JAMES COOK UNIVERSITY BRISBANE
STUDENT LEARNING and ASSESSMENT GUIDE

The information inthis da@umert relates toessential learning and study skills. Yau stould refer to this
informationthroughout you and provide you with tools to effectively organise your tir

Successful completion of your subjects will require you to:
X Attend lectures
Complete set readings
Revise and take notes (from lectures and readings)
Attend and participate in tutorialgracticals and online activities
Complete assessment tasks
If you need help or advice, you should ask for it when you need it and not wait to be approached igggardin
your progress or problems.

X X X X X

Subject Workload




X Keep upto-date with your study. Complete work required for tutorials or workshops, revise your notes
constantly, start work on assignments early.

y Note-taking Skills Note-taking requires you to be alert, this will allow you to listen and evaluate what is being
said. The notgaking process, like the learning process, involves more than just what happens in lectures. Itis a
process that requiregou to do things before, during and after lectures. You can learn more aboutadotey
techniqueshere.

y Reading SkillsBue to the amount of readg required, you need to be familiar with different types of reading
skills. Reading at University requires that you quickly absorb a large humber of ideas or the major points of articles
and books, not the details. You also need to be able to read critically which takes practice. There are a number of



Types of Written Assignments
Prior to attempting any assignment, it is essential to understand its nature. Below is an explanation for some of the
different types of assignments that you may be given.

y Essysandreports
Two main types of assgnmentsthat you may be askel to write are essag and reports. The differences between
essayg and reports are illustrated below:

Essays Reports
Purpose Presents an argument Presents information
Introduction Loosely stated purposethis tells the

reader what is to be covered in the
body of the essay.



y Casestudies

A caseis adescription of amanagerial dedsion, seenario or problem. The use of case studiesin businessisa
widelyaccepged means of bringingtheoretical concepts and practical situationstogether. It isoften impossble
to take a group of studertsinto an organisation to obsene the subjgct matter of managementor
organisatiorr



Appendix1: Plagiarism
WHATISPLAGIARIE?

Plagiaris is to take someones words or ideas and presert them as your own (Marshall & Rowhnd, 1998) This
mears that when a person preserg ideas or words as if they are their own, they haw plagarised This
inappropriate use of ideas from books articles the internet, or other student'swork isregarded as plagiarism.

Source Marshall L & Rowland F. 1998 A Guide to Learning




Student3:

There were mary changes in th e British die t after 1870. Hobsbawm point s out

that the British peopl e 'began, for instance, to eat fruit, previously a
luxury', and goes on to describe other new developments as well. (Hobsbawm 1990
pp.162 - 3)

Is it plagiarism? No. It's quoting directly, rather than paraphragng as Examge 2 did, but it includes a
reference As long as there's areference quoting and paraphiasing are both OK.

Student4:
In fact, afte r 1870 the food and the eatin g habits of the Britis h peopl e began
to be transformed. They began, for instance, to eat fr uit , previously a luxury.

To begin with , working -class fruit consumption too k the for mof jam; late r alsoo f
the novel and importe d banana, which supplemented or replace d apples. (Hobsbawm
1990 ppl62)

Isit plagiarism? Yes it is, though it isnt as bad as Examplel. Thele is a reference but there is no attempt to do




The following approad will assi$ you to summarig passages:

o read and understand fully an original passageturn the originalface down soyou are not tempted to
copy sentences word for word;

o write out the main




Appendix2: APA Referencingtyle Guide

INTRODUTON




Onre work by one author:

Walker (2000 ) compare d reactio n times...
..was reported in a recent study of reactio n time s (Walker, 2000).

