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Welcome to the guide

This guide aims to answer your questions about writing essays, projects, assignments, reports, dissertations – indeed any written work – in the Applied Social Studies programme at the Institute of Technology, Sligo. This is the fourth edition of the guide, and I welcome any suggestions for improvements and development.

At third level you will find that expectations in relation to written work may well be very different to those you might have encountered at school or in the workplace. What you thought was a ‘good essay’ for your Leaving Cert., or a ‘good report’ for your employer may well fail to meet the expectations of your Institute of Technology lecturers. This doesn’t mean that you are not a good student (you are, or you wouldn’t be doing Social Studies!), but that you have yet to master the ‘discourse’ of the field. 

In other words, tertiary study in general, and the social sciences in particular, has its own specific language, just as engineering, or sports journalism, or advertising, all have their own special ways of organising and presenting information. It is hoped that this guide will help you to feel more confident and capable in the discourse of social studies.

There are other expectations that lecturers have of Social Studies students. One of the things we really want you to do is to develop the skills and abilities to find things out for yourself. Written work in Social Studies often involves quite a bit of research. We expect you to make use of whatever resources you can: libraries; the Internet; lecture notes; conversations with people in the industry; your own placement experiences; your lecturers; newspapers and other media; other students’ work. And because the issues that we deal with in Social Studies are often controversial and difficult, we expect you to examine different points of view, to engage in debate and argument, above all to think for yourself!

Writing can often be a solitary experience: where you struggle on your own, with only coffee and CD player for company. But it is something that is worth talking about, discussing, even celebrating! So do make the effort to talk about your written work with your colleagues, your family and friends, and your lecturers. All these people can be a valuable resource, and will provide an excellent sounding board for your ideas and arguments, frustrations and insights. 

Above all, try to enjoy your writing: it can be your way to communicate with yourself, with your professional colleagues, and with the wider world of practice and learning. It is part of what you are and are becoming. 
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What am I being asked to do?

The crucial first step in any writing you do for Social Studies is to be crystal clear about what you are being asked to do. There are four questions to ask here:

· what is the purpose of this piece of writing?

· what is the expected content?

· how should the writing be structured?

· what sort of style should I use?

Let’s look at some examples of different sorts of writing:

Some examples

Here is an extract from a personal letter
What do you think is the purpose of this letter?

	

	

	


How would you describe its content – in other words what information is being conveyed?

	

	

	


How is the letter structured (eg is it rambling, logical. ..)?

	

	

	


What might you say about the letter’s style (formal, informal)?

	

	

	


Here is a second piece of writing: this time from the world of advertising
Again, try to answer the same brief questions:

What do you think is the purpose of this ad?

	

	

	


How would you describe the ad’s content – in other words what information is being conveyed?

	

	

	


How is the ad structured?

	

	

	


What might you say about the ad’s style?

	

	

	


Finally, apply the questions to this example of ‘academic’ writing:

[from Cullen, B. (1994) A programme in the making. Dublin: Combat Poverty Agency. p26]

What do you think is the purpose of this extract?

	

	

	


How would you describe its content – in other words what information is being conveyed?

	

	

	


How is the extract structured?

	

	

	


What might you say about the extract’s style?

	

	

	


Basically, all writing tasks ask you to communicate in a certain way. You are being asked to find some information, to structure it in a particular fashion, and to present it in a particular style. If you can clearly work out what is expected of you, you are well on the way to success in writing for Social Studies.

Easy to say, but it’s at this initial stage that many pieces of writing can go seriously and tragically wrong! And if you misinterpret what is expected of you, no amount of hard work can guarantee a good mark. If you were writing a love letter, but wrote it like a Garda report, you would seriously offend the object of your affections. And if you write a Psychology essay in the style of a Leaving Cert. English composition, you risk irritating your lecturer, and losing marks. Because the two sorts of writing have a very different purpose, content, structure and style.

Purpose

A good first step is to look at the task you have been given and to underline the key words: your instructions about how and what to write. In other words these are the terms that describe the purpose of the piece.

Here are some sample assignments: underline the terms that are telling you about the purpose of the communication:

· ‘Outline the key functions of the European Commission’.

· ‘There has been much concern recently about the growth in youth suicide in the western world. Discuss the main arguments put forward by psychologists for this development’.

· ‘Describe the main work hazards you might confront in a typical residential unit’.

· ‘Compare the services available to homeless people in Dublin and Sligo’.
If you underlined the following terms you are on the right track: 
‘outline’; ‘discuss’, ‘describe’, ‘compare’.

There are many instructional terms that will crop up in the various writing tasks that you will be given during your Social Studies course. Some of the most common ones are listed overleaf:

	Term
	This means

	analyse
	break up into parts to discover the nature, function, relationships &c

	appraise
evaluate
	determine the value of in relation to a set of criteria developed by yourself or drawn from elsewhere

	assess
	weigh up, judge

	comment
	make critical observations about, not necessarily conclusive

	compare
	note similarities and differences between two entities

	contrast
	set two entities in opposition to reveal the differences between them

	criticise
critically assess
	make an informed judgement, supported with evidence, about the merit of theories and opinions

	define
	clarify, set down the precise meaning of

	describe
	give a written account of, without analysis or interpretation

	discuss
	investigate or examine in detail through argument, looking at both sides, supporting the views with evidence

	examine
	investigate, discuss

	explain
	make plain, make known in detail. More than a description, focuses on the ‘why’ and the ‘how’

	illustrate
	use a figure, diagram or example to make clear

	indicate
	point out, show

	interpret
	explore the meaning of, make clear and explicit

	judge
	give your opinion of, based on evidence

	justify
	give reasons for, show to be true or reasonable

	list
	give an itemised series or tabulation, concisely


	outline
	give an organised description or account, indicating mean features/principles, but omitting in-depth discussion or minor details

	prove
	confirm or verify, establish with certainty through logic or evidence

	refute
	opposite of prove

	review
	make a survey of, from a critical  perspective, systematically address the key issues

	state
	express main points in clear form, omit minor details

	summarise
	give a concise account of the main points, omit minor details or examples

	trace
	give the development, process or history of something, in stages over time


Content

Now go back to the assignment topics and underline the words that tell you what sort of content the lecturer is expecting.

If you underlined terms like ‘European Commission’, ‘youth suicide’, ‘work hazards’, ‘services available for homeless people’ – then you are right. You can find out more about the expected content by reflecting on your own knowledge, using a dictionary, or asking your lecturer. Be clear exactly what information you are being asked to provide. It would be a disaster if by mistake you ended up writing an essay on the European Parliament instead of the European Commission!

Finally, some people find it useful to restate the task in their own words. For example they might rephrase the second of our sample topics as:

What are the main arguments that psychologists have used to explain why youth suicide has been increasing in the west, and how well do these arguments stand up in relation to the evidence?

But if restating the question in your own words, be very careful not to stray from what you are being asked to do. It is a good idea to run your (re-)interpretation of the question past your lecturer before settling down to your research and writing.

We will come to the questions of structure and style a bit later on in the Guide. But before then, we need to look at a question that nearly all students ask, especially when in their early days of tertiary study. 

What is expected of me?

When you are writing at third level for the first time, or even when you have been at it for quite a while, it is often difficult to know how to pitch your material, how much reading you have to do, how deeply you need to go into the topic, and so on.

Some students (not you of course!) try to get away with what they think is the minimum to pass. Sometimes this works; other times they misjudge the case, and end up with a fail!

Again, the best way to find out what is expected of you is to ask - your lecturers, and other students. A short chat along these lines might save you a lot of time and angst later on.

Generally when lecturers are marking work, they are looking for five key things:

1. relevance and closeness to the topic

have you actually addressed the question and the issues involved?

2. evidence of appropriate reading and research

have you selected appropriate facts, information and ideas from a wide variety of sources: preferably reliable and reputable ones? Have you developed your own ideas on the topic in relation to what you have read? 

3. demonstration of necessary skills

have you interpreted or contrasted or written a report on or whatever it is that you have been asked to do? Often lecturers are looking for you to develop specific skills: that is why they have asked you to do certain things. Make sure you are doing what your lecturer wants you to do, not just what you want to do!

4. organisation and structure 

is your material put together in a logical sequence? Have you made good use of paragraphs, with links from one paragraph to the next? Have you covered the necessary material but at the same time avoided waffle, repetition and ‘padding’? Have you produced an identifiable ‘argument’ that can hold your essay together, or is just a jumble of not-very-well-related ‘bits’? 

