will need to locate the journal easily. Therefore you provide the date, volume, issue 
number if known (in brackets), and page numbers. The entry [a fictitious one] would read as 
follows: 

 Mandela, N. 1994. ‘Long walk to freedom: The autobiography of Nelson Mandela.’ 
Journal of Social Studies, 1(3):130-148.  
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NB: In the case of an article, list all the page numbers of that article at the end. Again, note the 
punctuation. 
 
3.2 Your prescribed books and study guides 
 
These have been prescribed for a reason. They generally represent the most useful and relevant 
books in the field which you are studying. Use them fully and thoughtfully, but do not accept 
their views without testing them against other sources or your own ideas. This also applies to the 
study guides themselves. Your lecturers are also human and we may well commit errors. 
 
We suggest that you refer to a study guide like this: 
 

 If there is a specific author, editor and chapter title: Levey, D. and T.S. Raditlhalo. 2013. 
‘Referencing.’ In B Janari, ed. Only Study Guide for ENN103F: xx-yy [you would use 
the exact page numbers]. Pretoria: UNISA. In the body of your essay you would say 
(Levey & Raditlhalo, 2013: [quote the exact page number]). 

 
 If just a team is mentioned (the author is collective): ENN103F Team. 2013. 

‘Referencing.’ In Only Study Guide for ENN103F: xx-yy. Pretoria: UNISA. In the body 
of your essay you would say (ENN103F, 2013: [quote the exact page number]). 

 
 If the editor is mentioned: Janari, B, ed. 2013. Only Study Guide for ENN103F. 

‘Referencing.’ In Only Study Guide for ENN103F: xx-yy. In the body of your essay you 
would say (Janari, 2013:[quote the exact page number]) 

 
 If no specific author or team is mentioned: Department of English Studies, UNISA. 2013. 

‘Referencing.’ In Only Study Guide for ENN103F: xx-yy. Pretoria: UNISA. In the body 
of your answer: (Department of English Studies, 2013: [exact page number].) 

 
 If no author, team or department is mentioned, regard UNISA as the corporate author: 

UNISA. 2013. Tutorial Letter 301 for 2013. Pretoria: UNISA. In the body of your 
answer: (UNISA, 2013: [exact page number].) 

 
3.3 Recommended reading and other sources in the Library  
 
The Library is making more and more resources available on line, including books.  
 

 Tip for finding a book: If you are physically in the Library but a book you want is not 
available, you can always browse amongst other books nearby since these will deal with 
related topics.  
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You can also do this electronically by using the catalogue on-line to show you which 
other books have similar call (shelf) numbers (i.e. they will cover similar subjects).  

 
 Tip for finding an article: Do an electronic search through information resources such as 

electronic databases which will lead you to full-text articles. These you can download 
immediately.  

 
The Library is an outstanding resource, one of the best in the continent. Please use it to the full. 
Further advice is available: 

 in myStudies@Unisa;  
 on the Library home page (look under Research support, but note that the librarians 

cannot handle requests for help by undergraduate students); and  
 on the myUnisa module site for ENN103F. 

 
4.  EVALUATING AND USING INFORMATION 
 
4.1  Reliable reference works such as dictionaries and encyclopedias: 
 
A good English dictionary is essential if you are a student. 

 It must be more comprehensive than a school dictionary, and ideally should show you the 
word or idiom being used in context (within a sentence or other statement).Then you can 
see how the word or expression operates in practice.  

 Reliable publishers of advanced learner’s dictionaries include Cambridge, Collins, 
Longman, Oxford, and Webster. A very good on-line dictionary is that by Merriam-
Webster. A site that collects 

 
 As far as encyclopedias are concerned, the Encyclopedia Britannica is one of the best 

available. Some of its articles are on-line. This brings us to the thorny question of: 
 
4.2  Web-based encyclopedias: 

 
 On the whole – and we can’t say this too strongly – these may not be reliable. Usually 

their authors are not named, and the material in the articles is not reviewed by experts.  
 At the time of writing, Wikipedia was the best-known, but we have to say that its 

contents are very uneven. There are some good articles, but also many inaccurate ones.  
 Use it as your last source if you must, but not your first. Check what it says against other 

sources. 
 
On the other hand, internet encyclopedias such as the Stanford Encyclopedia of Philosophy are 
trustworthy. We will talk about the reasons for this in a moment. 
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How does one reference an internet source?  

 Again, the principle is to give your reader enough detail to be able to locate exactly the 
same source, if it still exists.  

