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GRADUATE WRITING SUPPORT 



 What Must be Documented: 

 Quotations 

 Information and Ideas 

 Common Knowledge 

 Paraphrasing: 

 Successful Paraphrases 

 Unsuccessful Paraphrases 

 Steps on How to Paraphrase  

 Formatting Direct Quotations 

 Questions 

 

WORKSHOP OUTLINE 



 As graduate students, you are expected to be able to incorporate 
material from published sources into your own writing. 

 

 Consequently, you MUST be careful not to plagiarize. 

 

 Plagiarism refers to the use of  someone else’s work as your own.  

 

 You can avoid plagiarism by: 

  - understanding the material you plan to cite 

 - paraphrasing well 

 - acknowledging the work of  others through proper citation  

ACKNOWLEDGING, PARAPHRASING, AND 

QUOTING 



 Qatar University takes plagiarism very seriously 

 

 Furthermore, academic integrity is vital to your research and your 

professional career. 

 

 For additional information regarding QU’s plagiarism policy, please 

visit the Graduate Catalog at 

http://www.qu.edu.qa/students/catalog.php 

 

 

QATAR UNIVERSITY  AND PLAGIARISM 

http://www.qu.edu.qa/students/catalog.php
http://www.qu.edu.qa/students/catalog.php


 Portions of  this presentation have been adapted from the University of  

Wisconsin-Madison, Writer’s Handbook (http://writing.wisc.edu/Handbook) 



WHAT MUST BE DOCUMENTED 



 When you use an author’s specific word or word’s in your work, those 

words must be placed within quotation marks.   

 

 Additionally, you MUST credit the source. 

 

QUOTATIONS 



 

 When you interpret someone else’s work into your own words, you MUST 
indicate through proper citation that the idea(s) you presented belong to 
someone other than you. That is, even if  you are using your own words, you 
still need to document the source. 

 

 Information: You do not need to document common knowledge.  For 
example, Global warming refers to the gradual increase in the earth’s 
temperatures.  However, a piece of  information that is not common 
knowledge MUST include a source. 

 

 Ideas: Ideas are very important to pay attention to when acknowledging the 
work of  others. Documenting specific points presented by an author or the 
conclusions made in their research is not the only information that must be 
cited.  Other ideas that must be cited include specific methods or theories, 
the arrangement of  material, a list of  steps in a process, or characteristics of  
a medical condition. If  a source provided any of  these, you MUST 
acknowledge the source (University of  Wisconsin-Madison (2002). The 
Writer’s Handbook: Avoiding Plagiarism). 

Source: http://writing.wisc.edu/Handbook   

INFORMATION &  IDEAS 



 You do not need to cite a source for material considered common knowledge. 
 

 General common knowledge  refers to factual information considered to be in the 
public domain.  Examples of  common knowledge include the birth/death dates of  
well-known figures or generally accepted dates of  military, political, literary, and other 
historical events. Factual information is found in multiple reference works. 

 Field-specific common knowledge is “common” only within a particular field. It may 
include facts, theories, or methods that are familiar to readers within that discipline. 
For example, an author would not need to cite a reference to Piaget’s developmental 
stages in a paper for an education class , but you MUST be sure that this information 
is so widely known within that field that it will be shared by your readers (your 
professors can help guide you here).  *Tip, if  you have come across a piece of  
information multiple times without having seen it documented in your field, it is most 
likely field-specific common knowledge.   

  

 If  in doubt, it is best to be cautious and cite the source. In the case of  both general 
and field-specific common knowledge, if  you use the exact words of  the reference 
source, you must use quotation marks and credit the source. 

 

Source: http://writing.wisc.edu/Handbook 

COMMON KNOWLEDGE 



 The documentation that you have chosen to cite as well as the 

documentation style guide used in your field (i.e. APA, MLA, Chicago, 

AMA, IEEE etc.) will determine the way in which you credit your source.   

 If  you are unsure about the style guide used in your field, you can ask the 

course instructor who assigned the paper. 

 Style guide manuals can generally be found online for easy reference.  

 

DOCUMENTATION STYLE 



SAMPLE PARAPHRASES 

Unsuccessful    Successful 



 Paraphrasing is sometimes explained as restating the meaning of  a 

passage in your own words.   

 The questions students often struggle with are, “What are your 
own words?” and “How different must a paraphrase be from the 
original?” 