5. originality and flair

this is the hardest thing to achieve and some people (including lecturers!) never get there: have you produced something that is new and interesting, or have you just recycled stale old ideas and materials from somewhere else? This doesn’t mean that you need to go wildly out on a limb, unsupported by anything else; what it does mean is that you can sometimes give a new twist to existing information, or make a connection that no-one has thought of before. If you can make the reader stop and think in the middle of reading your work, you will have achieved greatness (or be well on the way anyway)!

That’s it in theory. In practice, the best way to find out what is expected is experience. The more you write, the better idea you will get of what lecturers want and enjoy.

Be aware, though, that different areas of study, or disciplines as they are called, may embody different expectations and styles of expression. As was mentioned in the introduction to this guide, each discipline has its own discourse. In other words, the sort of work that you do for a Politics essay might be very different to what is expected for an Economics assignment.

A good way to find out what’s expected is to ask your lecturer, and previous students of the subject you are doing. It is also very useful to talk to your colleagues about your work. Sometimes people think that they shouldn’t work together with other people. This is a mistake! You will find that collaboration in learning makes it much easier and (probably) more fun! As long as the final work is actually your own, you won’t be guilty of plagiarism (see page 30 of this Guide). 

When you do work together with others, try to maximise the benefit of the sharing process. It may be easy to develop a template for all to work off, and end up with people writing slightly different versions of the same thing. This is a waste of an opportunity; you will find it far more rewarding to use collaborative work as a way to bounce around ideas, however mad they may seem!

Hopefully you will get adequate and constructive feedback from your lecturer about your work. When you do, take the time to read it and – perhaps – respond accordingly in your next piece of work. This way you can learn from your mistakes and omissions. Nobody is born a good academic writer, it does take work. But at the end of the day if you can express yourself confidently and authoritatively in writing you will have gained great benefit from your social studies course.

Where do I get my information?

Education is learning what you didn’t know you didn’t know.

- George Boas

As you know, we now live in an ‘information society’. We are surrounded by ‘information’: in newspapers, on TV, on the Internet, in books, journals, magazines, databases, videos . . . The challenge these days is to access information effectively and to manage it skilfully towards a particular end. In other words: you need to know where to get it and what to do with it when you’ve got it!

First, you need to think of places that you can go to gather information:

Many lecturers will give you a list of recommended readings, for the subject as a whole, for a particular topic, or the particular assignment you are doing. If no such list is distributed, you should ask your lecturer to recommend some useful materials. The good thing about using a list is that there is a good chance that the book will be in the ITS library (unless someone else has got it).

Even one book on a subject can be a great way to start your research process. Use the book to try to get an idea of the main writers and journals in the field. Use the references and bibliography at the back of a book or article to start some leads for investigation. Though the ITS library doesn’t yet hold an extensive collection of books or serials in social studies, there is still a great deal of useful information in the ones that it does have. The serial collection (magazines and journals), in particular, is a resource that is sadly underused by most students (see page 43 of this Guide).

The library staff are trained to help you find information: so make use of them! It helps a lot if you have made some effort yourself first, and make sure you bring a copy of your assignment with you so that they can see what exactly you are supposed to be doing. Don’t expect the library staff to do your work for you; but they may be able to direct you to unexpected sources of information, or more specialised media such as CD ROMs, online databases, Infotrac &c.

If the ITS library doesn’t seem to have what you need, don’t despair! You can request limited amounts of materials from other libraries (ask the library staff how) or you can visit and use them in person. At the end of this guide is a list of places you might visit, including other libraries in Sligo and elsewhere.

The Internet is the repository of a vast amount of information: much of it absolute garbage (but fun anyway!), some of it very useful. For example the electronic archive of Irish Times articles (at Ireland.com) over the last few years is an extremely useful resource: much easier than scrolling through microfilms or leafing through old newspapers. There is a set of links to useful Internet sites at the Social Studies Homepage at:

www.itsligo.ie/staff/pshare/social
If you don’t know how to use the Internet, ask someone who does to show you (it won’t take long) or come along to one of the workshops occasionally run in the Institute.

The key to gathering information for an assignment is having a bit more than you will finally use (so you can exercise some critical judgements) but not so much that you get completely swamped in material.

But before you go looking for information, you need to have some idea of what questions to ask. Otherwise you are going to waste a lot of time. You also need to have some sort of timetable to guide your research; there is always the danger of spending too much time gathering material, and leaving yourself short of time for writing and rewriting.

The following steps are useful:

1. Identify the topic and what it actually implies (we explored this in the ‘What am I being asked to do?’ section of the guide)

2. Determine your information requirements. How much and what kind of information do you need? The information might be of various types, such as:

· general background information
this might be found in an encyclopaedia, on an Internet site, in a directory or handbook

· facts and figures
might be found in a statistical publication from the CSO (Central Statistics Office) or an EU document; in an almanac or yearbook, or on a government Internet site

· detailed information about a topic
most likely found in a specialised book or journal article, or on an academic Internet site 

· information on recent developments
usually found in journals, magazines, newspapers, on Internet sites

3. Make a list of search terms. Select subject terms that relate as closely to your topic as you can. The more narrowly you can define this, the more likely it is that you will be able to find useful information. Armed with a specific and accurate term you will be able to use indexes, library catalogues and Internet search engines much more efficiently. If you don’t find enough material you can always broaden your search later on. 

In other words, if your topic is ‘Describe the main work hazards you might confront in a typical residential unit’ you are going to be far more focused if you look for material on work hazards rather than hazards in general. 

You should also try to think of synonyms for the terms you use. A search for material on ‘work hazards’ may not generate much material; but you might find a lot more under ‘occupational hazards’; ‘occupational injury’ or ‘health and safety’. The more you do research for assignments, the better you will get at using these techniques.
4. Begin your search. This is where you will begin to use a variety of lists, indexes and catalogues:
· reading lists
your subject and topic reading lists are a good place to start. If the lecturer has listed material, there is a good chance the material is in the ITS library. Of course another student in your class may get hold of it before you! If there is heavy demand for a particular book, ask your lecturer to have it placed in the restricted loan collection behind the counter, if it’s not there already.

· bibliographies
if you already have books or articles on the subject, use any available bibliographies and references to identify more material. Remember that if the source is not in the ITS library, staff may be able to obtain it for you from another library on inter-library loan.

· library catalogues
make sure you know how to use the ITS library catalogue. There are workshops at the beginning of each year; otherwise ask the library staff to show you (try to pick a quiet time, the staff are often very busy!). Remember you can access the catalogue from any PC in the Institute.

· browsing
most libraries use the Dewey Decimal System to organise their holdings (a few use the Library of Congress system). This means that most books on a topic are shelved together (for example books on Tourism are located around 338.4). So, even if the book you have identified is not exactly what you are looking for, one near to it might be just what you need! Make a habit of wandering the aisles and browsing the library shelves. You may not meet the person of your dreams (this is Sligo not Hollywood!) but you are quite likely to stumble across useful materials for your essay.

· electronic sources
there are a number of useful electronic databases in the ITS library, such as Infotrac, Emerald and Science Direct and it is likely that there will be more as the range becomes wider. They are easily accessible from the ITS Library homepage at http://library.itsligo.ie/. Again, ask library staff to help you use these research tools. There are also many library catalogues that you can access on the Internet.

· Internet
the key to using the Internet successfully is to master the search engines and directories. They will help you to navigate the anarchy that is the World Wide Web. There are links to some useful guides to searching at the Social Studies Homepage at www.itsligo.ie/staff/pshare/social
5. Record your information. This means taking notes. There isn’t room in this guide to discuss the best way to take notes, but there are lots of ‘How to’ guides on this (Northedge, 1994: 40-50 is particularly useful). But it is very important that you keep a record of the sources that you use, and that you record the page number(s) of any quotes or other material that you jot down. This will help you to compile your references later, and guard you against unwitting plagiarism (see page 30 of this Guide).

Me, myself, I . . . 

It is common for third level essays and assignments to be written in the third person (he, she, it, they) rather than the first (I, me). This is because scholarly writing is supposed to be ‘objective’ and ‘detached’ – even ‘scientific’.