 Therefore, provide, in the following order and using the following formatting and 
punctuation: the author (if a person, surname first, then initial) or corporate author (if 
known). Date (if known; otherwise use the date accessed). ‘Title of the website/section of 
the website consulted.’ URL, exactly as it appears in your browser window. In brackets: 
(Date accessed :…). You may also use square brackets: [Date accessed:…] 

 
Certain websites provide a stable URL, which you should then cite.  Here is an example: 
 
Morris, W. ‘David Hume’. 2009. The Stanford Encyclopedia of Philosophy (Summer 2009 
Edition), E. N. Zalta (ed.). URL = http://plato.stanford.edu/archives/sum2009/entries/hume/> 
(Date accessed: 2009-08-15, revisited 2013-04-29.)  
 
The item indicates that a substantive revision of an earlier entry was undertaken in Summer 
2009. 
 
Why do we keep mentioning this electronic encyclopedia as a good example? 
 

 First, let us point out again that the information on the internet is frequently unedited, 
unchecked, uncontrolled. It can certainly be used, but only with great care. 

 
 Second, every reliable research tool we've mentioned so far (dictionaries, encyclopedias 

and reference works) is available on the Internet. If you have access to the Internet, you 
can simply type in your search query in the search window provided by your service 
provider or your search engine of choice.  

 
 However, we repeat that while the Internet contains huge amounts of information, not all 

of it is reliable. This applies especially to popular and apparently reliable sources such as 
Wikipedia.  

 
 We insist that if you use Wikipedia you should employ it only as one of your sources of 

reference: cross-check the information with a number of other sources. Never simply 
copy and paste details from any source, as this constitutes plagiarism. Be aware that it is 
very easy these days to detect plagiarism from the Web. Powerful software is 
available for lecturers to use in this unfortunately necessary task. 
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4.3  Establishing the reliability of Web pages 
 
There are a number of ways of establishing the reliability of Web pages. At the time of writing 
this guide, two good sources were: 
 

 The website of the Sheridan Libraries at Johns Hopkins University 
(http://guides.library.jhu.edu/evaluatinginformation(Accessed 2009-06-04; revisited 
2013-04-29) which contains a document entitled ‘Evaluating information on the internet’ 
dated 1996 and authored by Elizabeth E Kirk, a librarian there. See below as to why these 
details are important. 

 
 The University of California, Berkeley Library 

(http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/Evaluate.html (Accessed 
2009-06-04, revisited 2013-04-29). 

 
These are academic libraries linked to two of the best universities in the United States. 
 
Kirk (1996) makes the point that: 
 

The World Wide Web offers information and data from all over the world. Because so 
much information is available, and because that information can appear to be fairly 
“anonymous”, it is necessary to develop skills to evaluate what you find. When you use a 
research or academic library, the books, journals and other resources have already been 
evaluated by scholars, publishers and librarians. Every resource you find has been 
evaluated in one way or another before you ever see it. When you are using the World 
Wide Web, none of this applies. There are no filters. Because anyone can write a Web 
page, documents of the widest range of quality, written by authors of the widest range of 
authority, are available on an even playing field. Excellent resources reside alongside the 
most dubious. The Internet epitomizes the concept of Caveat lector: Let the reader 
beware. 

 
So, what should one take note of?  
 
Kirk (1996) emphasizes the following issues. Most of these also apply to printed sources. We 
have summarized and added to her advice by comments from the University of California, 
Berkeley, Library site (2009) and our own observations: 
 

 Authorship:  
o If an individual, is the person identifiable?  
o Is she or he well-known and well-regarded?  
o If not, is he/she mentioned positively by other sources which are reliable? 
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o Can you trace or make contact with the person and / or find out other 

information?  
o An email address by itself is not sufficient to establish identity.  

 
 Publishing body:  

o Who is responsible for the content?  
o Is it opinion presented as fact, even if it sounds objective? Be careful about 

anything that is obviously emotional. Even if this is not the case, be aware that 
there might be a hidden motive of some sort.  

o Look at the URL.  
 Is the server a commercial ISP or other host of a web page, such as 

aol.com? The site’s owners may be wanting to sell goods or services or 
push a particular viewpoint. 

 Is the source a university (URL containing .edu or .ac)? This might be 
more reliable than that of another organization. However, not all 
university websites, especially personal ones, are checked by the 
institutions concerned.  

o Is the source a government (.gov), which will undoubtedly present the best 
possible view of itself?  

o Or is the source an organization (.org), and if so, is it a responsible professional 
body such as an association of lawyers, educators or medical personnel?  

o Is it contactable and does it willingly provide details about itself?  
o It might be a business (.com or .co).In this case it is probably trying to sell 

something.  
 

