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This Writing Guide includes generic guidelines and annotated examples to assist 
BrisbaneSDE students in improving their written communication across the curriculum.

Annotated examples featured in the guide demonstrate effective structure and clarity of 
content. 

It is recommended that students use this Writing Guide in conjunction with guidance given 
by teachers and assessment task sheets.

Editors' 

FOREWORD
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1.0 The writing process
You will find that proficient writers follow a writing process that allows them to effectively organise their ideas into 
something that is publishable. An author’s original piece will often look different from the final draft, due to the 
recursive nature of the writing process. According to Booth et al. (2002), ‘writing by definition is recursive: writers 
consider ideas, write drafts, revise, find more information, edit what has been written, edit again, consider published 
models that interest them, and sometimes even give up and start another project’. 

The three writing process are: 

Writing process

Planning Creating Publishing

Gathering details and generating 
ideas

• analysing the question or 
choosing a topic

• determining purpose, audience 
and text form

• gathering and generating ideas
• discussing ideas
• working collaboratively to 

conduct preliminary research
• collecting and organising 

materials (graphic organisers, 
brainstorming, note taking)

Drafting

• writing first thoughts
• connecting ideas
Crafting

• capturing more information
• making decisions such as 

language to use, punctuation, 
grammar, writing concisely, 
using signal words, checking 
referencing, varying sentence 
length and structure

Conferring

• checking the writing by 
discussing it with others and 
gaining feedback

Re-crafting

• improving the writing by revising, 
editing and proofreading

• re-checking sources, referencing 
and bibliography

• sharing the writing with an 
audience either orally or in 
written form

• reflecting on writing

How to Write Matters: Understanding the Writing Process. (2016). United Kingdom: Tactical Steps Education Ltd.
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2.0 How to write a paragraph

2.1 Paragraph structure
Description: A paragraph is a unified piece of writing in which a single idea or topic is developed. It may stand 
alone as, for example, the answer to a short response question, or it may be part of an extended piece of writing, 
for example, an essay or a report.

Generic structure and organisation: There are many different types of paragraphs however, one of the most 
common is the basic or linear paragraph often referred to as the TEEL paragraph structure. 

T Topic sentence
Begin with a topic sentence that introduces the point or central 
argument to be made in the paragraph. The rest of the paragraph will 
need to stay focused on this point and prove that it is true. 

E Explanation Explain in more detail the statement made in the topic sentence. Clarify 
and expand on all parts of the topic sentence.

E Evidence
Provide evidence in the form of examples, statistics, quotations and 
references to primary and secondary sources or other evidence to support 
each point. 

L Link
Write a sentence which links your paragraph back to the main argument 
(in an extended piece of writing) or back to the main point of the 
paragraph.

Note that in any paragraph, you may wish to explain and provide evidence more than once. In this way, your 
sequence would be T EE EE EE L rather than just TEEL. Furthermore, in the senior school you may be required to 
evaluate the evidence that you have used in which case the structure would be T EEE EEE L.

Generic language features:
• Repeat and substitute key words from topic sentence
• Be cohesive and coherent throughout
• Use connectives to link ideas

 ◦ show cause such as if, then, because
 ◦ show sequence such as firstly, finally
 ◦ indicate addition such as also, furthermore, besides
 ◦ show contrast such as however, nevertheless, on the other hand
 ◦ express inference such as therefore, consequently, accordingly

• Tense will depend on purpose



3 BrisbaneSDE Years 5–12 Writing Guide
October 2019y5-12-writing-guide

Brisbane School of Distance Education

Example of a paragraph in HASS — Year 6

If Sir Henry Parkes is known as the ‘Father of Federation’, then 
Edmund Barton is definitely its founder. Barton became a supporter 
of Federation after Parkes’ inspirational speech at Tenterfield in 1889. 
Two years later, he continued Parkes’ work at the National Australasian 
Convention encouraging the public to dream of a nation that ‘would 
one day be the envy of the world’. He fought for Federation for many 
years, including a trip to London to argue his point of view. He was also 
a part of the group of people who drafted the Constitution we live by 
today. Barton was the first Prime Minister of Australia and his significant 
influence on the development of Australia is undeniable.