Generally speaking you are safer to follow this convention. However some lecturers might be quite happy, or even expect you, to write in a more personal, first person style. For example, they may be asking you to reflect on a TV programme, to report on a work placement, or to express your own views on a controversial topic.

As with most things in relation to assignments, if you have any doubts or queries as to what is expected, ask!

How do I start to write?

The tortured young writer sits before his battered typewriter. All around him sit empty coffee cups and overflowing ashtrays. At his feet lies a mess of scrunched up paper balls. In the typewriter sits a virgin sheet of paper. The clock ticks. The writer’s brow furrows. Suddenly he types a furious line of text. Glares at it. Sighs. Rips the paper from the machine, scrunches it up and adds it to the growing mountain on the floor and starts to pace the room.

It’s the dreaded writer’s block!

Perhaps you recognise this scene from countless films (The Coen Brothers’ excellent Barton Fink being the best of them – see http://us.imdb.com/title/tt0101410/) or perhaps it rings a bit closer to home! No one said writing is easy, and it can indeed be very difficult to get started on a piece of work.

However, if you’ve managed to gather some useful information as suggested in earlier sections of this guide, you are well on the way. It is amazing that some students think they can write an interesting and compelling essay without doing any research at all ! 

So – you may have in front of you a pile of library books, some photocopies copiously decorated with fluorescent yellow hi-liter, lecture notes, articles torn out of the Irish Times, printed-out web pages, and pages and pages of notes on stuff that you have read in the Combat Poverty library (see page 41 of this guide).

You are like a sculptor faced by a chunk of tree-trunk: it is your job to work away at the material, to discard what you don’t need, and to organise what remains into a pleasing and persuasive piece of expression. How to do it? – here are some suggested steps (it is recognised that there are many different ways to write, so this is just one of many possible approaches):

1. Skim read your material. Go through what you’ve accumulated, looking for anything that might be useful. Use the index and ‘table of contents’ pages to follow up key terms.

2. Jot down ideas and notes on what you read, being careful to record exactly where they came from. Keep a piece of scrap paper handy for any ideas that suddenly float into your head. Write them down before you forget them!

3. Start to formulate a plan for your essay. Begin to visualise how it will hang together. Start to identify your key themes; and your central argument (ie what you are really trying to say)

4. Write down your plan. This gives you something to work with. It doesn’t have to be perfect, nobody else is ever going to see it (unless of course you decide to leave all your papers to the National Library). You will be able to revise, alter and reject it as you go on. You will gradually begin to organise your material, and your thoughts.

5. Look for gaps. Are there things you’ve left out? You may need to do more reading, or even go back to the library to search out more material. Or if you are short of time, you may need to change the plan to make the best use of what you have.

6. Try to find useful quotations that fit in to the key sections of your plan. You may not use all of them; in fact you may find it better to eventually rephrase them in your own words, giving a reference (see section on referencing in this guide). Don’t forget to note exactly where each reference comes from. You may find it impossible to track it down again later on.

7. Note down any points, theories, examples or illustrations that will be useful: again keeping an exact record of where you found them. Look out for useful graphs, diagrams, maps or tables that you can use or adapt.

8. Go back to your plan. Modify it if necessary to reflect your note taking and thoughts. Think about shifting parts around. Delete bits that no longer seem necessary, or that you think might be too weak.

9. Keep doing these steps until you are fairly happy with the structure you have created and the material you have identified. Remember, this is just one of the possible ways of approaching your writing; you may adapt this method or come up with a completely different one of your own!

The first draft

Now that you have planned out your work, you are ready to start producing your first draft. Remember, nobody is going to see this draft except you, so you can be as rough-and-ready and messy as you like! Given that, here are some hints:

· don’t begin your first draft until you’ve got some sort of plan (unless you are heavily into stream-of-consciousness writing. Even then, James Joyce produced numerous drafts of his work)

· use a pencil: quick, easy to rub out and change, or use a wordprocessor (don’t print anything out yet)

· use scrap paper (again, helps you to see the first draft as something temporary; it also saves trees)

· start new paragraphs and sections on separate sheets. Then you can sort and shuffle material around until you are happy with it. In a wordprocessor you can use the mouse to drag material from one place to another. Learn to use the ‘outline’ view (use the ‘help’ function to help you!) 

· note full references as you write. It can be very frustrating to try to find the details once the book is back in the library! If you are writing on a computer, open up a ‘references’ file and list material there as you go

Structuring your essay

The structure of your essay should reflect your plan. If your lecturer allows you (and some are against this – so ask first) use Headings and Subheadings to organise your work. As you write, check that the material is going under the right heading. Generate new headings as necessary: you can always get rid of them later on if you wish. HINT! If using Word on the computer, use the style menu (top left hand corner) to help you quickly and consistently format your headings.  

The Introduction and Conclusion are very important. Think of an essay this way:

· tell people what your are going to say (Introduction)

· say it (Body)

· tell them what you have just said (Conclusion)

This helps greatly to get the message across (think of a how a TV news programme is structured, for example: headlines, news stories, summary). 

The Introduction needs to do a number of things:

· introduce the topic: try to whet the reader’s appetite!

· tell the reader the main points you will cover: provide an overview

· tell the reader of any limitations on what you are going to write. In other words you are second-guessing some questions that may arise in the reader’s mind as they go. You might say things like ‘In this essay, for reasons of space, I am going to concentrate on the twentieth century’ or ‘In this report, ‘Ireland’ refers to the Republic of Ireland’

· alert the reader to any major conclusions.

The Conclusion is really another version of the introduction. But many people have problems in writing conclusions. Some just stop their writing abruptly, without tying things up neatly; others introduce new information into the conclusion, distracting the reader when they should have been bringing their ideas together and restating their key arguments.  

Your conclusion should include:

· a restatement of your key argument

· a demonstration of how you have proven your argument

· perhaps some stirring statement about the future – but only if it is based on what you have written. 

A feeble, watery, confusing conclusion will leave the reader shortchanged at the end of the document. And remember, the conclusion is the last thing a marker reads before allocating the mark!

When doing your draft, you will find it best to leave writing the introduction and conclusion until after you have written the body of your essay.

Structuring your essay

You will remember that structure was one of the four key aspects of the essay we mentioned earlier. Essays are like buildings: if there is not a good logical structure underpinning them, they fall down!

You must organise your material and ideas in a logical sequence. Usually this means having a strong central argument. Many assignments will ask you to make a case one way or another: eg ‘are we seeing a return to traditional values in Ireland?’; ‘should reporting of child abuse be mandatory?’. In response to topics like these, you need to try to convince the reader: generally by showing the two (or more) sides to an argument. Otherwise you will find that you are merely providing bits of information that may be relevant to the topic but lack any overall coherence.

Signposting

Once you have a structure you need to give the reader as much help as possible to get around. This is where the signposts come in. What does this mean? Often an essay will tend to meander a bit; the discussion will start to go off topic, and the reader’s attention will wander. It’s a bit like wandering around a strange city. While the material and the ideas may be good, there can be a distinct lack of direction to the discussion. Like getting lost in the Big Smoke, it can be diverting for a while, but ultimately you want to get to your destination!

There are two ways to effectively ‘signpost’ in an essay. The first is to organise your writing around topic headings. I strongly recommend the use of suitable headings and subheadings in social studies essays (but again, check with lecturers for their particular views: lecturers in some disciplines frown on the use of headings). They help the reader to navigate the work, and they help you to be sure that you have structured your essay well. For example, a quick scan of your headings will quickly show you (and the reader) if you have covered all the aspects of the discussion.

Signposting also means using connective phrases to link your work together and to guide the reader through the text. This is also a great help in structuring the essay. If you carefully study a piece of academic writing you will identify phrases like ‘as a consequence’; ‘on the one hand . . . on the other’ (don’t forget the second hand!); ‘in this section I argue that’; ‘Breen’s discussion has shown us’ and so on. All of these are ways to help you show the reader where you are in your argument; they help the writing to flow. Here is an example (from Whelan, 1994: 19). See how many signposting phrases you can identify (suggested answer next page).

What will your first draft look like?

It is quite likely that your first draft will look a complete mess: lots of loose leaf pages possibly written on in pencil, red pen, green ink . . . crossings out, scribbling in the margins, coffee stains, forgotten phone numbers . . . Don’t worry! This is quite normal. And it doesn’t matter. You now have a very good basis for building your essay on, and you can either keep your first draft for your grandchildren or else use it (eventually) to light the fire or line the cat’s litter tray.