 Point of view or bias:  
o Any writer has a particular purpose in presenting information. 
o Thisis rarely selected neutrally. The purpose is often to persuade a reader to buy a 

product or service, or adopt a particular philosophical / religious / political / or 
other point of view.  

o If the source seems to be an academic document, does it refer to previous theories, 
stating its point of departure and purpose?  

o Does it mention opposing or different viewpoints?  
o If it is arguing a new approach, does it refer to both the possible advantages and 

disadvantages? 
 

 References to other sources:  
o Are there citations of reliable sources in the text, immediately after a particular 

point is made? 
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o At the end, is there a complete and recent list of references or bibliography, with 
full details of place, publisher and date?  

o Are these relevant to the subject-matter?  
o If there are hyperlinks, do they contain different points of view? Check these 

references! Do they exist?  
o If there are quotations, are they accurate, or have they been altered? 

 
 Verifiability: this depends partly on the above factors but also on a clear explanation of 

the aims and methods of the source, 
 

 Is the site current (updated regularly, containing recent information, providing the exact 
dates to which data refer or on which they were created)? 

 
 How to identify propaganda, misinformation and disinformation:  

o For this and the next point, you could make use of alexa.com, a site which should 
provide further information (such as traffic details, related links, 
contact/ownership) about the site you are investigating. Alexa.com itself has been 
criticized for being biased, so use the following sources as well.  

o Certain directories such as Librarians’ Internet Index, Infomine.ucr.edu, or 
About.com will help you to evaluate a site’s contents. 

o A search engine will give you the most recent information about these and other 
sites. 

  
 How to determine authorship, publishing body and currency. The hints above are 

designed to help you here. 
 
Because the Internet is such a vast database, it's important to select the correct keywords so that 
you don't get thousands of irrelevant search results.  

 As Kirk (1996) points out, the results at the top of the page are not necessarily what you 
want. One should know how the search engine decides the order in which it returns the 
information requested. Some advertisers pay search engines for ranking their sites first.  

 Furthermore, search engines are not like library databases, which are compiled 
evaluatively and may well contain more permanent and reliable information. Internet 
engines return results indiscriminately. Check in your dictionary to see what this word 
means if you are not sure! 

 
Therefore,  

 filter what you find on the Internet; 
 question everything and never use information that you cannot verify from other, 

trustworthy sources; 
 remember that the Library’s information resources are usually the best place to begin. 
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CONCLUSION 
 
This is actually not the end, but just the beginning, of your career as an actively-involved 
student:  
 

 according meaning to, and deriving meaning from, your own studies  
 using your own enormous resources to sift and analyse other sources  
 employing them wisely to arrive at answers that will satisfy not only your lecturers but 

also, and more importantly, yourself, so that 
 you can take your place as a proud Unisa student who is 
 able to contribute to your own society and community. 
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ctivity 
 

1. Your first task is to list four reasons why we regard the Stanford Encyclopedia of 
Philosophy website as a reliable source.  

2. Now, compare this English for Academic Purposes module with at least three others, in 
this country or elsewhere. 
 Look for any books in the Library catalogue with the title “English for Academic 

Purposes”, either physical or electronic versions. 
 Use the Library’s information resources to establish whether there are articles on the 

topic “English for Academic Purposes” available electronically from one of the 
subject databases, such as Academic File Premier.  

 If they are available in this form, you can download them. 
 Or there may be book chapters on this subject. They may be available electronically.  
 Where else is this subject offered, and what is the curriculum?  

 On Google, Google Scholar or another search engine type in the exact title 
English for Academic Purposes as a phrase, enclosing it in “…”.  

 To ensure that only items dealing with the curriculum are found, require the 
engine to look for “curriculum” as well by adding +curriculum.  

 Your entire search term will then look like this: “English for Academic 
Purposes” +curriculum. This will collect the references to this topic that are 
available in electronic form.  

 Compare at least three curricula with that in ENN103F. Make a table in which you 
list similarities and differences: 
 
SIMILARITIES DIFFERENCES  
  
  
  
 

3. Finally, do an exercise on the subject “English usage for academic writing” and the 
reliability of websites.  
 Use the Library catalogue to establish which sources, accessible through the Library, 

also discuss this topic in their titles. Try an exact title search, using the whole phrase, 
and a keyword search, using “English” AND “usage” AND “academic” AND 
“writing”. You will quickly notice how often the concept is considered, and how 
recently. This is important to know. 

