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When Do We Give Credit?

The key to avoiding plagiarism is to make sure you give credit where it is due. This may be credit for something somebody said, wrote, emailed, drew, or implied. Many professional organizations, including the Modern Language Association and the American Psychological Association, have lengthy guidelines for citing sources. However, students are often so busy trying to learn the rules of MLA format and style or APA format and style that they sometimes forget exactly what needs to be credited. Here, then, is a brief list of what needs to be credited or documented:

· Words or ideas presented in a magazine, book, newspaper, song, TV program, movie, Web page, computer program, letter, advertisement, or any other medium 

· Information you gain through interviewing or conversing with another person, face to face, over the phone, or in writing 

· When you copy the exact words or a unique phrase 

· When you reprint any diagrams, illustrations, charts, pictures, or other visual materials 

· When you reuse or repost any electronically-available media, including images, audio, video, or other media

Bottom line, document any words, ideas, or other productions that originate somewhere outside of you.

There are, of course, certain things that do not need documentation or credit, including:

· Writing your own lived experiences, your own observations and insights, your own thoughts, and your own conclusions about a subject 

· When you are writing up your own results obtained through lab or field experiments 

· When you use your own artwork, digital photographs, video, audio, etc. 

· When you are using "common knowledge," things like folklore, common sense observations, myths, urban legends, and historical events (but not historical documents) 

· When you are using generally-accepted facts, e.g., pollution is bad for the environment, including facts that are accepted within particular discourse communities, e.g., in the field of composition studies, "writing is a process" is a generally-accepted fact.

Deciding if Something is "Common Knowledge"

Generally speaking, you can regard something as common knowledge if you find the same information undocumented in at least five credible sources. Additionally, it might be common knowledge if you think the information you're presenting is something your readers will already know, or something that a person could easily find in general reference sources. But when in doubt, cite; if the citation turns out to be unnecessary, your teacher or editor will tell you.

What are the differences among quoting, paraphrasing, and summarizing?

These three ways of incorporating other writers' work into your own writing differ according to the closeness of your writing to the source writing.

Quotations must be identical to the original, using a narrow segment of the source. They must match the source document word for word and must be attributed to the original author.

Paraphrasing involves putting a passage from source material into your own words. A paraphrase must also be attributed to the original source. Paraphrased material is usually shorter than the original passage, taking a somewhat broader segment of the source and condensing it slightly.

Summarizing involves putting the main idea(s) into your own words, including only the main point(s). Once again, it is necessary to attribute summarized ideas to the original source. Summaries are significantly shorter than the original and take a broad overview of the source material.

Why use quotations, paraphrases, and summaries?

Quotations, paraphrases, and summaries serve many purposes. You might use them to . . .

· Provide support for claims or add credibility to your writing 

· Refer to work that leads up to the work you are now doing 

· Give examples of several points of view on a subject 

· Call attention to a position that you wish to agree or disagree with 

· Highlight a particularly striking phrase, sentence, or passage by quoting the original 

· Distance yourself from the original by quoting it in order to cue readers that the words are not your own 

· Expand the breadth or depth of your writing 

Writers frequently intertwine summaries, paraphrases, and quotations. As part of a summary of an article, a chapter, or a book, a writer might include paraphrases of various key points blended with quotations of striking or suggestive phrases as in the following example:

In his famous and influential work On the Interpretation of Dreams, Sigmund Freud argues that dreams are the "royal road to the unconscious" (page #), expressing in coded imagery the dreamer's unfulfilled wishes through a process known as the "dream work" (page #). According to Freud, actual but unacceptable desires are censored internally and subjected to coding through layers of condensation and displacement before emerging in a kind of rebus puzzle in the dream itself (page #s).

Writing Paraphrases or Summaries

· Use a statement that credits the source somewhere in the paraphrase or summary, e.g., According to Jonathan Kozol, .... 

· If you're having trouble summarizing, try writing your paraphrase or summary of a text without looking at the original, relying only on your memory and notes 

· Check your paraphrase or summary against the original text; correct any errors in content accuracy, and be sure to use quotation marks to set off any exact phrases from the original text 

· Check your paraphrase or summary against sentence and paragraph structure, as copying those is also considered plagiarism. 

· Put quotation marks around any unique words or phrases that you cannot or do not want to change, e.g., "savage inequalities" exist throughout our educational system (Kozol).

6 Steps to Effective Paraphrasing

1. Reread the original passage until you understand its full meaning. 

2. Set the original aside, and write your paraphrase on a note card. 

3. Jot down a few words below your paraphrase to remind you later how you envision using this material. At the top of the note card, write a key word or phrase to indicate the subject of your paraphrase. 

4. Check your rendition with the original to make sure that your version accurately expresses all the essential information in a new form. 

5. Use quotation marks to identify any unique term or phraseology you have borrowed exactly from the source. 

6. Record the source (including the page) on your note card so that you can credit it easily if you decide to incorporate the material into your paper. 

Some examples to compare

The original passage:
Students frequently overuse direct quotation in taking notes, and as a result they overuse quotations in the final [research] paper. Probably only about 10% of your final manuscript should appear as directly quoted matter. Therefore, you should strive to limit the amount of exact transcribing of source materials while taking notes. Lester, James D. Writing Research Papers. 2nd ed. (1976): 46-47. 

A legitimate paraphrase:
In research papers students often quote excessively, failing to keep quoted material down to a desirable level. Since the problem usually originates during note taking, it is essential to minimize the material recorded verbatim (Lester 46-47). 

An acceptable summary:
Students should take just a few notes in direct quotation from sources to help minimize the amount of quoted material in a research paper (Lester 46-47). 