Signposting phrases from the extract on the previous page



‘despite the scale of the evidence’



‘Hornsby-Smith (1992a) has argued’



‘In reviewing the role’



‘Peillon has argued’



'Hornsby-Smith however, questions’



‘He notes that’



‘Such a role can be viewed’



‘are also found’

As you can see, much of your writing will effectively consist of ‘signposts’.

Revising the first draft

Ah, the difficult second album!

By the time you have completed the first draft you will have ‘broken the back’ of this essay writing task. What you are involved in now is turning your raw material into a thing of beauty and a joy forever. How well you can do this will depend largely on how practised you are at writing and how much time you have left (this can be increased greatly by effective time management!).

Basically you are now in a position to revise, rewrite, revise, rewrite for as long as it takes. I think it took Joyce 20 years to get Finnegans Wake into the form that he wanted it in, but you won’t have quite so long.

You may find it useful to leave aside the first draft for a day or two, so that you can look at it with fresh eyes. Reading it aloud, especially to someone else, can also be very useful.

What sort of things are you looking for?

· errors of grammar, spelling, punctuation &c. Use the technological means at your disposal (spellcheckers &c) but do a manual check too. Don’t be one of those students that spoils a god peace of work with alimentary mishtakes

· find new words for those that don’t satisfy you. If you find that you are repeating words or phrases a lot, find alternative ways of saying things. We are lucky in that, unlike many languages, English usually has 7 or 8 different ways of saying the same thing. (Sparing) use of a thesaurus can help here (try ( + F7 on your keyboard)

· eliminate clichés – they are running riot at the end of the day!

· reword phrases that sound awkward. If a sentence goes on too long, break it up into two. Aim to simplify your writing so that it flows clearly (the best writing is that that has most of the words taken out! – poetry being the pinnacle of achievement in this regard)

· rearrange sections that do not flow logically one to the other. You may need to insert or delete paragraphs to improve your argument

· re-read the whole essay, noting down any persistent problems. Use the checklist (see p 33) to make sure you have ‘covered’ everything

· keep doing it until you are happy or the deadline arrives (whichever comes first!)

The whys & hows of referencing

Compare a newspaper article with an article on the same topic in a scholarly journal or book and you will notice that one of the main differences is that the latter will feature references or footnotes. These are links to other published (and sometimes unpublished) material on the topic. This is known as ‘the literature’. The whole business of referencing, bibliographies and so on is known as the ‘scholarly apparatus’. 

It sounds daunting, and perhaps pretentious, but why all this fuss? Why can’t you just use other people’s ideas and material like a journalist and not worry about all this tedious activity?

There are a number of reasons why you should refer to other people’s work in your writing for social studies. These include:

· it is an ethical way of drawing on other people’s work (as opposed to stealing their ideas)

· it improves the credibility of your document,  by showing how it fits in to existing literature

· it shows you have worked at researching the essay

· it allows people to check your data, or to follow up interesting leads

So!
You should get used to referencing in your work.

You should learn how to do it properly.

You should do it in a consistent way.

The following give some hints on referencing. Tricky questions may be solved by consulting a style guide (a type of book that tells you how to reference properly, not how to dress fashionably!). There are some useful style guides listed at the end of this guide.

As a basic rule, you should reference anything you didn’t already know before you read it somewhere else. Thus a statement like ‘Ireland joined the EEC in 1973’ would not have to be referenced, whereas a statement like ‘In June 1976 the Sinn Féin Árd Fheis voted 346-232 against membership of the EEC’ would need to be referenced: ie you need to indicate where you got this particular piece of information from. If in doubt, reference: it is unlikely that a lecturer will penalise you for over-referencing.

There are many books and other guides that will help you with the finer points of referencing, and I do not intend to reproduce them here (see further reading at end of this guide).

When referencing it is usual to give the author, year and page number (Fahey, 1995: 223) if you are quoting or paraphrasing directly from the text, but the author and year only (Fahey, 1995) if you are referring to the work as a whole. 

The whole point of a reference is to provide all the information your reader needs to access the material that you are referring to.

(NB The reference in the text always refers to an item in your Bibliography or Reference List. A person seeing (Fahey, 1995) in your essay will look to your reference list at the back to find out what is referred to. See next section of this guide for information on how to compile this list)

Examples

A direct quote (note how it is indented from the edge of your text, as it is more than 3 lines long. I have also reduced the size of the text from 11pt to 10pt to make it stand out even more. Note that it does not start with a string of dots)
According to a recent sociological account:


we know little about the precise character of emotional and sexual relations within Irish families, about social class or regional differences in that character, or about differences in the way men and women, parents and children, experience this aspect of family life (Fahey, 1995: 223)

While few could disagree with position, recent sociological research . . . 

Paraphrase

According to Fahey, the family in Ireland provides a good way to test the theory of modernisation (Fahey, 1995: 205). He shows . . .

Reference to whole work

Tony Fahey’s discussion of family and household in Ireland (Fahey, 1995) provides a good starting point for a sociological analysis. From this basis we can develop . . .

Citing

A tricky problem is when one writer refers to another. You want to show where you got the information from, but you also want to show who originally came up with an idea or collected the data. You also want to avoid giving the impression that you have read articles in obscure American journals when in fact this is not the case! This is done by use of the term ‘cited’ (ie quoted, referred to) as in the following example:

In the mid-1980s 15 per cent of workers were employed within the household, mainly in family farming (Hannan & Commins, 1992, cited in Fahey, 1995: 222). This figure is relatively high . . . 

This shows that the information originally came from a source by Hannan and Commins, but that you read about it in Fahey’s work.

How to insert a reference into a text

There is a number of ways that you can insert a reference into a text. It is difficult to spell them all out; the best thing for you to do is be aware of how other authors do it: watch out as you read. But, for example you can use any of the following strategies to refer to the same source of information:

Fahey (1995: 223) suggests that ‘crisis’ has been a key theme in writing about the family in Ireland.

‘The crisis theme has occupied a permanent place in sociological writing on the family’ (Fahey, 1995: 223).

According to Fahey (1995: 223): ‘the crisis theme has occupied a permanent place in sociological writing on the family’.

Tony Fahey, in his chapter on the family (1995) incorporates the key theme of ‘crisis’ . . .

A number of sociologists have focused on the theme of ‘crisis’ within the family (Hannan & Commins, cited in Fahey, 1995; Fahey, 1995: 223).

There are numerous possible ways of referring to the same piece of information. You need to understand why and where to use different techniques. Again, discussion with your lecturer and colleagues will help; as will intelligent reading. 

Some other things you need to know:

Referring to more than work 

Use date order (earliest first); then alphabetical order. If the author has more than work of the same year, distinguish through lower-case letters:

There are numerous studies of the family ‘in crisis’ (Smith, 1987; Jones, 1988a, 1988b, 1990; Fahey, 1995) . . . 

For a work by two authors use an ampersand [‘&’ sign] in the reference: 

(Smith & Jones, 1994: 232) 

but ‘and’ in the text:

Smith and Jones (1994: 232) argue that . . . 

When there are more than two authors of a work use et al (means ‘and others’ in Latin):

A study of the family ‘in crisis’ (Stein et al, 1996) suggests . . .

If you are unlucky enough to have two authors with the same surname, published in the same year, distinguish them by initial:

According to recent research (Kelly, W., 1987; Kelly, J., 1989) . . .

All these rules may seem tedious. But you will eventually find them second nature, if you are attentive to them to start with. They will add greatly to the credibility and professionalism of anything you write.

Remember that individual lecturers may have specific rules about referencing so do check with them first.

It is likely that you will make increasing use of electronic sources of information, including CD ROMs, on-line databases and the World Wide Web/Internet (see page 12-13 of this Guide). These sources provide particular challenges when it comes to referencing, but solutions to these are being developed all the time. 

You should reference within the text just as you would for any other source. The format of your source (CD ROM, website &c) and the address need only be listed in your bibliography (see next section).

There is are excellent discussions of how to reference or cite electronic sources in chapter 11 of the book by Hofstetter and chapter 8 of the book by Ó Dochartaigh (see further reading at the end of this guide).

