1. Introduction

Academic work is a process of engaging with existing knowledge to create new insights. This process is
governed by a set of principles designed to ensure clarity, transparency, and honesty. This guide provides a
comprehensive overview of the essential skills and ethical rules that form the foundation of scholarly research
and communication. Mastering academic writing, reading, and referencing is fundamental to participating
credibly in any academic conversation and upholding the integrity of the research community.

2. Academic Writing Rules

Academic writing is a formal style of expression used in scholarly publications. Its primary goal is to
communicate complex ideas and research findings clearly and precisely to a specific audience.
a- A .
e  Objectivity and Formality: Writing should be impartial and impersonal. Avoid using emotional
language, slang, or conversational phrases. Arguments should be based on evidence and logical ™5
reasoning, not personal opinion. It is standard practice to use the third-person perspective (e.g., "The U’
research indicates...") although the first-person (e.g., "I argue that...") is now accepted in many
disciplines. A

Clarity and Precision: Use specific, unambiguous language. Define key terms, especially if they

-~ are specialized or used in a particular way. Every sentence should contribute directly to the main ‘} .
argument, avoiding unnecessary words and convoluted structures. n

e Evidence-Based Arguments: Every claim or assertion must be supported by credible evidence. This
evidence is drawn from existing scholarly literature, experimental data, or other reliable sources, and it 2 -
must be properly cited.

e Logical Structure: Academic texts are highly structured. A typical research paper includes an

introduction (stating the problem and thesis), a body (presenting methods, results, and discussion),

and a conclusion (summarizing findings and implications). Paragraphs should be coherent, each

focusing on a single main point introduced by a topic sentence.

3. Academic Reading Skills

Academic reading is an active, critical process, not a passive one. The goal is to understand, question, and

1.

e Skimming and Scanning: Before reading in-depth, skim the text to get a general overview of its

evaluate a text, rather than simply absorbing information.

topic and structure. Read the abstract, introduction, section headings, and conclusion. Scan the text for
1‘ keywords or specific data points to determine its relevance to your research. - 1
Active Reading: Engage directly with the material. This involves highlighting key arguments, <
—taking notes, arrév'vriting questions or comments in the margins. [[HEIOBJECHVE is to identify the A
author's main thesis, the evidence used to support it, and the structure of the argument. 2
e Critical Evaluation: Reading criticallyﬂr'neanS questioning the text! Assess the author's argument for 1
strengths and weaknesses. Consider the quality of the evidence provided. Identify any underlying
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assumptions, biases, or limitations in the research. Compare the author's claims with those of other
scholars in the field.

e Synthesizing Information: This skill involves connecting ideas from multiple sources. By
identifying common themes, points of disagreement, and gaps in the literature across different texts,
you can build a comprehensive understanding of a topic and position your own work within the
existing scholarly conversation.

4. Referencing Systems in Scientific Papers

A referencing system is a standardized method for acknowledging the sources of information and ideas used in
a text. [SIPUEPOSE is to give credit to other authors, allow readers to locate the original sources, and

demonstrate the depth of your research. N —
T .

e e
AP APy CROIOEiCAlASSORAEOME A n author-date system widely used in the social

sciences, education, and psychology. It involves a brief in-text citation (e.g., Smith, 2021) and a
detailed "References" list at the end of the paper.

VA VICaer AN E S CPASSOCEtOn An author-page system common in the humanities. In-text
citations include the author's last name and the page number (e.g., Smith 42), corresponding to a
"Works Cited" page.

P CHCAEOIVIARUANGHSHI: Offcrs two systems. The "Notes and Bibliography" system is popular in
the humanities and uses footnotes or endnotes. The "Author-Date" system is similar to APA and is
used in the sciences.

PVERCOIVERSHIRE A numeric system used primarily in medicine and the health sciences. Sources are
numbered sequentially in the text, and a numbered reference list provides full details.

Each system has specific rules for formatting in-text citations and the final reference list, covering various
source types like journal articles, books, and websites. Consistency in applying a chosen style is critical.