 

 Following are some examples that can help answer these questions. 

  

 Paragraph A provides an example by showing a passage as it 

appears in the original source. Paragraphs B and C show two 

paraphrases that follow the source too closely. Paragraph D is a 

legitimate paraphrase in which the students has restated the 

meaning of  the original passage in his/her “own words”.   

WHAT IS PARAPHRASING? 



Critical care nurses function in a hierarchy of  roles. In 
this open heart surgery unit, the nurse manager hires 
and fires the nursing personnel. The nurse manager 
does not directly care for patients but follows the 
progress of  unusual or long-term patients. On each 
shift a nurse assumes the role of  resource nurse. This 
person oversees the hour-by-hour functioning of  the 
unit as a whole, such as considering expected 
admissions and discharges of  patients, ascertaining 
that beds are available for patients in the operating 
room, and covering sick calls. Resource nurses also 
take a patient assignment. They are the most 
experienced of  all the staff  nurses. The nurse clinician 
has a separate job description and provides for quality 
of  care by orienting new staff, developing unit 
policies, and providing direct support where needed, 
such as assisting in emergency situations. The clinical 
nurse specialist in this unit is mostly involved with 
formal teaching in orienting new staff. The nurse 
manager, nurse clinician, and clinical nurse specialist 
are the designated experts. They do not take patient 
assignments. The resource nurse is seen as both a 
caregiver and a resource to other caregivers. . . . Staff  
nurses have a hierarchy of  seniority. . . . Staff  nurses 
are assigned to patients to provide all their nursing 
care. (Chase, 1995, p. 156) 

Source: http://writing.wisc.edu/Handbook 

 

Critical care nurses have a hierarchy of  
roles. The nurse manager hires and fires 
nurses. S/he does not directly care for 
patients but does follow unusual or long-
term cases. On each shift a resource nurse 
attends to the functioning of  the unit as a 
whole, such as making sure beds are 
available in the operating room, and also 
has a patient assignment. The nurse 
clinician orients new staff, develops 
policies, and provides support where 
needed. The clinical nurse specialist also 
orients new staff, mostly by formal 
teaching. The nurse manager, nurse 
clinician, and clinical nurse specialist, as 
the designated experts, do not take patient 
assignments. The resource nurse is not 
only a caregiver but a resource to the other 
caregivers. Within the staff  nurses there is 
also a hierarchy of  seniority. Their job is 
to give assigned patients all their nursing 
care. 

 

Original  Source  Word-for-Word Plagiarism 

SAMPLE PARAPHRASES 



DISCUSSION 

Notice in the previous comparison, the writer has not only 

"borrowed" Chase's material (the results of  her research) 

with no acknowledgment, but the method of  expression and 

the sentence structure has essentially been unchanged.  

 Even if  the author in this example had cited the original as 

the source of  the information, the language of  the new 

passage would still be considered plagiarized since no 

quotation marks indicate the phrases that come directly from 

Chase.  

 Furthermore. if  quotation marks did appear around all of  the 

direct quotes, the paragraph would be so cluttered that it 

would be unreadable. 

 This is further support for the importance of  paraphrasing 

well. 

 



Critical care nurses function in a hierarchy of  roles. In 
this open heart surgery unit, the nurse manager hires 
and fires the nursing personnel. The nurse manager 
does not directly care for patients but follows the 
progress of  unusual or long-term patients. On each 
shift a nurse assumes the role of  resource nurse. This 
person oversees the hour-by-hour functioning of  the 
unit as a whole, such as considering expected 
admissions and discharges of  patients, ascertaining 
that beds are available for patients in the operating 
room, and covering sick calls. Resource nurses also 
take a patient assignment. They are the most 
experienced of  all the staff  nurses. The nurse clinician 
has a separate job description and provides for quality 
of  care by orienting new staff, developing unit 
policies, and providing direct support where needed, 
such as assisting in emergency situations. The clinical 
nurse specialist in this unit is mostly involved with 
formal teaching in orienting new staff. The nurse 
manager, nurse clinician, and clinical nurse specialist 
are the designated experts. They do not take patient 
assignments. The resource nurse is seen as both a 
caregiver and a resource to other caregivers. . . . Staff  
nurses have a hierarchy of  seniority. . . . Staff  nurses 
are assigned to patients to provide all their nursing 
care. (Chase, 1995, p. 156) 