The bibliography

Amazingly enough there are literally hundreds (if not thousands) of ways to set out a bibliography (sometimes called a Reference List). Different disciplines, professional groups, academic institutions and journal publishers have their own idiosyncratic methods. You can even buy special software (eg Procite) that will convert a list from one type to another. At this stage the Institute of Technology, Sligo has not yet developed its own particular rules, nor is it likely to in the near future (not while you are a student, anyway!).

The basics of a bibliography are that it should:

· list only but all of the works (books, articles, websites &c) that you have directly referred to in your essay (ie it does NOT include works that you may have used for background research but have not actually referred to)

· be in alphabetical order by author

· provide information on: author, date of publication, title, subtitle (if any), place of publication, publisher, (page numbers, if an article in a journal or magazine, or a chapter in a book)

This part of the guide provides some information on how to list print and electronic sources in your bibliography.

Print materials

Note the punctuation &c in these examples. Use these as a guide for your own bibliography. These examples only cover some of the possibilities! See a style guide for more detailed information. 

One author [book]

O’Toole, F. (1994) Black hole, green card: The disappearance of Ireland. Dublin: New Island Books. 

One author [journal]
Leach, P. (1996) ‘Campaigning to end physical punishment of children’. Journal of Child Centred Practice 3(2), pp47-54.

More than one author [book]

Powell, F. & D. Guerin (1997) Civil society and social policy. Dublin: Farmer.

Edited book

Byrne, A. & M. Leonard (eds) (1997) Women and Irish society: A sociological reader. Belfast: Beyond the Pale.

Organisation as author

European Foundation for the Improvement of Living and Working Conditions (1998) Local partnership: A successful strategy for social cohesion? Loughlinstown, Co. Dublin: European Foundation for the Improvement of Living and Working Conditions.

Chapter from a book

Aniagolu, C. (1997) ‘Being Black in Ireland’. In E. Crowley & J. Mac Laughlin (eds) Under the belly of the tiger: Class, race, identity and global culture in Ireland. Dublin: Reporter Publications. pp 43-52.

As mentioned above, there are many possible combinations and permutations. You will develop expertise as you go along.

Electronic materials

The main difficulties with electronic sources is knowing how to describe them in your reference list or bibliography. Another problem with electronic sources is that they are a lot less durable than print ones: they may disappear or be moved, or change, tomorrow. But there is nothing you can do about this! The best you can do is show where and how you got the information.

I only show how to reference the main forms of Internet-based materials that you are likely to use. There are a number of guides to referencing on the Internet itself, and links to these are provided from the Social Studies Homepage:

www.itsligo.ie/staff/pshare/social
The underlying principles for referencing material available through the Internet are largely the same as for other formats. In other words, you want to provide the key information that will allow another person to easily access the material you are citing. The main elements of online reference citations are: 

· name of the author

· title of the article or document

· site where the material is located 

· date published/updated

· page or section

· date visited (if there is no date identified on the document itself)

· URL (web address)

Not all of these elements will be present in each reference; for example it is often hard to find out who the author is (though this should make you a bit suspicious of some of the stuff out there in cyberspace!) and often a piece of writing won’t have ‘pages’ (a metaphor carried over from the print world). 

Punctuation must be exact. This is essential for electronic addresses. Addresses are often case sensitive (in other words capitals or not are important) and always require the exact order, spacing and punctuation in order to provide a successful connection to the service. Be particularly careful in recording the position of fullstops and slashes. In other words there may be a world of difference between the two following addresses (count the differences – answer on page 30):

http:/www.irish.times.com/daily/front/hughey.html

http://www.irish-times.com/daily/~front/Haughey.htm

To make sure that the address is clear, I suggest you always put it on a separate line.

Different types of online material

Without going into a big discussion of the Internet (which you can find in books in the ITS library – especially those by Hofstetter and Ó Dochartaigh listed at the end of this Guide) there are three main types of material you may be using: web pages (most likely), newsgroup postings, and discussion group postings. These are referenced as shown in the following example:

WWW page

Share, P. (1997) ‘Telecentres, IT and rural development: possibilities in the Information Age’. Wagga Wagga: Centre for Rural Social Research. 
[http://www.csu.edu.au/research/crsr/sai/saipaper.htm]

Newsgroup

Haughey, C. (24 June 2000) ‘Who wants to be a millionaire?’. Message posted to alt.irish-political-scams newsgroup.

Email discussion group (eg listserv, majordomo)

Burke, R. (23 April 2000) ‘Planning the quick and easy way’. Message posted to IRL-POLITICS discussion group. [IRL-POLITICS@pols.ucd.ie] 

(the first of these examples is real, the other two, unfortunately, I made up)

The bibliography or reference list

Here is how the above examples would appear as a list:

	Aniagolu, C. (1997)
	‘Being Black in Ireland’. In E. Crowley & J. Mac Laughlin (eds) Under the belly of the tiger: Class, race, identity and global culture in Ireland. Dublin: Reporter Publications. pp 43-52.

	Burke, R. (2000)
	‘Planning the quick and easy way’. Message posted 23 April 2000 to IRL-POLITICS discussion group
[IRL-POLITICS@pols.ucd.ie]

	Byrne, A. & M. Leonard (eds) (1997)
	Women and Irish society: A sociological reader. Belfast: Beyond the Pale.

	European Foundation for the Improvement of Living and Working Conditions (1998)
	Local partnership: A successful strategy for social cohesion? Loughlinstown, Co. Dublin: European Foundation for the Improvement of Living and Working Conditions.

	Haughey, C. (2000)
	 ‘Who wants to be a millionaire?’. Message posted 24 June 2000 to alt.irish-political-scams newsgroup.

	Leach, P. (1996)
	 ‘Campaigning to end physical punishment of children’. Journal of Child Centred Practice 3(2), pp47-54.

	O’Toole, F. (1994)
	Black hole, green card: The disappearance of Ireland. Dublin: New Island Books.

	Powell, F. & D. Guerin (1997)
	Civil society and social policy. Dublin: Farmer.

	Share, P. (1997)
	‘Telecentres, IT and rural development: possibilities in the Information Age’. Wagga Wagga: Centre for Rural Social Research. 
[retrieved 23 June 1998 from http://www.csu.edu.au/research/crsr/sai/saipaper.htm]


This reference list is laid out using the ‘Table’ function in Microsoft Word. This allows you to easily sort it alphabetically.

Plagiarism: what it is & how to avoid it!

Plagiarism is theft!

Plagiarism is art!

Plagiarism means using another’s ideas, work or writing and passing it off as your own. In student essays it has generally taken the form of ‘lifting’ chunks of text from books, failing to reference material properly, or copying other students’ work. More recently the development of the Internet has seen an explosion of plagiarism, as students cut-and-paste material from websites, electronic encyclopaedias such as Encarta and, most seriously, from the many hundreds of ‘cheat’ sites that provide ‘term papers’ free or for a fee.

Plagiarism is an academically corrupt practice and a form of cheating. As such it is dealt with seriously by the Institute in the same way as any other dishonest practice. This means that if you are found to have plagiarised you will be subjected to disciplinary procedures, up to and including dismissal from the Institute.

Basically speaking, plagiarism is using or attempting to use another person’s work without acknowledgment. This may include any or all of: 

· paraphrasing the work of another

· directly copying any part of another’s work

· summarising the work of another

· using or developing an idea or theme derived from another’s work

· working together with others when not authorised to do so

Lecturers are increasingly skilled at detecting plagiarism. There is also software that can help them to find out if you have been copying material from the web. So you will get found out if you plagiarise – even if you get away with it once or twice!

Some argue that theft of ideas, words or images is the same thing as theft of ‘real’ property like money or goods; others say that in this ‘postmodern’ era, when painters incorporate advertising images into their pictures, and DJs produce records made up of samples of other people’s music, plagiarism is a dated and irrelevant concept.

But plagiarism, while it might help to rejuvenate some tired avenues of the arts, is a big threat to your own learning. If you spend time copying, cutting and pasting you are not learning. Also, the material that you find on the web is quite likely to be garbage anyway – even if you pay for it. 

The best thing is to learn how to manage the process properly, to reference in an accurate and comprehensive way. There is a good discussion of plagiarism – and how to avoid it – in Northedge (1994: 150-151). You can also learn a lot from sites such as www.plagiarism.org and www.plagiarized.com 

Spot the difference! There were 6 differences between the 2 addresses.