Language features:
Judgment (adjectives/adverbs)
Key events (nouns)
Key actions (verbs)
Evidence (quotes)

Topic sentence — clearly states what the 
main argument of the paragraph is. 

Explanation — elaborates on the topic 
sentence, using events and details.

Evidence (with elaboration) — linked to 
explanation. Uses evidence from primary 
and secondary sources.

Final sentence links back to the main 
argument of the paragraph.

Example of a paragraph in English — Year 11

Question
Explain how Gary Ross’ use of visual codes emphasises the power relationships between the characters in 
the court room scene of his film, Pleasantville.

Gary Ross, the director of Pleasantville, has created a world where 
difference in power is expressed through costume and camera 
angles. Characters are filmed from below to emphasise their power, or 
from above to emphasise their powerlessness. Costumes are also used 
to reinforce social differences. For example, in the court-room scene, 
the power of the mayor Big Bob, is reinforced by the use of a low 
camera angle which also emphasises the size of the actor, J.T. Walsh. 
The camera then zooms out to show the Chamber of Commerce flag 
behind him. He is dressed in a conservative suit and speaks loudly 
and with authority. His body language is forceful and commanding. The 
combination of these factors is used to highlight his dominance over 
the shabbily dressed, African Americans, who are seated in the upper 
gallery of the court-room, physically marginalised to emphasise their 
lack of power. In creating this contrast, Ross has effectively created a 
film where the difference in characters is clearly highlighted through 
visual codes.

Topic sentence — clearly states what the 
main argument of the paragraph is. 

Explanation — elaborates on the topic 
sentence.

Use of ‘For example’ to signpost 
evidence. 

Evidence (with evaluation) — linked to 
explanation. 

Final sentence links back to the main 
argument of the paragraph.
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Example of a Paragraph in History — Year 10 

The 1967 Referendum was a positive step forward for Indigenous 
Australians. This is evident in the benefits that Aboriginal people 
gained from this event. Primarily, the referendum enabled Indigenous 
people to be counted in the national census. This meant that statistics 
could be collected to gain information about issues like Indigenous 
health, housing, education and employment (Hoepper et. al., 2005, 
p124–5). Furthermore, the referendum gave the Commonwealth 
government a wider responsibility in Indigenous affairs. Even though 
the State governments still controlled most aspects of Indigenous 
existence, this change signalled that federal politicians were now 
accountable for this issue (Hoepper et al., 2005, p124–5). Finally, 
the overwhelming success of the referendum highlighted the support 
the Indigenous plight had in the Australian community. This was an 
encouraging sign for Aboriginal people and it provided much needed 
recognition of the problems they were facing. As Charles Dixon (cited in 
Hoepper et al. 2005, p.124) stated at the time of the referendum, ‘For 
most Aborigines [the referendum] is basically and most importantly a 
matter of white Australians finally, after 179 years, affirming at last that 
they believe we are human beings ...’. Thus, the referendum was a 
significant milestone in the Indigenous struggle for justice, but it did not 
result in any major improvements in the lives of Aboriginal people.

Topic sentence — clearly states what the 
main argument of the paragraph is.

Provides specific evidence and 
references to sources.

Connective to signpost the introduction of 
more information to support point.

Sequencing word to introduce final point 
to support main argument.

Concluding sentence links back to the 
main argument of the paragraph and 
forward to the next paragraph.
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2.2 Text structure
Text structure refers to the way that ideas and information are linked within a text. All text forms have a predominant 
text structure (or composite text structures) and authors deliberately choose particular text structures to link and 
organise information. Information can be arranged into different text structures and authors usually write using a 
predominant text structure that will connect ideas together, creating a coherent and cohesive text. 

Text Structure can be identified in both informational and literary texts and includes:
• Cause and effect
• Compare and contrast
• Problem and solution
• Listing, such as in a logical or chronological sequence, or a list of a collection of details (sometimes called 

enumeration or description).

At times, authors utilise a combination of several text structures. For example, instead of a cause and effect text 
structure, a hybrid could include a cause, problem and solution, then effect.