S. How to Paraphrase and Avoid Plagiarism

Plagiarism is the act of presenting another person's words, ideas, data, or creative work as one's own without
proper acknowledgment. It is a serious breach of academic integrity. Paraphrasing is a key skill for avoiding
it.

e Quoting: Using the source's exact words. The text must be enclosed in quotation marks and
followed by a citation that includes the page number. Quotes should be used sparingly, only when the
original phrasing is particularly powerful or precise.

e Summarizing: Condensing the main argument of an entire article or book into a brief overview in
your own words. A summary still requires a citation to the original source.

e Paraphrasing: Restating a specific idea or passage from a source in your own words and sentence
structure. An effective paraphrase conveys the original meaning accurately but is not just a cosmetic



change of a few words (this is known as "PAtCRWEIGING ' and is considered plagiarism). A proper
paraphrase must always be cited.

Read the original passage until you fully understand its meaning.

Cover the passage or look away from it.

Write down the idea in your own words and with your own sentence structure.

Check your version against the original to ensure you have accurately conveyed the meaning and have

e =

not duplicated the phrasing or structure.
5. Add an in-text citation.

6. Copyright, Citations, and Academic Integrity

These three concepts are closely related and form the ethical framework of scholarship.
1 1

e Academic Integrity: This is the moral code of academia, based on the values of honesty, trust,
fairness, and responsibility. It involves conducting research and presenting findings in a transparent ?
and truthful manner. Avoiding plagiarism, falsifying data, and cheating are core components of
academic integrity. (2

e Copyright Law: This is a legal framework that grants the creator of an original work (e.g., a book,
article, or image) exclusive rights to its use and distribution. Using substantial portions of copyrighted
material without permission can be a legal violation.

e Fair Use / Fair Dealing: This is a provision in copyright law that allows for the limited use of
copyrighted material without permission for purposes such as criticism, commentary, teaching, and
research. However, the application of fair use depends on several factors, including the amount and
nature of the work used.

The relationship: While BBPJREHI is a legal issue, citation is an ethical one. Even if using a small quote or a

paraphrased idea is permitted under [iTScH HCAUCIIICHIICENEY 21ways requires you to cite the source.
Proper citation respects the intellectual property of the original author and upholds the principles of academic

honesty.

Paraphrasing (ising APA style for citation).

e Original Text: "The rapid proliferation of digital technologies has fundamentally transformed the
mechanisms of social interaction, enabling new forms of communication that transcend traditional
geographical boundaries."

FICOrTeCtPACRWRGNZIBIABEARISH)E The fast spread of digital tools has basically changed the
methods of social interaction, allowing new ways of communication that go beyond geographical
limits. (This only substitutes words and is plagiarism).


Highlight


P COrreCHBATAPREASes M odern digital tools have removed geographical barriers to communication,
creating a profound shift in how people interact with one another (Author, Year).

Objectivity

PICOrreCtSUBEEHveI T he author's ridiculous argument is obviously wrong and fails to consider the
most important factors.

_: The author's argument does not account for several key
variables, such as socioeconomic status and educational background, which other studies have shown
to be influential (Citation 1; Citation 2).

APA 7th Edition Citation

e Incorrect In-Text Citation: (Brown said in his 2020 article that...)

e Correct In-Text Citation: Brown (2020) stated that... OR ...is a significant factor (Brown, 2020).

e Incorrect Reference List Entry: T. Brown. The Study of Birds. 2020. Journal of Ornithology.

e Correct Reference List Entry: Brown, T. (2020). The study of birds. Journal of Ornithology, 15(2),
112—-125. https://doi.org/Xxxxxxx

8. Final Summary

The principles of academic research provide a standardized framework for creating and sharing knowledge
with integrity. Effective academic writing is clear, objective, and evidence-based. Critical academic reading
involves actively questioning and evaluating texts to synthesize information. Proper referencing and an ethical
approach to paraphrasing are non-negotiable requirements for avoiding plagiarism and giving credit to the
work of others. Together, these skills ensure that scholarly communication is transparent, reliable, and builds
constructively on the foundation of existing research.

Would you like me to elaborate on a specific referencing system, such as APA or Chicago, or practice a
paraphrasing technique?


https://doi.org/xxxxxxx
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