Within a parageph, you need not include the year in subsequen references to a stud

)

no



Workswith no author:






Order of seveal works bydifferent first authorswith the
same




Multiple Authors in a biblography

When a work has between two and six authors cite all authors When a work has more than six authors cite only
the last name of the






Unpublished contribution to asymposium:

Lichstein, K. L., Jonson, R S., Womack, T. D., Dean, J. E., & Childers, C K
(1990, June) . Relaxation therapy for polypharmacy wuse in elderly insomniacs  and
noninsomniacs. In T. L. Rosenthal (Chair), Reducing medication i n geriatric
populations. Symposium conducted at the meeting of the Firs t International

Congress of Behavioural Medicine, Uppsala , Sweden.

Posta session:

Ruby, J., & Fulton, C. (1993, June). Beyond redlining: Editing  softwar e that
works. Poste r sessio n presented at the annual meetin g of the Society for
Scholarly Publishing , Washington.

4. Electroncinformation (including the Internet)

The type of medium can be, but is not limited to the following: Internet, email, discussio forums, CDROM
DVD and tapes Doawments available via the internet include articles from periodicals (e.g, newspaper
newsletter, or journal); they may stand on their own (e.g, researt paper, governmet report, online book or
brochure) or they may hawe a quintessentially Web-based format (e.g, Web page, newsgroup)Regardles of
format, authors using and citing Internet sources shoutl obsene the following two guidelines:
i. Dired readess as closly as possibk to the information being cited — wheneve possible referene specifc
documens rather than horre or menu pages.
ii. Provice addresss that
work.

Lig¢ as mudh of the following information as possibé (you sometimes hawe to hunt around to find the
information; don't be lazy. If there is a pagelike http://www.somesite.com/somepage.hthand somepage.hin
doesn'thawe the information you're looking for, move up the URLto http://www.somesite.com/):

NOTEWhen an Internet docurrent is more than one Web page provide a UR_that linksto the home page or entry
pagefor the document. Alsgif there isn't a date availabé for the documen use (n.d.) for no date.

Generd Format
Surname, Initials. (Date of publication) . Title  of document. Retrieved month
day, year, fro m http://Web address.

Example

Krause, K., Har .



the article.

Smyth, A M., Parker , A L., & Pease, D. L. (2002). A study of enjoyment of
peas. Journa | of Abnormal Eatin g, 8(3). Retrieved Februar y 20, 2003, from
PsycARTICLES database.

Online newspaper article

Surname, Initials (Year, month date) . Article Title . Newspaper Title . Retrieved
month day, year, from http://Web address.

Example
Wright, S. (2001, January 25). Curriculu m 2000 draw s criticism. The Chronicle

Retrieved  November 7, 2001, fro m http://www.chronicle.duke.edu

Stard-alone docum



If credit/responsibility appears to belong to YouTube member/poster

molly1216. (2003). Howto tipina loose p age [Video] . Retrieved May 18, 2007
from http://www.youtube.com/watch?v=aD457Dr1jx0

5. Other media
Citinginterviews

Archer, N. (1993). [Interview wit h Helen Burns, autho rof Sense and
Perception]. Journal of Sensory Studies , 21, 211-216.

Archer, N. (1993 , October 11). Persona | Interview.

dting films or recordings

Weir, P.B. (Producer), & Harrison, B.F. (Director). (1992). Levels of
consciousness  [Videotape]. Boston, MA: Filmways.
Television
Producer Surname, Initials. (Year , Month Day of broadcast). Title of broadcast
[Television Broadcast]. Location of broadcasting company: Broadcasting company.
Example

Riker, David (Director). (2005 , February 11)gar(DirectaoadcaO5PD=T /0c 0 TJO0 Tc 0 Tw [(y)7.8 ()]TJ-0.01


https://owl.purdue.edu/

Appendix 3: Proof Reading

Becaue proofreadirg is the thing you do last, lots of people rush it or don't do it at all. This is a mistake On
average proofreading will improwe the mark you get for your assignmetby up to a whole grade (10% and it cen
turn afailing assignmeninto a passirg one. It'sthat important.

Firg of all, there are some tips here on how you can proofread your assignmetmog effectively Then there's a
checkli$ of thingsto look at in detail.

