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Information Literacy 
 


According to the CILIP Information Literacy group ( http://www.informationliteracy.org.uk/) Information 
Literacy is knowing when and why you need information, where to find it, and how to evaluate, use and 
communicate it in an ethical manner.  


The problem many students face in the modern world is the overwhelming amount of information 
available in numerous formats and it is important that you know where and how to find reliable good 
quality information which can be used in an academic assignment. 


Follow the next link to explore the MMU library website. There are a number of helpful tutorials and 
podcasts to help you find the information you need.  http://www.library.mmu.ac.uk/  


If you are an external student your own college library will have a similar service which you can access 
through moodle by following the link to library services. 
http://www.youtube.com/watch?v=7KBlpCBYEoU 


Below is a link to an interactive guide published by the National Foundation for Educational Research 
(NFER)  designed to guide you in finding educational literature on the web. Information Literacy is a 
sophisticated skill and as with all skills you will need to invest some time in polishing it by practice. Put 
some time aside to go through the guide and begin your journey. 


https://drive.google.com/file/d/0B19iS6OrwwdiRkx6Tkd3Q01RYVk/edit?usp=sharing 


There are also a number of sites which provide shared videos and lectures which may be useful in your 
studies. Below are 2 examples of alternative forms of ‘literature’ using the Youtube website and a 
website called TED.  If you are a visual or audio learner these may be particularly useful. 


http://www.youtube.com/watch?v=zDZFcDGpL4U 


http://www.ted.com/talks/ken_robinson_says_schools_kill_creativity 


 


 Of course for traditional academic texts your first port of call is likely to be the reading list providing by 
your course. Some books are recommended for purchase but many can be found in your college or 
university library. The link to your reading lists for the 1st year is provided below. 


https://docs.google.com/document/d/1of-JclK8-
zDxLwmSJY_llg2278yTyIVWbR5SRzz9JAs/edit?usp=sharing 


Finally, remember that information literacy is a complex skill and your librarian is there to help. 
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Plagiarism and Referencing 
Plagiarism is using another person's ideas, writing or inventions without acknowledging them, 
as if they are your own.  The word "plagiarism" comes from the Latin plagiarius, a kidnapper.  In 
academic writing, plagiarism is considered unethical and in academic essays it is penalised.  If 
there is extensive plagiarism, your essay will be awarded a mark of zero. 


In many academic essays you will be expected to explain ideas, theories, evidence and so on 
which have been written by other scholars:  this will demonstrate that you understand a body of 
knowledge.  In such cases you should precis, paraphrase, or summarise: that is, express the 
other scholar's work in your own words, making sure you reference the other scholar's work 
properly.  You can also use quotations.. 


Errors you should avoid are: 


• Presenting someone else's idea but not documenting it, so the idea seems to be yours. 
• Presenting someone else's words without documenting it, so they seem to be part of your 


writing. 
• Quoting someone else's words - perhaps even documenting them - but failing to signal they 


are a quotation by using quotation marks or indentation. 
You can avoid unintentional plagiarism by following these two rules suggested by Rosen & 
Behrens (1992): 


1.  Whenever you quote the exact words of others, place these words within quotation marks and 
properly cite the source. 


2.  Whenever you paraphrase or summarise the ideas of others, do not use whole phrases, many of 
the same words, or sentence structures similar to the original.  You must identify the source of the 
paraphrased or summarised material: do not assume that you are under no obligation to credit your 
source if you simply change the wording of the original statement or alter the sentence structure.  
The only exception to this rule is if the information is common knowledge (p. 582). 


It is not good enough to simply place the details of the work you are referring to in the 
References section, you must acknowledge other people's work as soon as you refer to it in the 
main body of your essay. 


Follow the link below to see a presentation on referencing your work correctly: 


https://docs.google.com/presentation/d/1CkGQEGt6mfNjlip7qf13QPqkaKSsHUO_7CyD_xPOcbg
/edit?usp=sharing  


Task: Follow the link to the online referencing tutorial with Harvey the Cat and carry out the 
tutorials. http://library.northampton.ac.uk/liberation/ref/cat.php    Now practice your referencing skills 
by  choosing  sources in various formats from the Core Academic Sources section and work out how to 
reference them. 
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Research Project – Interactive Blended Learning 
materials for Academic Literacy in FD 
Supporting Teaching and Learning 


The purpose of this research project was to collate study skills resources and websites 
along with some core sources, texts and videos to support students when they start the 
course with their academic literacy. 