Text Structure Arrangement of information Examples of text forms

Cause and effect Arranged to show connections between a result and the 
events that preceded it

Article
Essay
Report
Summary

Compare and contrast Organised to emphasise similarities and differences Analysis
Commentary
Essay
Review
Summary

Problem and solution Arranged to identify the problem and examine 
solution(s) and consequences

Argument
Formula
Letter
Position paper

Listing Arranged in a list or in the order that events occur Directions
Essay
Experiment
Glossary
Interview questions
Job application
Manual
Mapping
Portfolio
Resume
Survey

Graphic organisers can be used to represent written text in the form of a diagram. They are visual representations 
that identify the key ideas of a concept and the relationships between ideas. These are useful in the planning and 
creating-drafting processes of writing.
How to Write Matters: Exploring Text Forms. (2016). United Kingdom: Tactical Steps Education Ltd.
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Cause and effect graphic organisers Compare and contrast graphic organisers 

Problem and solution graphic organisers Listing graphic organisers 
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2.3 Other types of paragraphs 
While linear paragraphs (TEEL structure) are the most common type of paragraph, there are other paragraph 
structures that may be more effective depending on your purpose.

2.3.1 Cause and effect
A cause and effect paragraph analyses the causes or effects of a certain situation.

Topic sentence Begin with a topic sentence that introduces the point or central argument to be 
made in the paragraph. 

Supporting sentences Provide specific supporting details that use connectives and phrases to indicate the 
causes or effects of the topic being explored.

You can organise your supporting sentences in three ways:
1. Identify the effect in the topic sentence and write about its causes; or
2. Write about the cause in the topic sentence and write about its effects; or
3. Walk about the causes followed by the effects of each cause.

Concluding sentence Restate the main point of the paragraph.

Supporting sentences in a cause and effect paragraph are linked by connectives or phrases such as:

To show cause:
• because
• as a result of

• is caused by
• since

• due to

To show effect:
• as a result
• therefore

• consequently
• leads to

• then
• subsequently

Example of a cause and effect paragraph in Geography — Year 8

A small eruption of Nevado del Ruiz in Colombia in 1985 resulted in the 
deaths of 23 000 people. Heat from the eruption caused the melting 
of a large mass of snow and ice on the summit. Then melted water, 
mixed with volcanic ash, caused a huge mudflow. Consequently, the 
mudflow rushed down the valleys and out onto flat land. As a result, 
the township of Armero was buried. A minor volcanic hazard became 
one of the worst volcanic disasters of the 20th century.

Topic sentence — clearly states what the 
main argument of the paragraph is. 

Connectives used to indicate cause and 
effect (in bold)

Concluding sentence links back to the 
main point of the paragraph
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2.3.2 Compare and contrast 
A compare and contrast paragraph is used when you are discussing the similarities and differences between two 
ideas, events, objects etc.

Topic sentence Begin with a topic sentence that introduces the point or central argument to be made in the 
paragraph. 

Example 1 Write 2–3 sentences giving your first example

Example 2 Write 2–3 sentences giving your second example. Begin with a connective or phrase.

Concluding 
sentence

Restate the main point of the paragraph and say why the difference between the two things is 
important or significant.

Supporting sentences in a compare and contrast paragraph are linked by connectives or phrases such as:
• in contrast
• on the other hand
• similarly

• both
• while
• whereas

• instead of
• however
• meanwhile

• although
• different from
• compared with.

Example of a compare and contrast paragraph in Modern History — Year 11

It is valuable to Iook at our own cultural practices, such as tight-lacing 
corsets, in contrast with those of other cultures, such as foot-binding 
in China. Corsets have a long history in the West, beginning in ancient 
Sumeria. Tight-laced corsets which narrowed the waist, have come in 
and out of fashion, in spite of the damage they did to women’s organs 
and their inability to get through the day without fainting. Corsets were 
generally applied from puberty, increasing a woman’s sex appeal in 
a society where dependency on a man was considered appropriate. 
Fortunately, corsets are removable, so women had some option to 
relax the pressure once a successful marriage had been secured. 
In contrast, foot-binding was for life: the bound feet were always 
painful, liable to become infected and removing the bindings in later 
life was likely to cause greater problems rather than improving the 
situation. Nonetheless, foot-binding was common in China from at 
least the 10th century. The feet were bound in early childhood by the 
girl’s relatives. While it closed many options leading to a productive 
life, it increased her chances of making a good marriage considerably. 
The deformed ‘lily foot’ was in as much demand as the deformed ‘wasp 
waist’. Although foot-binding was certainly a more extreme practice, 
causing worse health problems than tight laced corsetry, comparing the 
two can help to clarify just what society is willing to inflict on its women 
in the pursuit of culturally-reinforced notions of beauty and power.