TIPSFORPROOFREADING

Print the assigiment out and proofread it on paper, not Juso{ﬁ)n the com@uta-;agr 7ﬂctfljl%boqyrcc 6D07 Td (1)
proofread effectively on screen. Proofreal with someore -7.7(s)]TJ 0 Tc (6D07 0 Td (t)Tj 0.32w 3. 228 0 Td%




Answering the Question

o Doesyour assgnmentanswe the questior? If it doesn't, then you need to rewrite the introduction and
conclusim (at least).

Missing Words

o Are there any words missin@ This sounds silly, but it's avery commonerror. Someore else proofreadirg
your assignmentwill spot missirg words much more easiy than you can.

Repetitions

0 When you use aword-processorit'svery easyto copy and paste sentence or phrasesHawe you left in any
repeated sentenceor phrase® It'seasyto do.

Making Sense

o Doesevely sertence make sensé If one doesnt, rewrite it so it does Readimg aloud is a goa way of
finding sentencesthat don't make sense.

Plagiarism

o Hawe you used seconday sources properly? Ched that you haven't fallen into the trap of plagiarism
Theres asectian of this site abou Plagiaris.

SourceDrop-in Student Skills Centre, Universit of Teesside.



Appendix 4: Essy Writing

ESSASTRUCTUREND STYLE

Ore of the commontypes of assignmenrt that you will be required to complete is the ‘essay’. Most
essagfall into two categaies:

Descriptive essay - a descriptive approad requiresyou to ea



Body/development of topic
In the body of the essayall the preparatian




Don't rush

Yau might remember that you ‘did all right' lag time you stayed up all night on caffeing the day before the
deadline to research and write an essay Bu this mog likely mears that you would have done much better if you
had started reading and researching, and then writing, days @ weeks before that. It is always obvious to your
tutorswhen an essg isrushed.

Styleaswell assubstance

Whilg it would sean ‘nice' if the ideas of a genuswould be appreciated even when writte n in horrible prose you
shoul not bank on this. A goad studert not only has good ideas to write about, but can write abou them well.
And it seens particulary wageful to be losing marks just becaus you didn’t sperd a little bit of time learning a
few style tips.

Source: DavidGaurtlett. (2001).Ingitute of Communicéon StudiesUnited Kingdom.

ESSAWRITINGCHEKLIST

o0 Hawlansweralthe question?
o Haw | donesufficiernt researd to enabk me to carefully answe the queston?

o Do I haw an introduction that stateswhat | beliewe the question to mean the position am working
towards and the areasthat will be covered in the essay?

0 Doesthe bodyinclude all parts of the question?

o Hawe I construted eac paragiaph of the bodysothat it contains severa sentence of evidene to bad up
the topic senten@ which begisthe paragraph?

o Doesthe conclsion restate your attitude to the topic and refer the reade bad to the topic?
0 Che&thelengh. More than 10%over/under word lengh may be



Appendix 5: Report Writing

Written reports are frequently




Foreword Preface/TransmittalMessage

Areport often includes a covering letter or messge to the person who requestal it. If the report isinternal to the
organisaion, thisdocument § a ‘mema’. Essentiallythe writer says, “Plea® find attached the report you
requested’ Addtionally, the writer may mention items of speciadinteres and acknowledje those who may
hawve contributed to the report. Thsis optiona and you are only required to submit this on request If areport is
writte n for alarge audien@ then a more generd preface or foreword may be appropriate.

Tabk of Contents

This page($ is used to outline the sectiors and sub-sectiors of the report. The contents page shoul list the main
sectin headingsand sub- heading=of the report and their correspondirg page numbers.

Lig of figures, tables, illustrations

When there are six or more figures tables and illustrations, they are listed on a segafat pag wikhathein.0.n643
correspondiig page numbersin the text. If only afew exist, then they are included in the “table of contents page.