It is hoped that at the same time as providing a more interactive experience that the 
materials would provide some structure to researching and writing the first assignment. 
There is an overwhelming amount of information available and it is hoped that this 
resource will help steer learners towards a set of specific resources with tasks to 
scaffold the development of study skills.  


It could be viewed as a sort of ‘intervention’ at the beginning of the course to guide and 
support students towards correct academic habits and conventions. 


It would be very helpful if you could spend some time looking through this sample of  
materials and then completing the interactive survey from the link below and comment 
on the software, its ease of use and apparent utility. 


The materials themselves would take several hours to work through so we are not 
looking for comments on the content as much as the concept of the interactive PDF as a 
way of collating different types of files and media into a structured set of resources 
which can all be found in one place and accessed through mobile devices. 


Please spend 10 minutes or so looking through the resources, perhaps staring with 
information literacy and moving on to plagiarism and referencing. It is hoped that your 
feedback will inform the development of the resource for the next intake. Thank you for 
your time and attention. 


https://docs.google.com/forms/d/1m-
iZKfZeB1zExqumWpdHba60CNxsPt4abOjmCTaZuR0/viewform?usp=send_form 



https://docs.google.com/forms/d/1m-iZKfZeB1zExqumWpdHba60CNxsPt4abOjmCTaZuR0/viewform?usp=send_form

https://docs.google.com/forms/d/1m-iZKfZeB1zExqumWpdHba60CNxsPt4abOjmCTaZuR0/viewform?usp=send_form






Planning and Writing 
Writing academic essays is a craft or skill.  You get better at it by doing it.  Reading academic material 
and immersing yourself in the language of academia will also help you.  This section provides you with 
some basic tuition.  Keep it with you as you go through your course: writing essays is a skill you can 
continually improve.  You will receive feedback on your progress when you submit essays for grading.  
You will be expected to show an understanding of the contents of this guide in your assignments. 
There are many useful guides to essay writing and study skills generally including on your college and 
university websites which you already have links to in the Information Literacy section. Many other 
sources and universities have study skills websites freely available which you might want to browse. 
Below are just a few: 
 
http://www.palgrave.com/studentstudyskills/ 
 
http://www2.le.ac.uk/offices/ld/resources/study  
 
http://www.bradford.ac.uk/academic-skills/resources/study/ 
 
http://www.ucl.ac.uk/transition/study-skills-resources 
 
 
It is important to remember that Academic essays are not primarily about students' opinions but specific 
theories and bodies of knowledge.  The essay should assist students in learning about these matters and 
enable staff to assess students' progress.  Nevertheless, essays do vary in the extent to which personal 
opinions will be valuable.  For example, if the focus of the essay is "Models of Teaching and Learning", 
there will be little place for personal comments, except perhaps a few at the end.  On the other hand, if 
the focus is "A critique of your setting’s behaviour policy”, students may legitimately comment on their 
own experience of the setting in relation to the policy being critiqued although a formal writing style 
must still be maintained. 
There are occasions when students are asked to position themselves in relation to conflicting theories: 
that is, to state their personal opinion.  However, it is essential that students demonstrate the 
intellectual pathways that have led them to formulating that opinion. In other words, students must be 
able to substantiate their opinions by referring to the research and other literature (and perhaps 
experience) relevant to the subject.  On taking one side of an argument, students must acknowledge 
conflicting views and demonstrate their inadequacy. 
 
 
Individual essays will vary according to: 
 
the way a student selects and orders components. 
the inclusion of "extra" material - reading, theories, examples. 
any originality deployed once understanding has been demonstrated. 
 
While it is useful for students to develop their opinions on paper, in the academic essay this must be 
done in relation to the theories and knowledge concerned. 
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http://www2.le.ac.uk/offices/ld/resources/study

http://www.bradford.ac.uk/academic-skills/resources/study/

http://www.ucl.ac.uk/transition/study-skills-resources





Think of an essay as a piece of research.  It is not something which can be dashed off, satisfactorily, in a 
couple of hours.  The production of an essay entails planning, reading, organising and writing.  Set aside 
specific time for these activities and enter them into a weekly timetable.  This isn't something which has 
to be stuck to very rigidly, but it does serve as a good indication of the extent to which the preparation is 
ahead of or behind schedule. 
 