Source: http://writing.wisc.edu/Handbook 
 

Chase (1995) described how nurses in a 
critical care unit function in a hierarchy 
that places designated experts at the top 
and the least senior staff  nurses at the 
bottom. The experts--the nurse manager, 
nurse clinician, and clinical nurse 
specialist--are not involved directly in 
patient care. The staff  nurses, in contrast, 
are assigned to patients and provide all 
their nursing care. Within the staff  nurses 
is a hierarchy of  seniority in which the 
most senior can become resource nurses: 
they are assigned a patient but also serve 
as a resource to other caregivers. The 
experts have administrative and teaching 
tasks such as selecting and orienting new 
staff, developing unit policies, and giving 
hands-on support where needed. 

 

Original  Source  Patchwork Paraphrase  

A PATCHWORK PARAPHRASE 



DISCUSSION 

 

While we are getting closer to a legitimate paraphrase here, 

none of  the borrowed language in this example is in 

quotation marks.  

 Consequently, even though the writer acknowledges the 

source of  the material at the start of  the paragraph, all of  the 

information in the paragraph is falsely being presented as the 

student’s own. 

 



Critical care nurses function in a hierarchy of  roles. In 
this open heart surgery unit, the nurse manager hires 
and fires the nursing personnel. The nurse manager 
does not directly care for patients but follows the 
progress of  unusual or long-term patients. On each 
shift a nurse assumes the role of  resource nurse. This 
person oversees the hour-by-hour functioning of  the 
unit as a whole, such as considering expected 
admissions and discharges of  patients, ascertaining 
that beds are available for patients in the operating 
room, and covering sick calls. Resource nurses also 
take a patient assignment. They are the most 
experienced of  all the staff  nurses. The nurse clinician 
has a separate job description and provides for quality 
of  care by orienting new staff, developing unit 
policies, and providing direct support where needed, 
such as assisting in emergency situations. The clinical 
nurse specialist in this unit is mostly involved with 
formal teaching in orienting new staff. The nurse 
manager, nurse clinician, and clinical nurse specialist 
are the designated experts. They do not take patient 
assignments. The resource nurse is seen as both a 
caregiver and a resource to other caregivers. . . . Staff  
nurses have a hierarchy of  seniority. . . . Staff  nurses 
are assigned to patients to provide all their nursing 
care. (Chase, 1995, p. 156) 
Source: http://writing.wisc.edu/Handbook 

 

In her study of  the roles of  nurses in a critical 
care unit, Chase (1995) also found a hierarchy 
that distinguished the roles of  experts and 
others. Just as the educational experts 
described above do not directly teach 
students, the experts in this unit do not 
directly attend to patients. That is the role of  
the staff  nurses, who, like teachers, have their 
own “hierarchy of  seniority” (p. 156). The 
roles of  the experts include employing unit 
nurses and overseeing the care of  special 
patients (nurse manager), teaching and 
otherwise integrating new personnel into the 
unit (clinical nurse specialist and nurse 
clinician), and policy-making (nurse clinician). 
In an intermediate position in the hierarchy is 
the resource nurse, a staff  nurse with more 
experience than the others, who assumes 
direct care of  patients as the other staff  
nurses do, but also takes on tasks to ensure 
the smooth operation of  the entire facility. 

 

Origina l  Source  Legi t imate  Paraphrase  

A LEGITIMATE PARAPHRASE 



DISCUSSION 

 In the legitimate paraphrase, the author has acknowledged Chase as the 

original source. 

 

 The author also documented Chase’s specific language by using direct 

quotation marks around language taken directly from the source.  

 

 The only exact word(s) that remain from the original source are 

examples of  common knowledge/field-specific common knowledge. 

 

 Notice also how the author has modified Chase's original language and 

structure through proper paraphrasing.  

 

 Additional material has also been added to fit the new context and 

purpose—to present the distinctive functions of  experts and non-

experts in several professions. (This is the critical thinking and 

synthesis that makes for an original contribution to your field!) 



ARE THERE SPECIFIC STEPS FOR 

PARAPHRASING CORRECTLY? 



 First try to understand what you have read. Never simply pull out 

specific ideas or phrases without first understanding the context in 

which they were presented.  

   

 Be selective in the material you choose.  Only summarize the specific 

material that helps you make a point in your paper. 

 

 To practice “putting it in your own words” try telling a friend or family 

member what the original source material said. 