Executive summary w

A goad execuive summay allows a busy reade to get the main points of m



the length of the report. It is often divided into sectiors with heading that descrite the topics covered. The®
should ke numbered using the decimd system Another way to divide up the main bodyis:

X Procedue -



REPORWRITINGCHECKLIST

Doesthetitl e page have:

othetitle oftheassignment

othe author'sname

otherecipient
othenameofthecourse

othe nameof the department facuty
othedateofsubmission

othe approximatelength?

Doesthetable of contentshave:

alistoftables

alistoffigures

anabstract

headingsmatchedwith Arabicpage numbers
references

aRomamumeral

aheading?

Oo0oo0oo0ooo

o

Doesthel list of tables have:

o aheading
0 tablenumbers titlesmatchedwith Arabicpagenumbers
o aRomamumeral?

Doesthelist of figureshave:
o aheading

o figurenumbers,titles matchedwith Arabicpagenumbers
o aRomamumeral?

Doesthe abstract have:
0 aseparatepage
o aheading

0 asummaryof the mainpointsin the assignment
o aRomamumeral?

Doesthe main text have:

0 anintroductorysection
o




Appendk 6: Cas Study Writing

WHATARECASIESTWDIES?

A ca® study presentsan accourt of what happenal to a busines or industry over a number of years It
chroniclesthe events that managers had to ded with, sud as changes in the competitive environment, and chaits
the managers response which usualy involved changirg the business or corporateleve strategy The case
study will contain a problem or a cas of how a persa or institution has dealt with a problem Ca® studies are
usualy written in a narrative style (i.e. like a story) usirg redl life organisation&contexts.

Cae studies are often used as assessmelrs becau® they allow you to apply theories in practicd situations This §
clearly a goad preparatian for your future career The mog important thing isto make it clea to yourself what
you are supposel to do. Fa example are you to diagno® a problem, make recommendationsor investigate
alternative solutions/interventions and justify a final choice? The beg way of approachimg thisisto put yoursef in
the role of the specialis or the consultant and imagire you are



Step 5 - Compiledraft answers tothe case studyquestions.

Che& whether you hawe sufficient information to answe the questions If not, read the cas study agan and/or
locate relevart information from your lecture notes and readings. If you are asked to identify solutiorns or make
recommendaions you should usea problemsolving procesthat involves:

x outlining the alternative courses of action availableto sole the problem
x listing the advantages and disadvantages of each course of action

X recommendig a solution and justifying it
Step 6 - Write up the analysis

It is very important to read carefully through the assignmet instructions provided by your lecturer so that you
are quie sure of the required format for the written answers Yau shauld note the following points when writing
up your case study analysis:

x Avod simplydescribirg the situation and make sure you hawe applied theoriesto really explain why and
how situatiors have developed.

X Write shott introductory and concludirg paragrapls of one or two sentence at the beginnirg and end of
ead question.

x Make sure that your information islogiclly sequenced. Chelcthat your
writing is properly referenced
x Proofrea your assignmenfor spelling gramma and punctuation.

AnalysingProblembasedCaseStudies

In these assigiments the ca®e studies aree  esd



Step 3 -Gather Information

One






10. Appendices

11. Reference List

Referencig of all non-originalmateria



Appendik 7: Oral Presentations

IMPORRANCEOFPRESENTATIGNILLS

The ability to presert effectively is growing in importance in the workplace schools universitie






Step 5. Cansider Persond Aspects
Yau need to analyse yoursef as a speake before presening your speechWha an audien@ seesis apart of the
messag received Sharpe your strengths through awarenes and mastety of the following points:
Conficence. Develop confidence in yoursef and from your audience by, preparirg earnestly practicng,
dressirg appropriatel and speaking in strong, clea tones
Sincerity Avod any type of insincerity be sincere throughout your speech.
ThoroughnessExactimy covelage shows you care abou your speech It alo shows credibility. But do na
overdo it — excessie detail can drown an audien@ in a sea of facts Us goad judgemert to balance
speech.
Friendiness Friendlines allows the audiene to identify with you and be receptive Bu do not feign it -

through selfanalysisappu gan leam to project i genpiTe/RRe Avenoho mage (ntges. enthtsiasm 603 Tm.
originalite.1(a)-1t§(r)]T2(g)-8.4(in)-d ()Tj 0.239 0 0 T7 Tw 0.478 0 Td (an)Tj O Tc 0 Tw 1 0 Td (n)Tj 0.511 0



others tell you areas of improvement or by using videaape. Aim for a natura posture by distributing
your weigh evenl and standirg ered and comfortablywithout appearirg stiff or limp.