Presentation

Any special instructions about presentation given to you by your lecturer should be carefully followed. Some lecturers have specific things they want you to do (like wordprocessing your work), others have things they don’t want you to do (like using plastic folders). There may also be instructions about when and where you should hand in your work, or penalties for late submission. It’s your responsibility to find out about these things. ‘I didn’t know’ is not an acceptable excuse at third level!

To type or not to type?
Many (maybe most) lecturers expect that work you hand in will be wordprocessed or typed rather than handwritten. Again, you should check for each subject you do. It is certainly the case that in the vast majority of jobs in the ‘real world’ all serious documents are completed on a computer. It is very much in your interests to learn how to use a keyboard and how to use computer software to produce an attractive and well-presented document. While you are at the Institute of Technology you will have the opportunity to develop these skills: I suggest you seize it with both hands!

Some students pay other people to type their work. I would discourage this, as it means you don’t develop the skills yourself. Furthermore, many typists know nothing about the material they are typing, and reproduce errors, or introduce new ones. I have seen some very bizarre spelling and grammatical mistakes as a result of this. If you do badly in an assignment for this reason it is no use blaming the typist (who has long since spent your money!). So – learn to do it for yourself!

Presentation basics

These are the things that would be expected by most lecturers in Social Studies. You should check with each individual lecturer to see if their particular requirements vary.

· type your assignment

· space lines at one and a half spaces

· use only A4 paper (NOT foolscap!)

· use one side of the paper (though 2 sides saves trees – ask if it’s OK)

· leave a margin of 4cm on the left

· leave a margin of 2cm on the right

· number your pages

· check your spelling and grammar and then check it again!

· don’t put your essay into plastic folders or sleeves &c. They are wasteful. You won’t get any extra marks for them and they are heavy and slippery to carry in bulk!

· get your assignment in on the due date or before (lecturers may impose penalties for, or even refuse to accept, late work)

Watch your @#$* language!

In all essays and assignments, but more especially in the social studies, you should pay attention to your use of language, and avoid using words or constructions that may be racist, sexist, exclusionary or insulting to people. This is not a matter of being ‘politically correct’, but of good manners and consideration. 

I am sure you know how it feels when British writers unthinkingly refer to Irish people as ‘British’, or the island of Britain as ‘the mainland’; similarly you would not like to be referred to as a ‘Mick’ or a ‘Paddy’. So, when using terms that might be loaded in this way, think carefully about what they are saying about you, and about your attitudes to others.

Can you think why any of the following terms might be problematic?

	itinerant

	

	

	
crippled

	

	

	
chairman

	

	

	
Negro

	

	


Can you think of other terms or constructions that might cause difficulties?

Checklist

Before you hand in your assignment, do a final check. You would be surprised how many people hand in work that is missing key ingredients – such as the student’s name! You should check for the following:

Title page

Have you included the following:

	(
	title of assignment 

	(
	your name

	(
	contact address/phone no.

	(
	assignment no.

	(
	name of subject

	(
	due date

	(
	lecturer’s name


Content

	(
	have you answered the question/addressed the topic?

	(
	have you met the requirements of the essay: length, format &c

	(
	have you gone into enough depth?

	(
	have you backed up your claims with evidence?

	(
	have you done enough research and investigated a number of points of view?

	(
	have you acknowledged all your quotes and references to others?

	(
	is it readable and easy to understand

	(
	does it ‘flow’ well and in a logical sequence?

	(
	are any of your paragraphs too long or too short?

	(
	have you an adequate and confident introduction and conclusion

	(
	have you used concise headings and subheadings where appropriate?


Style

	(
	do all sentences have verbs? (ie are they proper sentences?)

	(
	do singular/plural subjects have singular/plural verbs (eg it/runs, they/run)?

	(
	are all tenses consistent and correct?

	(
	is punctuation correct?

	(
	have you eliminated slang expressions, colloquialisms, clichés, over-emotive statements?


Presentation


	(
	have you checked spelling and grammar, manually and with spellchecker

	(
	is assignment typed with 1½ spacing?

	(
	have you left adequate margins? (4cm left, 2cm right)

	(
	are there spaces between paragraphs?

	(
	have you numbered your pages?

	(
	is the paper free from crossing out, scribbles, coffee stains?

	(
	have you used A4 paper?

	(
	have you got the pages in the right order and the right way up?

	(
	have you joined the pages with one staple, top left corner – not a paper clip? 

	(
	have you avoided using plastic folders, plastic sleeves and other needless embellishments?


Most important

	(
	Have you kept a copy for yourself? (just in case!)


Writing in exams

First, you need to consider what an exam is for. 

All assignments that you do while at the Institute are a form of communication between you and your lecturer. Each has a particular purpose, and the purpose more or less determines the shape or form that the communication takes. As mentioned in the first section of this guide, an assignment will usually test specific skills and knowledge; it provides an opportunity for you to show the lecturer that you are learning in the direction that the lecturer wants. For some sorts of skills and knowledge, an essay or project or class test is the most effective form of communication. Other skills and knowledge are tested through exams.

Exams are a particular form of communication. They usually serve two main purposes, ie:

· to test your knowledge of content – ie how much of what you have learnt can you actually remember?

· to test whether you can apply knowledge, theories, formulae &c

Obviously there are important differences between the sort of writing you do in exams, and that you do as part of your continuous assessment. Such differences include:

	Essays
	Exam answers

	deal with a topic fully and in detail
	deal with a topic as well as you can in the limited time available

	demonstrate wide reading and research
	show that you are familiar with and understand the material on the course

	show substantial knowledge of topic and original thought
	show you can apply knowledge in relevant way. Originality a bonus!

	provide a logical and well structured argument, with polished expression as a result of drafting and redrafting
	be somewhat similar to a first draft in terms of expression and structure of argument

	are carefully and clearly presented
	are as carefully presented as possible, but speedily produced


There are many aspects of exam technique: including preparation, study tactics, note taking and so on that I won’t go into here. Most ‘guides to study’ deal with the topic in considerable depth (see, for example, Hennessy, 1997: 157-161; Moran, 1997: 136-155 and, especially, Northedge, 1994: 202-238).

It is also important to be well prepared for an exam: make sure you know what format the paper is, how many questions there are, what sort of choice is available, how long you have got, and so on. You are quite entitled to ask your lecturers these sorts of questions (but don’t try to extract hints as to the actual questions, it only annoys staff!). There are past papers available in the Institute library. Examine these, but check with your lecturer in case the format has changed.

Your exam answers should try to convey the fact that you have paid attention in class during the year, that you have absorbed and understood the material, that you have read materials suggested by your lecturer, and that you can think for yourself and apply what you have learnt. If you can achieve this in your answers, you are well on the way to getting a good mark.

The first half of the marks are the easiest to get. The next quarter goes to students that can convince the lecturer that they have a good grasp of the material, that they can actually engage with it. The last quarter of marks are the hardest to get: this is where the sheep are separated from the lambs. To get these marks you need to show that you are on top of the subject, can organise your material well, can provide useful illustrations and examples, and perhaps even show a flash of originality.

Generally speaking you will do well to:

· spend a little time planning out the structure of your answers, just as you would for an essay. Only do it quicker! 10-15 minutes spent planning will make sure the rest of your time is usefully occupied and you will be a lot less stressed

· make sure you attempt the right number of questions (and every part of each question you do). Even an attempt at an answer will get you some marks, usually. But if you write nothing, there is no way for the marker to give you any credit

· make sure you actually address the question. Nothing is more irritating than the student that misses the point of the question and waffles on about something else

· use examples, illustrations &c where possible. Using examples from your course shows that you have been paying attention. Using other examples (eg from current events) shows that you can think for yourself and apply your knowledge. But do not try to ‘wing it’ on general knowledge alone: you must show you have studied the relevant material from the course

· show the lecturer that you have actually done some reading during the year. If there are key authors or works that are relevant to your answer, mention them! You are not expected to learn off long quotes, it is better to be familiar with key arguments and sources of information

· write as legibly and logically as you can. 2-3 pages of neatly written, well constructed material is a lot more rewarding to mark than 5-6 pages of semi-legible, confused scrawl! The lecturer may have marked 50 or 60 scripts before coming to yours and will appreciate a neat, legible paper

· often ideas will float into your head as you write. Jot them down very briefly on your rough copy. It is very frustrating trying to drag them out of your unconscious later on!