It is generally necessary to have planned the broad structure of your essay before the major information 
gathering phase takes place, although you may need to do some initial browsing beforehand.  All that is 
necessary at this stage is a series of broad headings, with some indication of the ways in which these will 
relate to one another in the final essay.  This is the essay plan or outline, and you will revise this outline 
as the cycle of gathering information, drafting and revising goes on.  You cannot write a good essay 
without first having produced an essay plan.  If you want to see your tutor about your essay, they will 
often ask to see this plan. 
The advantage of this kind of approach is that reading for the essay will be reading with a purpose.  It is 
an active enquiry rather than a passive and largely purposeless reading of material.  And research has 
demonstrated that active or critical reading and studying leads to greater retention of material and an 
eventual higher level of understanding. 
 
If you haven’t looked at the section on Active critical reading you should do so before continuing.  
 


Your next task is to use the notes you produced from Pound and Moore to draft 1500 words on theories 
of learning and teaching. Discuss how theories have developed over the last century and the theorists 
which proposed them as well as evaluate their worth in the classroom. Remember to use contrasting 
opinions and evidence from the scholarly sources you have read correctly cited and referenced.  


 
Before you go ahead writing, use one of the study skills websites or the Academic writing handbook in 
from the  link below to revise introductions, conclusions, paragraphs as well as academic conventions 
and common mistakes made in writing. 


https://docs.google.com/document/d/1U9stBC4HsNcwp9tXn4Zsz9Ss2XEzFMXtixJRHxtQrfc/edit?usp=sh
aring 


The following link takes you to a presentation which provides a quick checklist when you are writing 
assignments 


https://docs.google.com/presentation/d/1U2vBak7QQ8-
JzRPVJAP9FZipi5CgWy8_xMhgbad3Rkg/edit?usp=sharing  
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Critical, Active Reading  
The basis of your study on your course is your academic and wider reading. To a large extent your 
assignments are assessed and graded on how well you discuss , evaluate, analyse, compare and contrast 
the evidence you have read. For this reason academic reading or research needs to be an active process 
which you engage in with the purpose of citing and discussing evidence. It is therefore very different to 
other types of reading. Passively reading a chapter of a book vaguely related to your topic with one eye 
on the television is most likely a waste of time because you will be unable to use the reading in your 
assignment. This section will advise you on how to read actively and critically. Since we are being active 
it will also include some reading tasks and practice at searching for literature. 


Here is a link to some advice to first year students at Harvard University about 6 good reading habits. It’s 
reasonably short and easy to read through… and if it’s good enough for them, it’s good enough for you!  


http://guides.library.harvard.edu/friendly.php?s=sixreadinghabits&gid=4877 


Task:  Either use your purchased/borrowed hard  copy or use your college e-library  (see link in 
Information Literacy section) to access the book by Pound listed in the Reading list: 


 Pound, L (2005) How Children Learn- From Montessori to Vygotsky, London: Step Forward 
Publishing Ltd. 


Go through the 6 Harvard steps and take notes on Skinner, Piaget and Vygotsky. Make sure you label the 
notes with the source so that you can cite them correctly. 


 
It is very important to remember that most of the ideas you will be writing about in an academic essay 
will not be yours.  You will be explaining and discussing what other scholars have said, and formulating 
your own ideas in relation to them.  You are expected to reference all the ideas in your essay, all the 
time.  You have to inform the reader where the idea you are referring to came from.  You do this for 
example by saying things like: ‘According to Smith (1998) …’  Or: ‘Smith (1998) argues that…’  You have 
to do this all the way through your essay, especially every time you start a new paragraph.  If the idea 
you are discussing is your idea, you have to say so, and explain how you arrived at it.  There should not 
be any ideas, facts, theories, claims, opinions, etc. in your essay which are not referenced.  The 
referencing shows that there is evidence for the idea, by showing that an established scholar has 
claimed it; and it shows that you are familiar with the work of this scholar.   
 