Walking. A strong, sure walk to your postion of speaking portrays corfidence Wak during speech only to
create the effed you want.

Facid Expresions. Facid expressios are the modg apparert of physicd movements Most of us
unconsciaisly convey unintended meaning through them.

Eye contact, used with discretion showsinterest Use eye contad and facia expressios effectively.

Gestures Gestures add mearing to messagesbut their mearings are vague Usethem as natural, strong
supplemensto speeches.

4. U= of Voice

Godl voice isto goad speaking as goad legs are to goad running. Both are vital to the end result. Voiee difficulties
in studert presentations are usually caused by one or more of the following:

Lt&Tj 0.609 0 Td (1)Tj 0..45



ii. Comments: many ‘questions will not be quegions at all, but comments statements |



VISUAIAIDS

The term 'multi-sense recognises that people receive messags in severa differert ways This mears that a
delivery with a variety of communication chanrels will have a stronge impad than a delivery dependingonly
on voie and body movement Viduals usuall carry key parts of the messageTheyare the points of emphass in
apresentation Visud materid isan important signd to people so use it to improve any presentation.

1. Role of Visual Aids
Ead audioviswal aid should be simpleand presert only one idea An effectivew 1.576 0 Td (y)Tj 0.446 0 s



5. Guidelnesfor Handouts

Handous are useful in terms of reinforcing the messag by representirg the main points in a simple fashion
They mg alo allow you, the presentr to provide backgound material before you talk and additiond readng
after the presentationLike any form of visud support, they add intereg to a presentation Handous should:

xbe simple

xrelate directly to the objective of the presentation
xhawe high visud impact

xmug not distrad the audience.

WHYPREENTATION&OBAD

xSomeof the main causes of bad presentatiors include: Distacting

visuals/verbaldvocds
{Failueto spe&to time
{Equipmen failure
{The materialistoo technicalpitched - too highor too low for the audience
{Poa organisatian of material
{Inappropiate pace
{Failue to retain the audiences attention
{Information overload
{Ladk of enthusbsm
{Lad of rapport with audience.
Yau shoul aim to reduce or eliminate these causes whenever you presert by using the strategies presentedin
thisguide.
Material in this Appendix adapted from:
- Raymond.eskarandMarie Flaely (2002)Basic Business Communication (Ninth Edition).NewYork:
McGrawHill.
- LearningAdviserg2004)Making the Most of Oral Presentations. Adelaide:Universty of Souh Augralia.

- NellKimkerleyandPatriziaCdeda (1997)Student Q Manual (Secondedtion). MonashUniversiy.



Appendix 8: Literature Reviews

WHATISALITERATREREVIRV?

A literature review involves collectirg



STEP 5Second read- makesummary notes

The nex step isto start makirg notes of key ideasfrom each soure for analysisand evaluation At thisstage it is
importart to:

Thoroughy read througheacd souree one at atime and make notes

Do thisin simple bullet-point format

Avod re-writing large paragraphs from the text

Pu it into your own words

Stay focusead on the questia you are trying to answer/the isste you are trying to ded with

One you hawe read an article, put it asice and askyoursef “what did that soure hawe to say about that
issue€ Wha was its main viewpoint/respong in relation to that question/issue?”

When you hawe taken note of that sources views on that isste — conside the next one until you hawe
considered edt source If that soure does not ded with that issue continue and move on to the nex one.
One you have finishé makirg notes from that source continue with the nex one. Make sure



o Hawllisted all the sourcesin areferene
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