· deal with one main point per paragraph. Leave a line of space between each paragraph

· make sure your argument is well signposted (see p 18-19 of this Guide) 

· if you run out of time, complete as much of an answer in dot points as you can. This will put you into contention for that first half of the marks

· don’t waste valuable time using different colour pens or underlining things

· don’t write out the questions! The lecturer already knows what they are

· don’t leave the exam early There’s no point in remembering some crucial material when you have left the room!

Further reading

The ITS Library is well supplied with up-to-date books on essay writing and many aspects of social research. Listed here are some books that you may find useful (as I did in writing this Guide). With one exception, they are available in the ITS Library [catalogue nos. indicated]. If you look around on the shelves near these ones, you will see other material that has come into the library since the Guide was written:

Ackerman, E. & K. Hartman (1999) Searching and researching on the Internet and the World Wide Web. Chicago/London: Fitzroy Dearborn. [004.678 REF – in the reference section]

A comprehensive guide to searching the web, with strategies for getting the best out of the most popular search engines (eg Hotbot, Altavista), online databases, web directories, virtual libraries and a host of other sources. Also has useful material on referencing. A great guide to using the massive information resource that is the internet.

Ballenger, B. (2001) The curious researcher: A guide to writing research papers. Boston: Allyn & Bacon. [808.02 BAL]

Third edition of a popular American guide. Has good user-friendly material on key aspects of the research process, including background research, the research process itself, and lots of useful advice on writing. Has useful sections on use of library and Internet resources.

Bell, J. (1999) Doing your own research project: A guide for first-time researchers in education and social science. Buckingham: Open University Press. [370.72 BEL]

A well presented and updated guide (this is the 3rd edition) that focuses on doing research projects. Has very useful advice on carrying out literature searches and other ways of getting information.

Clanchy, J. & B. Ballard (1998) How to write essays: A practical guide for students. Melbourne: Longman. [808.042 CLA]

Third edition of a hugely successful Australian book, now presented to a global audience. Focuses in particular on the humanities and social sciences. Does not offer a ‘quick fix’, but takes you through the whole process of writing. Particularly useful in that it analyses the sorts of comments that lecturers make on essays, and explains what sort of things lecturers are looking for. Also has excellent advice on how to read and take notes and how to draft and redraft your work. Also has useful pointers for book reviews, fieldwork reports &c.

Drew, S. & R. Bingham (1997) The student skills guide. Aldershot: Gower 1997. [378.198]

An ‘interactive’ book consisting of information, suggestions and exercises. The authors are at the UK’s Sheffield Hallam University, which takes matters of teaching and learning very seriously. The book is divided into two sections: ‘starter skills’ and ‘developer skills’, and each has a number of chapters on gathering information and on essay and report writing skills. The step-by-step processes outlined should be very useful in helping to develop your own writing processes. 

Kane, E. & M. O’Reilly-de Brún (2001) Doing your own research: How to do basic descriptive research in the social sciences and humanities. London: Marion Boyars, 2001. [300.72 KAN]

Fully updated version of this popular book. Particularly useful material on sources of information and how to use them; writing strategies; and how to write and present a formal research paper. All the research examples take place in a fictional place called ‘Hope and Glory’ – a bit like a research version of The Truman Show. 

Hennessy, B. (1997) Writing an essay: How to improve your performance for coursework and examinations. Oxford: How To Books. [not in library]

Aimed at first year university and college students, but also at UK ‘A’ level and GCSE students. Has good examples and is easy to understand. Particularly good on the writing and re-writing process. Available at the campus bookshop.

Hofstetter, F. (1998) Internet literacy. Boston &c: McGraw Hill. [004.678]

Of the many guides to using the Internet, this is a recent and accessible one with useful sections on search engines (ch.11), how to cite electronic sources (ch.14), as well as useful tips if you feel like creating your own web page.

Marshall, L. & F. Rowland (1998) A guide to learning independently. Buckingham: Open University Press. [371.3 MAR]

An Open University book specifically aimed at the person returning to study after a break. A comprehensive guide to developing your study skills. There are good chapters on researching information, writing skills, referencing &c. A very useful referencing checklist on pp242-244.

Mort, S. (1992) Professional report writing. Aldershot: Gower. [808.066]

Largely aimed at the person seeking to produce a ‘professional’ looking report. Has some very useful material on writing style and editing, plus a comprehensive section on the use of diagrams, charts &c to present statistical and other information. Even has advice on how to use cartoons effectively!

Northedge, A. (1994) The good study guide. Milton Keynes: Open University Press. [371.3 – in ‘cage’ section]

An excellent and very widely used book. Aimed at the mature age student, has excellent advice for all students. The sections on writing and on exams are particularly good. Read this book!

Ó Dochartaigh, N. (2002) The internet research handbook: A practical guide for students and researchers in the social sciences. London: Sage. [300.2854678072 ODO] Does what is says on the tin! This is a most comprehensive book, by an NUI Galway lecturer in politics. It tells you how to really use the web for research, and how to avoid the rubbish that litters it. The sort of book that could only have been written by someone who has spent a long time actually using the Internet: I wish I’d written it myself, but Ó Dochartaigh has done a great job.

Redman, P. (2001) Good essay writing: A social sciences guide. London: Sage. [808.0663 RED] As the title suggests, an essay writing guide specifically aimed at social studies students – like this one! It is an approachable easy-to-understand and useful book, that provides more detail on many of the topics covered in this Guide. Clear and comprehensible advice on referencing.

Libraries & other resources

A small selection, with a focus on resources that are available for the social sciences. The ITS library can give you information on borrowing conditions at other colleges.

Institute of Technology, Sligo Library

Location Institute of Technology, Sligo, Ballinode campus

( (071) 9155246  Fax (071) 9141996 

web http://library.itsligo.ie/
Opening hours M-Th: 9-10; Fri: 9-5; Sat:10– 2.
[other times will apply in holiday periods. Check with library]

Charge free

Collection the social studies collection is expanding and is fairly up-to-date. If there are materials you think should be ordered please let teaching staff know. Inter-library loan service available: ask library staff. You may borrow 2 books at a time for up to 1 week. 

Sligo Town Library

Location Stephen Street, Sligo [reference library and local history is in Bridge Street, opposite the Gourmet Parlour]

( (071) 9142212 (Stephen St) 
( (071) 9147190 (Bridge St)  
e sligolib@sligococo.ie
Opening hours
Stephen St: Tue-Fri: 10-5; Sat: 10-1, 2-5. closed Mon
Bridge St: M-F: 10-12.45; 2-4.45.

Charge membership is free. You can borrow 3 books at a time, for up to 2 weeks. ID and proof of address (eg an ESB bill; driving license) are required.

Collection a useful place to look if you cannot find the book you are looking for at the IT library: they might have it! The Bridge Street branch holds specialised material on local history, including maps, photos, articles, historical documents, and also the reference library. Photocopying is available at Bridge St, but not at Stephen St. Each branch has internet access points: these are free to members on a walk in or bookable basis. There are also branches of the Sligo County Library service at Ballymote, Enniscrone and Tubbercurry. Contact the Sligo Town Library for further details.
St Angela’s College

Location Lough Gill, Sligo

( (071) 9143580
Fax: (071) 9144585
e admin@stacs.edu.ie
Opening hours Mon-Fri: 9–12.30,1.30-9; Sat: 10-1.30.

Charge free

Collection Strong on social sciences (eg sociology, economics), education, some aspects of science. Specialises in home economics. No borrowing allowed for non-St Angela’s students but photocopying facilities are available (card).

Cregg House

Location School of Nursing, Rosses Point Road

( (071) 9177532
Fax: (071) 9177439
Opening hours W-Th 9-5. Ring for appointment first.

Charge free

Collection: strongest in areas related to health, nursing and learning disabilities, including material on psychology, psychiatry, challenging behaviour, sociology, learning disabilities. Books are not available to borrow, but photocopying facilities are available.
Combat Poverty Agency Library & Information Service

Location Bridgewater Centre, Conyngham Road, Islandbridge, Dublin 8

( (01) 670 6746  Fax (01) 670 6760  e: library@cpa.ie
web www.combatpoverty.ie/lib_index.html
Opening hours M-F 9-1; 2-5. No appointment necessary, but librarian only available at certain times. Best to ring in advance.