It is important that you use your own words most of the time when writing an essay because otherwise 
it is not clear that you understand the material.  But at some points in your essay you may want to use 
an author’s exact words: a quotation.  You should not do this too much, since an important point of the 
essay is for you to show you understand something by using your own words.  As a rule, never have 
more than 10% of your essay in quotation.  But there are good reasons why you might want to use a 
quotation: 
 



http://guides.library.harvard.edu/friendly.php?s=sixreadinghabits&gid=4877





• To help convey the precise point the author is making 
• To provide colour to your essay by including someone else’s writing, and they may have expressed 


something particularly well 
• To show that you have read the scholarship carefully and that the author did in fact say such a thing 
• To show that you understand the material well by showing you can stitch the author’s words into 


your argument seamlessly. 
•  
There are two common errors students make.  The first is in the use of quotations and the second is in 
the referencing of them. 


Firstly, the use of quotations.  Students often do not integrate the quotation properly into an 
explanation they are making themselves.  They either rely too much on the quotation to make the point, 
rather than making the point themselves with the support of the quotation; or they stick on a quotation 
which isn’t quite pertinent, perhaps because they think they ought to be using them.  It is important that 
a quotation is used to support a point you are making, not to make a point for itself. See the leaflet 
entitled ‘Using Evidence’ in the Core Academic Sources portfolio which accompanies this resource. 


Secondly, referencing quotations.  Students often fail to use the agreed referencing format, which 
includes the page number.  For information on presentation of quotations and referencing formats see 
Write and Cite: The QM Guide to the Harvard Style of Referencing at 
http://www.qmu.ac.uk/lb/IFS_Harvard.htm  


(Much of the above was taken from The Academic Essays Handbook produced by Edinburgh University) 


You may want to access your reading through audio files if you find this format easier to absorb or you 
prefer listening to reading. Here is a link to some free software which converts text to audio using high 
quality modern British synthetic voices. www.jisctechdis.ac.uk/Voices  


The following is a set of guidelines for taking notes which will help you to WRITE A 
CRITIQUE (CRITICAL ANALYSIS) 
A critique is a careful analysis of an argument to determine what is said, how well 
the points are made, what assumptions underlie the argument, what issues are 
overlooked, and what implications are drawn from such observations. It is a 
systematic, yet personal response and evaluation of what you read. 
 
Opening Notes 
Ask yourself: 
What is the nature of the piece? 
Who wrote it, why, and what are his/her qualifications? 
What is the significance of the piece? 
What are its objectives? How well are they achieved? 
What is the design or method for the piece? 
Does the design help the piece achieve its objectives? 
What is the particular appeal or lack of appeal? 
What assumptions underlie the piece? Are they offensive? Obvious? 
How do the assumptions and biases affect the validity of the piece? 



http://www.qmu.ac.uk/lb/IFS_Harvard.htm
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Organization 
1. Introduce the subject of your critique – the reading under analysis. 
2. Review the background facts or issues that must be understood before the point of 
the reading can be appreciated: significance, design, appeal, and so on. 
3. Review the assumptions in the reading that must be understood before you take a 
position. 
4. Make your position statement clear: what is your evaluation? On what basis are 
you making it, given what you have stated in #2 and #3? 
5. Review the author’s ideas in light of the position you identified and elaborate on 
each point that relates to your central position. 
6. State your conclusions, reminding the reader of the points you have made and 
your reasons for making them. 
Adapted from Behrens and Rosen, Writing and Reading Across the Curriculum, 


Task 2: Read the first chapter of the text by Alex Moore (2000) from Teaching and Learning: Pedagogy, 
Curriculum and Culture. London: RoutledgeFalmer which can be found through the following link: you 
will need to sign up  or alternatively it  can be found in the college/university library. There is also a link 
to the relevant chapter on moodle. 


https://www.academia.edu/3794066/Teaching_And_Learning_Pedagogy_Curriculum_And_Cult
ure_By_Alex_Moore  


This text could provide a core part of the first part of your assignment. It represents a significant 
step up in academic style from Pound and will take your assignment to a new level if used effectively. 
Take notes  and carry out your own  critical analysis using the guidelines above. 


 


Task 3 : Follow the link to the You tube or TED video of Ken Robinson talking about creativity in 
education and take notes. Did you find it easier or more difficult to study/take notes in this way? How 
would you reference a you tube video? 


http://www.youtube.com/watch?v=zDZFcDGpL4U 


http://www.ted.com/talks/ken_robinson_says_schools_kill_creativity 
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