 Secondly, establish the reliability of websites using this phrase. 
o On a search engine, type in just the phrase “English usage for academic 

writing”, using quotation marks. You will receive thousands of hits.  
o Look at the first few (they may be paid for by advertisers) and check the 

A 
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URLs along the lines suggested above. Do the same for the first 20. Who is 
talking about this subject, and why? Which sites appear to be most 
authoritative, such as academic sites or reputable publishers’ sites?  

o Take especial note of the Wikipedia or other electronic encyclopedia entry for 
this topic. Evaluate its apparent reliability as regards completeness, sources 
used, fullness of citations, and so forth. Check a few of these. Do a 
comparison with any other electronic encyclopedias you may come across, 
especially reliable ones. 

o Write a brief note on each site, giving your reasons for regarding it as reliable, 
or not. 

o List each site in your bibliography, using the citation styles given above. 
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APPENDIX 1  MARKING CODE 
 
Now that you have seen what the most common errors are, it is time to introduce you to the 
marking code that is used when your assignments are marked. 
 
In this department, we believe that it is lots of writing, not lots of marking, that improves your 
English. Consequently, we mark only limited sections of your written assignment. Your tutors 
used the marking code given in this appendix when they mark your assignment. Please study it 
very carefully so that you understand what the symbols mean. 
 
Symbol Error Explanation 
 
abb Abbreviation - Do not use abbreviations, or contractions (such as 'can't,' 'don't,' 'etc.') in 

formal writing (eg a written assignment). 
 
agr (s/v) Agreement error - Your verb does not agree with your subject in number. Check    

whether your subject is singular or plural. 
 
 A plural subject takes a plural verb: The students read the book. 

A singular subject takes a singular verb: The student reads the book. 
 
amb Ambiguity - Your statement could have two meanings. Rephrase. 
 
ap Apostrophe error - An apostrophe is a comma that hangs above the line. 
 

 The boy's hands are dirty. 
 An apostrophe is used to indicate possession. 
 Mandela's leadership (the leadership of Mandela). 
 The boys' privileges (the privileges of the boys). 
 An apostrophe is used to indicate when letters are left out. 
 We'll (we will) 
 Can't (can not) 
 I've (I have) 
 It's (it is) 

 Contractions such as these are unacceptable in formal writing. 
 
 NB: 'its' (without an apostrophe) is the possessive form. The dog chewed its bone. 
 
arg  Argument - Your argument/explanation is not methodical/coherent/relevant. A clear and 

logical line of thought needs to emerge. 
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art Article error - You have used 'a' instead of 'the,' or 'the' instead of 'a,' or you have  
omitted to use 'a' or 'the' where you should have. Alternatively, you have used 'a' or 'the' 
with a word that should not have an article 

 
awk Awkward phrasing - Your sentence sounds awkward and clumsy. You need to revise 

word choice and word order. 
 
cap Capital letter - The word should begin with a capital letter, either because it starts off a 

sentence, or because it is a proper noun. 
 
c/s Comma splice - You have joined two ideas (i.e. two separate sentences) without using a 

connecting word or proper punctuation. Either add a connecting word, or change the 
comma to a semi-colon, or break the comma-spliced sentence into two separate 
sentences. 

 
exp Expression faulty - Your sentence is difficult to understand because of errors too   

numerous to list. 
 
frag Fragmentary sentence - Your sentence does not have a verb, and therefore is only a   

fragment of a sentence. 
 
inc Incomplete sentence - You have left out part of the sentence. 
 
irr Irrelevant - What you have said has nothing to do with the topic. 
 
L?/ill Logic faulty/illogical - Illogical, or your writing does not make sense here. 
 
N.P. New Paragraph - You have started discussing a new idea. You need a new paragraph. 
 
Para Paragraph structure - A paragraph consists of a main idea (usually expressed in a topic           

sentence) and several supporting sentences which explain the main idea, or give 
examples and/or details concerning the main idea. Single-sentence paragraphs are not 
acceptable because a single sentence cannot develop or expand the main idea. 

 
            Your paragraph is too long and needs to be divided where appropriate. 
 
p Punctuation - You have misused a punctuation mark, or omitted one where it was   

necessary. 
 
sp Spelling - You have misspelt a word. Try to get into the habit of using a dictionary   
            consistently. 