Topic sentence — clearly states what the 
main argument of the paragraph is. 

Example 1: Tight laced corsets

Use of the linking phrase ‘In contrast’

Example 2: Foot binding

Concluding sentence links back to the 
main argument of the paragraph and 
states why the comparison matters.
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2.4 Connectives

Words or phrases to indicate more information

again also and another
as much as as well as besides further(more)
in addition (to) in fact likewise moreover
similarly too additionally another essential point …

Words or phrases to compare and contrast

alternatively And yet … conversely, … complementary to this …
despite this, … equally however in contrast (to)
in comparison in the same way likewise nevertheless
notwithstanding on the other hand on the contrary similarly 
that aside, … unlike whereas while this is the case …

Words or phrases to indicate cause and effect

as a result (of) because consequently 
considering … it can be 
concluded that …

due to for this reason … if … then … it can be seen that …
it is apparent that … hence leads to subsequently 

the evidence suggests … the relationship the connection
these factors contribute 
to …

thus it is … therefore the correlation with regard to …

Words of phrases to indicate sequence

after(ward) at the same time finally first of all
first, second, etc. formerly hereafter meanwhile
next presently since then
to begin with while

Words or phrases to give examples

as revealed by … an illustration of … as an example … exemplifies 
as demonstrated by for example for instance in particular
in the case of … is shown … such as … supports …
to illustrate specifically 

Words or phrases that emphasise or show importance

above all equally important especially in particular
indeed notably significantly the primary reason

Words or phrases to show time

as long as at present before briefly
currently during gradually immediately
in the future later now over time
presently recently simultaneously soon

Words or phrases to conclude or summarise

accordingly all in all as one can see … as mentioned earlier …
finally hence in brief in short
in other words it has been shown that … in conclusion in summary 
simply put therefore thus to conclude
to summarise to review to sum up
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3.0 Responding to assessment tasks

3.1 Understanding the question
Understand what the question is asking you to do by identifying the following three parts of the question:

Task words Words that tell you what you have to do. These are 
often cognitive verbs. 

Explain how mobile 
phones affect our lives.

Topic words These are the words that tell you about the content or 
particular subject.

Explain how mobile 
phones affect our lives.

Focus words Words that tell you about the particular aspect or issue 
related to the topic and therefore narrow down the 
topic. 

Explain how mobile 
phones affect our lives.

Examples of breaking down questions into parts

Science:

Explain how Darwin contributed to our understanding of variability.

Maths:

Describe the relationship between the two variables in the graph.

Legal Studies: 

Teenagers who commit major crimes should receive adult punishment. Discuss.

English:

Discuss how the theme of ‘loneliness’ is developed in your three texts.

Compare and contrast Romeo’s reaction to the news of his banishment with Juliet’s reaction.

Visual Art:

Analyse how Reg Mombassa interprets and represents the world in his artworks.

Humanities:

In the last 20 years, rates of divorce have risen significantly in Western countries. Critically analyse some of the 
different explanations given for this phenomenon.
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3.2 Cognitive verbs 
The purpose of this glossary is to help you have a clear and common understanding of terms that are frequently 
used across different subject areas. Click here for the full list of cognitive verbs.

Term QCAA Explanation Student-friendly explanation 

Analyse Dissect to ascertain and examine 
constituent parts and/or their relationships; 
break down or examine in order to 
identify the essential elements, features, 
components or structure; determine the 
logic and reasonableness of information.

Examine or consider something in order 
to explain and interpret it, for the purpose 
of finding meaning or relationships, and 
identifying patterns, similarities and 
differences.

When you analyse, you break down the 
parts and examine each in detail to show 
the relationship of the parts to each other to 
understand the whole.

Compare/Contrast Display recognition of similarities and 
differences, and recognise the significance 
of these similarities and differences.

Display recognition of difference by 
deliberate juxtaposition of contrary 
elements; show how things are different or 
opposite; give an account of the differences 
between two or more items or situations, 
referring to both or all of them throughout.