A plagiarized version:
Students often use too many direct quotations when they take notes, resulting in too many of them in the final research paper. In fact, probably only about 10% of the final copy should consist of directly quoted material. So it is important to limit the amount of source material copied while taking notes. 

Paraphrasing Exercise:

On a separate piece of paper, write your own paraphrase of the following paragraphs using the suggestions outlined above:
1. "The Antarctic is the vast source of cold on our planet, just as the sun is the source of our heat, and it exerts tremendous control on our climate," [Jacques] Cousteau told the camera. "The cold ocean water around Antarctica flows north to mix with warmer water from the tropics, and its upwellings help to cool both the surface water and our atmosphere. Yet the fragility of this regulating system is now threatened by human activity." From "Captain Cousteau," Audubon (May 1990):17.

2. The twenties were the years when drinking was against the law, and the law was a bad joke because everyone knew of a local bar where liquor could be had. They were the years when organized crime ruled the cities, and the police seemed powerless to do anything against it. Classical music was forgotten while jazz spread throughout the land, and men like Bix Beiderbecke, Louis Armstrong, and Count Basie became the heroes of the young. The flapper was born in the twenties, and with her bobbed hair and short skirts, she symbolized, perhaps more than anyone or anything else, America's break with the past. From Kathleen Yancey, English 102 Supplemental Guide (1989): 25.

Sample paraphrases for each of these passages appear at the end of this handout.

Writing Direct Quotations

· Keep the source author's name in the same sentence as the quote 

· Mark the quote with quotation marks, or set it off from your text in its own block, per the style guide your paper follows 

· Quote no more material than is necessary; if a short phrase from a source will suffice, don't quote an entire paragraph 

· To shorten quotes by removing extra information, use ellipsis points (...) to indicate omitted text, keeping in mind that: 

· MLA style requires ellipsis points to appear in brackets, e.g., [...]. 

· three ellipsis points indicates an in-sentence ellipsis, and four points for an ellipsis between two sentences

· To give context to a quote or otherwise add wording to it, place added words in brackets, []; be careful not to editorialize or make any additions that skew the original meaning of the quote—do that in your main text, e.g., 

· OK: Kozol claims there are "savage inequalities" in our educational system, which is obvious. 

· WRONG: Kozol claims there are "[obvious] savage inequalities" in our educational system.

· Use quotes that will have the most rhetorical, argumentative impact in your paper; too many direct quotes from sources may weaken your credibility, as though you have nothing to say yourself, and will certainly interfere with your style

Writing About Another's Ideas

· Note the name of the idea's originator in the sentence or throughout a paragraph about the idea 

· Use parenthetical citations, footnotes, or endnotes to refer readers to additional sources about the idea, as necessary 

· Be sure to use quotation marks around key phrases or words that the idea's originator used to describe the idea

An Exercise

Read over each the following passages, and respond on your own or as a class as to whether or not it uses citations accurately. If it doesn't, what would you do to improve the passage so it's properly cited?

1. Last summer, my family and I traveled to Chicago, which was quite different from the rural area I grew up in. We saw the dinosaur Sue at the Field Museum, and ate pizza at Gino's East.
2. Americans want to create a more perfect union; they also want to establish justice, ensure domestic tranquility, provide for the common defense, promote the general welfare, and secure the blessings of liberty for everybody.
3. I find it ridiculous that 57% of high school students think their teachers assign too much homework.
Numbers 4, 5, and 6 all refer to the following passage from Martin Luther King's "Letter from the Birmingham Jail":

You deplore the demonstrations taking place in Birmingham. But your statement, I am sorry to say, fails to express a similar concern for the conditions that brought about the demonstrations. I am sure that none of you would want to rest content with the superficial kind of social analysis that deals merely with effects and does not grapple with underlying causes. It is unfortunate that demonstrations are taking place in Birmingham, but it is even more unfortunate that the city's white power structure left the Negro community with no alternative.

4. Martin Luther King was certain that nobody would want to be contented with a surfacy type of social analysis that concerns itself only with effects and doesn't deal with root causes.
5. Martin Luther King wrote that the city of Birmingham's "white power structure" left African-Americans there "no alternative" but to demonstrate ("Letter from the Birmingham Jail" para. 5).
6. In "Letter from the Birmingham Jail," King writes to fellow clergy saying that although they "deplore the demonstrations taking place in Birmingham, your statement fails to express a similar concern for the conditions that brought about the demonstrations."
The following examples come from sample student papers:
7. My friend Kara told me that she loves living so close to the ocean.

8. Americans are guaranteed the right to freely gather for peaceful meetings.
Example paraphrases for the exercise on page 4.
1. According to Jacques Cousteau, the activity of people in Antarctica is jeopardizing a delicate natural mechanism that controls the earth's climate. He fears that human activity could interfere with the balance between the sun, the source of the earth's heat, and the important source of cold from Antarctic waters that flow north and cool the oceans and atmosphere ("Captain Cousteau" 17).

2. During the twenties lawlessness and social nonconformity prevailed. In cities organized crime flourished without police interference, and in spite of nationwide prohibition of liquor sales, anyone who wished to buy a drink knew where to get one. Musicians like Louis Armstrong become favorites, particularly among young people, as many turned away from highly respectable classical music to jazz. One of the best examples of the anti-traditional trend was the proliferation of young "flappers," women who rebelled against custom by cutting off their hair and shortening their skirts (Yancey 25).
There is additional information about Summaries, Paraphrases, and Direct Quotations in the handbook: A Writer’s Resource pp. 258-269.