 

 It is acceptable to use direct quotations of  phrases from the original 

within your paraphrase.  But, the particular word/ phrase chosen as a 

direct quotation should be particularly meaningful to your discussion.  

 

PARAPHRASING ADVISE 



A. Look away from the source; then write. 

 Read the passage you want to paraphrase multiple times. The read it again!  Make 

 sure you understand the passage.  Once you feel like you understand the passage 

 well enough to restate it in your own words, put the original source away and 

 rewrite the text in your own words. 

B. Take notes. 

                    Take abbreviated notes as you read. Later, come back to your notes a paraphrase 

 working from your notes rather than the original source. 

C. While looking at the source, first change the structure, then change 

the words. 

 This approach is useful when you find you have been unable to produce a 

 legitimate paraphrase by following A or B.  This can also help you understand a 

 difficult text.  

 

WAYS TO PARAPHRASE 



1. Understand the original source. 

2. Change the structure. 

 - Start in a different place in the paragraph (centered on the focus of  

 - your paper)  

 - Break up long sentences 

 - Combine shorter sentences 

 - Expand are relevant phrases for clarity 

 - Shorten lengthy phrases for conciseness 

 3.    Change the words. 

  - Use synonyms 

 4.    Use proper citation to acknowledge the original source. 

 

SPECIFIC STEPS TO FOLLOW 



USING DIRECT QUOTATIONS 



 It is important to make sure that most of  your paper is in your own words, 

and direct quotations are only needed under the following circumstances: 

 - To provide support for your point/argument from an authority 

 - To critique a comment; present your argument 

 - To discuss theoretically or historically significant language 

 - To share a well-stated phrase or passage that would lose its meaning if  paraphrased.  

WHEN SHOULD I QUOTE? 

Source: http://writing.wisc.edu/Handbook 



 Part of  your work as a researcher/author is to guide readers through 

your work.  Consequently, you should NEVER drop quotations into 

your paper without providing a context. 

 

 It should not be the reader’s responsibility to make connections 

between the points you are making in your paper and the specific 

quotations you have chosen to present.   

 

 Here is where you can recall our earlier discussion (from the last 

writing workshop) on using a quote sandwich in which you introduce a 

quote, (top bun) present the quote (the meat), and provide your analysis 

(bottom bun).  

PRESENTING QUOTATIONS 



 This requires, at a minimum, 3 elements: 

 1. Introduce the quote to provide some context and signal that a 

 quote is coming (TOP BUN). 

 2. Include a signal such as the author’s name or reference to 

 the work before inserting the quotation (MEAT) 

 3. Provide an assertion that illustrate the relationship between 

 your text and the specific quotation that was presented 

 (BOTTOM BUN).  

  

 Remember the Quote Sandwich! 

INTEGRATING A QUOTATION 

INTO YOUR TEXT 



 Ross (1993), in her study of  poor and working-class mothers in 19th 

century London [signal], makes it clear that economic status to a large 

extent determined the meaning of  motherhood [assertion]. During this 

period it was believed that [connection/transition], “To mother was to 

work for and organize household subsistence” (p. 9) [direct quotation].  

 

The signal can also come after the assertion, again with a connecting word 
or phrase: 

 

 Illness was rarely a routine matter in the nineteenth century [assertion]. 

As [connection] Ross observes [signal], “Maternal thinking about 

children’s health revolved around the possibility of  a child’s injury or 

death” (p. 166) [direct quotation]. 

 

VARIETY IN INTEGRATING 

QUOTATIONS 



 Integrate the short direct quotation into your paper. 

 

 Enclose the short direct quotation in double quotation marks. 

 i.e.) According to Rosenblatt (1978), a reader’s response to a 

 text is, “a literary event” (p. 128). 

 

 For longer quotations (block quotes), begin on a new line and indent 

the entire quotation with no quotation marks at the beginning or 

end.  

 

 You will need to refer to the guidelines of  the documentation style 

you are using regarding the minimum length of  block quotations, 

how many spaces to indent, and whether the quotation should be 

single spaced or double spaced.   

 

FORMATTING QUOTATIONS 



 

1. Parenthetical Citations. With short quotations, place citations outside of  closing quotation 
marks, followed by sentence punctuation (period, question mark, comma, semi-colon, colon): 

 

Rosenblatt (1978) characterizes a reader’s experience with literature as “a literary event” (p. 128). 