84 
 

 
T Tense error -  Your verb is in the wrong tense. 
 

Note: Use the present and related tenses when discussing a literary work --- e.g.                      
"Bosman's humour has a strong South African flavour." 

 
"In her short stories Nadine Gordimer touches on issues ..." 

 
voc/ Vocabulary error/ - You have used the wrong word or you could have used a           

wrong word better one. (Look up the word you have used in the dictionary. You will find 
that its meaning is either not correct or not appropriate in your sentence.) 

 
wdy Wordiness - You have used too many words to say something which could be said far   

more simply and concisely. 
 
WO Word Order incorrect - The words in your sentence are in the wrong place. Your 

marker will have used arrows to indicate where the word(s) should go. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



85 
 

APPENDIX 2:    ASSESSMENT CRITERIA FOR ESSAYS 
 
 

LEVE
L 

RANGE CONTENT &  
STRUCTURE 
 

LANGUAGE PRESENTATION OVERALL 
COMMENT 

     1 75% -
100% 

Irrefutable evidence of 
sound 
interpretation and 
knowledge of topic 
Logical & excellent 
development of ideas 
Well researched with 
accurate referencing 
skills 
Insightful and original 
Highly selective 
supporting details 
Captivating introduction 
& highly convincing 
conclusion 
 
 

Excellent command 
of grammatical 
structures 
Skilful/sophisticated use 
of diction and linking 
devices to illustrate 
coherence, purpose and 
register 
Mastery of conventions 
Near perfect discourse 

Outstanding 
Painstakingly done 
Exceptionally neat and 
legible 
Clearly defined 
paragraphs breaks 
Bibliography 
meticulously listed    

Excellent - 
Outstanding 

    2 66% - 
74% 

Sound understanding 
and knowledge of topic 
Convincing presentation 
of topic 
Concerted effort at 
originality 
Relevant supporting 
details 
 
 
 
 
 

Very good command of 
grammatical structures 
Wide range of 
vocabulary, linking 
devices and sentence 
structures 
Sound discourse  
Meaning seldom 
hindered by 
grammatical errors 
 
 

Well structured essay 
Clearly defined 
paragraphs 
Neat & legible 
Complete & correctly 
listed bibliography 
 
 

Good –Very 
Good 

3 50% - 
65% 

Some understanding 
and knowledge of topic 
Some evidence of 
supporting details  

Occasional flawed 
sentences punctuation & 
spelling errors 
Effective use of simple 

Reasonably good 
presentation 
A few poorly 
structured 

Satisfactory-
Good 
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Reasonable 
development of 
information 
A few lapses in content  
Sometimes choppy and 
loosely presented ideas 
Inadequate/incomplete 
sequencing of ideas 
Adequate introduction 
& conclusion 

sentence constructions 
 
 

paragraph breaks 
Legible with some 
typing errors 
Complete bibliography 
but incorrectly listed 
 
 
 

4 30%-
49% 

Satisfactory handling of 
topic some irrelevant & 
repeated information 
Mundane handling of 
topic 
Flawed by 
generalizations & 
inadequate supporting 
detail 
Ineffective 
introduction/conclusion  

Limited vocabulary, 
sentence variety. 
Inadequate use of 
appropriate linking 
devices. 
Poor punctuation & 
sentence construction 
Obscured/confused 
meaning  
 

Inconsistently defined 
paragraphs 
Need for more clearly 
defined paragraphs  
Bibliography 
incomplete & 
incorrectly listed 
 
 

Fair 

5 0%-29% Very little evidence to 
no understanding & 
knowledge of topic 
Very little 
understanding of essay 
writing skills  
Fragmented/disjointed/
muddled ideas 
Lack of preparatory 
reading of study 
material/textbooks  
Too little information 
 

Poor command of 
vocabulary,  sentence 
structure & punctuation 
No knowledge of 
grammar structures 

Cluttered presentation  
Illegible handwriting/ 
poorly typed 
No bibliography  
 

Very Poor - 
Poor 
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APPENDIX 3     ANSWERS TO ACTIVITIES IN UNIT 4 
 

ctivity 4 
  

1. prove, beaten 
2. live, brought 
3. there, quoting, plagiarism 
4. cease, writing 
5. embarrassed, referred 
6. occurred, accommodation 
7. supportive, career 
8. commitment, necessary 
9. Tomorrow, appointment, professor 
10. thief , height, priest 
11. weight, piece 
12. government, parliament 
 

ctivity 5 
 

1. taught, access 
2. do, effects 
3. fewer, less (N.B. Use "fewer" with countable nouns and "less" with non-countable nouns) 
4. too, too, very 
 

ctivity 6 
 

1. I have a driver's license. 
2. I passed my learner's in 1985. 
3. Medication can cause side effects. 
4. Home owners can borrow money against their homes. 
5. Soothsayers have the ability to predict the future. OR Soothsayers can predict the future. 
6. If Germany had won the war, Europe would be a very different place today. 
7. If you follow this diet, you will lose weight. 
8. Drought made the crops die. 
9. How does one make children do their homework? 
10. He suggested selling the house. 
 