When you compare and contrast, you 
consider them and discover the differences 
or similarities between them. 

Describe Give an account (written or spoken) of a 
situation, event, pattern or process, or of the 
characteristics or features of something.

If you describe, you give an account of the 
properties, features, qualities or parts of 
something.

Evaluate Make an appraisal by weighing up or 
assessing strengths, implications and 
limitations; make judgments about ideas, 
works, solutions or methods in relation to 
selected criteria; examine and determine the 
merit, value or significance of something, 
based on criteria.

To evaluate, you make a judgment about the 
significance/value of something. 

Explain Make an idea or situation plain or clear 
by describing it in more detail or revealing 
relevant facts; give an account; provide 
additional information.

If you explain something, you give details 
about it or describe it so that it can be 
understood.

Justify Give reasons or evidence to support an 
answer, response or conclusion; show 
or prove how an argument, statement or 
conclusion is right or reasonable.

To justify a decision, action, or idea means 
to show or prove that it is reasonable or 
necessary. 

© The State of Queensland (Queensland Curriculum and Assessment Authority) 2018
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3.3 Narratives
Description: A narrative tells a fictional story.

Generic structure and organisation:
Begins with an orientation which introduces the story.
• Who are the main characters?
• Where is the story taking place?
• When did this happen?

A problem or complication occurs.
• What happened?

The problem is then resolved with a resolution.

Usually written in past tense.

Written in first person (I/we) or third person (he, she, it, they).

Uses:
• descriptive language to create vivid images for example, adverbs, similes, metaphors, verbs, adjectives;
• personification, the attribution of human characteristics to something non-human;
• prepositional phrases, a group of words consisting of a preposition, its object, and any words that modify the 

object;
• noun groups, a group of words relating to, or building on, a noun. Noun groups usually consist of an article 

(the, a, an, this, that, these, those, my, your, his, her, its, our) plus one or more adjectives or adverbs and are 
important for building up descriptions.
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Example of a narrative in English — Year 6

Man of Steel

During the last week, Herbert had seriously considered moving to 
Antarctica. There were no dentists there and Herbert had always 
thought that penguins would be one of the least judgmental species 
around. A flightless bird can’t criticise a kid for having crooked teeth. 
Unfortunately, Antarctica is quite difficult to get to and doomsday had 
finally arrived for Herbert Schubert.

Introduces the main character 
(Orientation)

Prepositional phrase — During the last 
week

He was trapped in the uncomfortable dentist chair. Of course, the 
dentist had bad breath. Ironically. Over to Herbert’s left, on a cold metal 
tray, lay an assortment of dental instruments that wouldn’t have looked 
out of place in a medieval torture chamber. Somewhere on the tray 
were the braces that would imprison his teeth for the next few years. 
Braces! The perfect fashion accessory for a skinny, red-headed, freckly, 
Year 7 kid. He dreaded to think how his classmates were going to react.

A new paragraph is started when 
introducing a new setting/character 
(Orientation)

Written in third person, uses Herbert, He 
throughout

Noun group — ‘the uncomfortable dentist 
chair’

‘You can hardly notice them, Herb,’ Herbert’s mum reassured him as 
they drove to school.

Herbert peered uneasily into the rear-view mirror. He peeled his lips 
back to reveal the metal cage hidden in his mouth. The sun flashed off 
the metal, blinding him.

Yeah, you can hardly notice, he thought.

Herbert arrived late for English class. Mrs Cannavan had to stop her 
explanation of adverbs as he handed her a late note and took his seat 
in the front row.

She read the note and announced, ‘Oh Herbert, you have braces? I 
had to wear braces for three years! It was absolutely horrendous, but 
just look at my teeth now.’

She smiled sweetly. Her teeth were a bit yellow.

Introduces another character

Introduces another character

Herbert slumped deep into his chair and focused intently on his 
desktop. The combined stare of his classmates warmed his neck like 
the heat of the sun on a hot summer’s day.

Herbert managed to get through the morning with a combination 
of hand gestures and grunts, but embarrassment became totally 
unavoidable at lunchtime. He ordered a giant pink sherbet straw from 
the busy tuck shop. As he chewed the end of the straw, his mind 
drifted away from the horrible mess of metal in his mouth. He began to 
ponder life’s pleasures — sweet strawberry sherbet, long lunchtimes, 
videogames... Soon, however, he noticed that he was no longer 
handling the sherbet straw. In fact, it seemed to hover magically at his 
lips.