 

With block quotations, check the guidelines for the documentation system you are using.  

 

2. Commas and Periods. Place inside closing quotation marks when no parenthetical citation 
follows: 

 

Aron and Loprest (2012) point out that the special education system has given children with 
disabilities much greater access to public education by “establishing an infrastructure for 
educating them,” but despite such advances, certain sub-groups of  students still suffer from 
“under-identification” (p. 97).  

 

3. Semi-colons and Colons. Place outside of  closing quotation marks (or after a parenthetical 
citation). 

                

Without stronger evidence, researchers will be unable to “gauge the efficacy of  special education 
services”; the formulation of  effective reforms must be supported by empirical research (Aron & 
Loprest, 2014, p. 97).  

  

PUNCTUATION AND QUOTATION 

MARKS 



4. Question marks and exclamation points. Place inside closing quotation marks if  the 
quotation is a question/exclamation: 

 

Menand (2001) acknowledges that H. W. Fowler’s Modern English Usage is “a classic 
of  the language,” but he asks, “Is it a dead classic?” (p. 114). [Note that a period still 
follows the closing parenthesis.] 

 

Place outside of  closing quotation marks if  the entire sentence containing the 
quotation is a question or exclamation: 

 

How many students actually read the guide to find out what is meant by “academic 
misconduct”? 

 

5. Quotations within quotations. Use single quotation marks for the embedded 
quotation: 

 

According to Hertzberg (2002), Dahl gives the U. S. Constitution “bad marks in 
‘democratic fairness’ and ‘encouraging consensus’” (p. 90). [The phrases “democratic 
fairness” and “encouraging consensus” are already in quotation marks in Dahl’s 
sentence.] 

 

 

PUNCTUATION AND QUOTATION 

MARKS 



 To indicate a change/ omission within a quotation use ellipsis points (. . .).   

 Do not use ellipsis points at the beginning or end unless it is not obvious 

to the reader that you are quoting only a portion of  the whole. 

 Omission: 

 The European Charter for Small Enterprises declared that “bankruptcy law 

 reforms should become a clear priority for member states…and new bankruptcy 

 laws should allow failed entrepreneurs a fresh start.” 

 

 Ellipsis at the start of  a quotation: 

 The European Charter for Small Enterprises encourages entrepreneurial 

 activity, “…failure is concomitant with responsible initiative and risk-taking 

 and must be mainly envisaged as a learning opportunity.” 

 

 

WHAT IF I WANT TO CHANGE 

SOMETHING INSIDE THE 

QUOTATION? 



 To add you own clarifications, comments, or corrections within a 

quotation, use square brackets [ ] (NOT PARENTHESES) 

 

 

 The European Charter for Small Enterprises encourages 
entrepreneurial activity, “…failure is concomitant [disappointment is 
necessarily associated] with responsible initiative and risk-taking 
and must be mainly envisaged as a learning opportunity.” 

 

WHAT IF I WANT TO CHANGE 

SOMETHING INSIDE THE 

QUOTATION? 



ARE YOU READY TO PUT 

THESE NEW SKILLS TO 

WORK? 





Aron, L. & Loprest, P. (2012). Disability and the Education System. Future 
 of  Children, 22 (1), 97-122.  

Chase, S. K. (1995). The social context of  critical care clinical judgment. 
 Heart and Lung, 24, 154-162.  

Hertzberg, H. (2002, July 29). Framed up: What the Constitution gets wrong 
 [Review of  R. A. Dahl, How democratic is the Constitution?]. New 
 Yorker, pp. 85-90. 

Mansow, G. (2011). Motivating Innovation. The Journal of  Finance, 66 (5), 
 1823-1860.  

Menand, L. (2002, November 26). Slips of  the tongue [Review of  J. 
 McMorris, The warden of  English: The life of  H. W. Fowler]. New 
 Yorker, pp. 112-116. 

Ross, E. (1993). Love and toil: Motherhood in outcast London, 1870-1918. 
 New York: Oxford University Press. Spatt, B. (1999). Writing from 
 sources (5th ed.). New York: St. Martin’s Press. 

University of  Wisconsin-Madison. (2002, October 1). The Writer’s 
 Handbook: Avoiding Plagiarism. Retrieved December 31, 2013 
 from http://writing.wisc.edu/Handbook/QPA_paraphrase.html. 

 

REFERENCES 



QUESTIONS 

?  