 
 

A 

A 

A 
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ctivity 7 
 

1. The accident happened yesterday. 
2. I have been registered at Unisa since 2000. 
3. The train has not been on time lately. 
4. You sing well. 
5. Please speak louder. 
 

ctivity 8 
 

1. The unruly behaviour of the three students was criticised. 
2. These goods have been illegally imported and have been impounded by customs. 
3. This type of student is not welcome. 
4. One of the accused is a fifteen-year-old boy. 
5. Various factors are responsible for the price increase. 
6. A son likes to live close to his mother. 
 

ctivity 9 
 

1. We need to invent a machine that will do this job. OR We need to invent machinery that 
will do this job. 

2. I have enrolled at university in order to get knowledge. 
3. I need some pieces of papers to write on. OR  I need some paper to write on. 
4. I don't like these weight-loss advertisements. OR I don't like weight-loss advertising. 
5. When you get married, you need new furniture and kitchen equipment. 
6. I'm waiting to get news about a scholarship. 
7. As a librarian, he dealt with lots of information. 
8. Please don't give us too much homework. 
9. I want to do research into the effect of radio and television on teenagers. 
10. Punctuation helps get your meaning across. 
 

ctivity 10 
 

1. I've brought the book I promised you. 
2. Financial problems often ruin happy relationships. 
3. The emotional life of animals has not been thoroughly researched. 
4. Do you have a pencil I could borrow? 
5. Children need love and care. 
 

A 

A 

A 

A 
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ctivity 11 
 

1. According to our records, you live in Nelspruit. 
2. Are you acquainted with this material? 
3. He is addicted to heroin. 
4. As there were only three points we could agree on, the meeting grew quite heated. 
5. Did you agree to her request for a raise? 
6. Bear with me for a moment while I explain. 
7. Do you believe in ghosts? 
8. We have booked in at the hotel. 
9. Some of the original committee members broke away and formed their own groups. 
10. She broke down and wept. 
11. Someone tried to break into the house. 
12. His disregard for danger brought about his death. 
13. Their new business is bringing in thousands of rands. 
14. I've built my hopes on passing this course. 
15. The flames have burnt out now and the firemen have left. 
16. Let's call off the party if you don't feel well. 
17. The chairman called on the members to settle their dispute. 
18. He is staying home to catch up on his work. 
19. The boss decided to check up on staff who said they were sick. 
20. When the rand depreciated, her business had to close down. 
21. What are the causes of depression? 
22. We have vocational guidance counsellors who can advise you on career choices. 
23. At university, you need to become an independent thinker. 
24. Selfish people only think about themselves. 
25. It is difficult to cope with the stresses of motherhood. 
 

ctivity 12 
 

1. Do you know how dangerous smoking is for your health? 
2. We need a health system which is efficient, accountable and accessible. 
3. Reading is vitally important at university. 
4. Generally, your argument is logical. 
5. Studying English might lead to a loss of one's original identity and culture. 
 
 
 
 

A 

A 
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ctivity 13 
 

1. We went to get takeaways from Jimmy's cafe. 
2. I got two A's in Matric. 
3. These are hers and those are Richard's. 
4. The poem's imagery is all related to ships and sailing. 
5. The cat won't eat its food. 
6. I don't go out when it's raining. 
7. Keats' poem has been studied to death. 
8. Jenny has filled in 300 students' marks. 
9. Drop this off at the Morrisons' house. 
10. You could've died. 
 

ctivity 14 
 

1. Because we had not seen her for ten years, my aunt's visit was greatly anticipated. 
2. Sarah, a gifted ballet teacher, liked entering her young students in Eisteddfods. 
3. As we came to the top of the hill, huffing and puffing with exhaustion, we saw the 

beautiful Atlantic Ocean below us. 
4. In fact, democracy is a very ancient system of government. 
5. They did not drive expensive cars, nor were they particularly well-dressed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A 

A 