Charge: free (including photocopying)
Collection ‘The CPA library collects information on poverty, community development and related issues and aims to make it accessible to community, voluntary and other interested organisations and individuals’. Holds 6000+ books, 200+ series of magazines and journals, 60+ videos, information files, handbooks, EU information, government information. Reference library only: you cannot borrow, but you can download a list of recent articles and request copies of up to 6 (see ‘Current awareness bulletin’ on CPA library website). 
National Disability Authority Library
Location 25 Clyde Road, Ballsbridge, Dublin 4 

( (01) 608 0400  
Fax (01) 660 9935  
e: library@nda.ie
web www.nda.ie/library.nsf
Opening hours M-F: 10-12.30, 2-4.30. You must ring for an appointment first.

Charge free

Collection Ireland's most comprehensive collection of information dedicated to disability-related issues. Over 11,000 resources including research papers, reports, theses, videos, government publications and journals (250+ of which about 40 are unique to this library) in the field of disability. You can search the library catalogue from the webpage.
You can request reading lists, lists of journal articles, newspaper articles, books and photocopies of articles by phone, fax or e-mail. You may borrow 2 books for up to 2 weeks at a time. Will even send you material (limit 2 items, no charge for postage) by mail.
Can carry out database searches for you (including in large print, on disk, on audiotape and in Braille on request): just phone. Photocopiers available using a card system. 
Visitors to the Library also have access to Kurzweill 3000 and Dragon Dictate software. The Library is wheelchair accessible. Very helpful staff!

European Information Centre

Location 16 Quay Street, Sligo

( (071) 9140017  Fax (071) 9160912  e sligoeic@eircom.net
web www.eic.ie

Opening hours M-F: 9-5

Charge free

Collection Part of an EU-wide network of over 200 centres. Mainly aimed at small businesses, but has a collection of EU related material such as legislation, reports &c so may be useful if you can’t locate this material elsewhere. Contact person: Laura Caslin.

Volunteering Resource Centre

Location: Coleraine House, Coleraine Street, Dublin 7.

( (01) 872 2622
Fax (01) 873 5280 
e info@volunteeringireland.com

Opening hours: M-F 9-5. You should ring for an appointment first.

Charge: free

Collection: a specialist library of books, reports and other resources on volunteering, from Ireland and the rest of the world. The library is for reference only, although photocopies may be made. Produces a series of free fact sheets on a range of volunteering matters (also available on their web site www.volunteeringireland.com as is the full catalogue of their library holdings). 

Journals

The ITS Library holds many journals, magazines or periodicals that are a great source of quality information. The most recent are displayed on racks inside the front door; the last few issues on shelves underneath the racks; and older issues on bookshelves within the ‘cages’ on the ground floor of the Library. Anyone can use any of the periodicals – just ask the Library staff for assistance. But you can’t take them out of the Library, so you may wish to photocopy articles for future reference.

Increasingly the Library is subscribing to electronic versions of journals: they are cheaper, and easier to search. Ask the staff for assistance in accessing these, or check out the Library web page. But browsing through the hardcopy versions can be a great way of finding out information, so I hope they remain for a few years yet!

Some journals held in ITS Library are listed below, with an indication of the sort of articles you might find. DO make use of them: far too few students make the effort. They are unbeatable as a source of cutting-edge and interesting information on a host of topics.

	Administration
major Irish public policy and practice journal published by the Institute for Public Administration [IPA]. 
Sample article: ‘Working together to protect children – an interagency approach’. Issue 48(2) Summer 2000.


	Books Ireland
journal of the Irish book trade. Information about newly published Irish books and books on Irish topics, plus more extensive reviews of some of them.


	British Journal of Social Work 
leading UK academic journal in this field. 
Sample article: ‘Workers and helpers: perspectives on children’s labour 1899-1999’. Issue 30(3) June 2000.


	British Journal of Sociology
major UK sociology journal. Fairly academic. 
Sample article: ‘The concept of social care’. Issue 51(2) June 2000.


	Childright 
journal of the Children’s Legal Centre. As its names suggests, carries material on legal issues as they relate to children and young people.


	Circa 
Ireland’s critical art journal. Essential reading to keep in touch with the world of modern Irish art. Often has articles of interest to social studies students.


	Community Care
magazine of the British social care industry, aimed at social and care workers. As well as numerous job ads, it carries material on practice, research, issues, news, opinion &c. Required regular reading for social care students!


	Ecologist
popular/scientific journal with an environmentalist remit. Often has useful articles on issues broadly related to the environment: not just on ecology, but on economic, social and cultural matters. 
Sample article: Sept 2000 had a 60-page supplement on ‘Globalizing poverty’.


	Economic and Social Review
one of the most important Irish social studies journals. Published by the Institute of Public Administration [IPA]. 
Sample article: ‘Job generation and regional industrial policy in Ireland’. Issue 31(2) April 2000.


	Economist
not to be confused with the Ecologist (above): its politics are diametrically opposed! One of the world’s leading news weeklies, with a particular focus on economic and business affairs.


	Harvard Business Review
aimed at management high-fliers, or those who would like to be. Has informative articles that reveal how America's top business people and management consultants are thinking. These ideas  - like ‘downsizing’ - often percolate down into the public sector. 
Sample article: ‘Getting the attention you need’. Issue Sept/Oct 2000.


Irish Journal of Applied Social Studies
The academic journal of social care in Ireland. Carries articles from academics and practitioners in Ireland and abroad. Essential reading for social studies students. You can buy copies at a very reasonable price at the campus bookshop.
Sample article: ‘Youth work in Ireland: the struggle for indentity’. Issue 2(2) 2000.

	Journal of Adolescence​
is as it says. 
Sample article: Aug. 2000 issue 23(4) special on adolescence and risk taking.


	Journal of Applied Behavioral Science
US-based journal that looks at how psychological theories and principles can be applied in the real world of practice. 
Sample article: ‘Implementing participatory management’. Issue 36(3) Sept. 2000.


	Journal of Child Centred Practice
research journal of the Irish Society for Prevention of Cruelty to Children [ISPCC]. Carries articles by many of the main Irish academics working in the area of child care, as well as UK and other writers. Accessible. (Not published since 2001)
Sample article: ‘Examining the individual needs of children in foster care’. Issue 7(1) May 2000.


	Journal of Common Market Studies
journal about the EU and its institutions. Fairly academic, but good for comparative studies. 
Sample article: ‘European integration and migration policy’. Issue 38(2) June 2000. 


	Journal of European Public Policy
as the name suggests, deals with public policy issues within an EU and European context. Quite academic. 
Sample article: ‘Policy networks in England and France – the case of child care policy 1980-1989’. Issue 7(2) 2000.


	Journal of European Social Policy
the ITS library is quite well supplied with journals that relate to EU issues: this is another one, with its remit fairly clearly indicated by its title. Particularly good for overviews of social policy issues. 
Sample article: ‘Ageing and social policy in Europe’. Issue 10(3) August 2000


	Law Society Gazette
journal of the Irish legal industry. Mainly concerned with legal matters, but many of these have a wider significance. Readable. 
Sample article: ‘Food for thought’ (on food safety in Ireland). Issue Aug/Sept 2000.


	New Scientist
popular/professional science weekly. Mainly of interest to those with a scientific bent, but always has articles of broader interest. 
Sample article: ‘Pigeonholed’ (on the science of prejudice) Issue 2258, 30 Sept 2000.


	Newsletters such as the Journal of Health Gain, Poverty Today, Womanzone, Relate, Scope and Equality News are largely PR for government organisations, but can contain useful information and references.


	Studies
Jesuit social and literary journal. Frequently deal with topical issues in a readable way. Also has good book reviews. 
Sample article: ‘The Queensland inquiry into institutional abuse: a good model for Ireland?’. Winter 2000. 


	Work, Employment and Society
specialised journal on the sociology of work, published by the British Sociology Association. 
Sample article: ‘Child employment research in Britain’. Issue 14(3) Sept 2000. 


Feedback

This Guide needs your feedback!

To help me improve the Guide for the next set of users, I’d much appreciate it if you could complete this brief form (photocopy it if you like) and send it to me through the Institute’s internal mail system.

Send to: Perry Share, Department of Humanities.

Thank you.

Which sections of the Guide did you find most useful?

1

2

3

Which sections of the Guide did you find least useful?

1

2

3

Have you any suggestions for improvements? If so please list them here.

Do you know of any resources (books, libraries, websites, organisations) that would be of use to other students and could be listed in the Guide? If so what are they? (attach extra paper if necessary).
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