That’s the first time this has happened, he thought.

He gave the straw a gentle tug. An incredible jolt of pain rang through 
his gums and gripped his jaws. He tugged again, a little harder. Even 
more piercing pain! A terrifying realisation dawned upon Herbert — the 
sherbet straw was wedged in the twisted metal of his braces.

Simile — ‘like the heat of the sun on a 
hot summer’s day’

Build up to problem/complication 
(Orientation)
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He pelted to the boys’ toilets to survey the damage: a walrus tusk 
hung from his top lip, giant, pink and obvious. As the full horror of the 
situation sank in, the bell for class rang. Panic overcame Herbert. He 
contemplated diving down the sink and making a swim for it. He shifted 
nervously from side-to-side in a weird little leprechaun-like jig. Once 
again, he tugged at the straw and his mouth exploded in pain.

There was no escape.

Herbert trudged miserably to class. The kids were already seated.

‘Herbert Schubert! You are late and what is that ridiculous thing in your 
mouth?’ bellowed Mrs Cannavan upon seeing him.

‘Pink Shhherbet,’ dribbled Herbert, in front of the whole class. ‘It’sh 
shhhtuuck …’

‘Herbert Pink Sherbet!’ someone from the back row called out.

A chorus of laughter filled the room as he slid into his front row seat.

Herbert spent the rest of the afternoon learning about Antarctica and 
quietly dribbling. He heard a few whispers of ‘Herbert Pink Sherbet’ 
followed by muffled sniggering. When his mum picked him up, he had 
to explain his walrus-like appearance. Of course, this meant an instant 
trip to the dentist with bad breath.

Problem/complication

Herbert ended his day stuck, once more, in the torture chamber. The 
dentist did not agree with Herbert’s choice of lunch and mumbled about 
the importance of proper dental care as he fiddled about in his mouth. 
Herbert couldn’t help feeling sorry for himself as the dentist’s bad 
breath found its way, once again, into his nostrils.

Herbert was quiet on the drive home, but he was glad to be free of 
his pink tusk and he had to admit that there was a funny side to this 
embarrassing day.

‘Don’t worry, Herb,’ offered his mother soothingly, ‘you only have to 
wear them for a couple of years.’

‘It’s not Herb,’ he replied. His mother looked over at him inquisitively.

Resolution 

‘It’s Herbert Pink Schubert,’ he sighed, ‘at least it is for the next two 
years!’

His mother ruffled his hair as Herbert shrugged and let out a good-
natured laugh.

Ending
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3.4 Persuasive text
Description: A persuasive text is any text where the main purpose is to present a point of view and seeks to 
persuade a reader. A persuasive text can be an argument, exposition, discussion or review. 

Generic structure and organisation: A persuasive text is organised to include a ‘statement of position’, 
‘arguments’ and a ‘reinforcement of position statement’.

Introduction
Statement of position — gives an overview of the argument and reveals the position to be argued.

Arguments — series of points with supporting evidence
In this section you try to convince the reader into believing your point of view on a particular issue. As a basis, you should 
have at least three main argument points and can include more if necessary.

Main reason 2 Main reason 3Main reason 1

Facts or examples Facts or examplesFacts or examples

Conclusion
After you have put forth your arguments you need to sum up. Here you will 
strongly repeat what you believe in with a summary or your arguments.

When writing a persuasive paragraph in the argument section:
1. State your opinion clearly.
2. Back up your opinion with a reason.
3. Give an example or fact to support your opinion. 
4. Restate your opinion.

Grammar and language conventions used:
• Words with high modality, that is, words that show a high degree of certainty. For example, must, ought to, shall, 

has to. In comparison to words such as may, might, could and would that have low modality and show less certainty.
• Personal pronouns — using words like ‘we’, ‘you’, ‘our’ and ‘us’ to make your audience think you are talking 

only to them.
• Emotive language, descriptive words that appeal to the reader’s emotions. For example, wonderful, horrible, 

cruel, amazing, frightening, perfect.
• A formal voice that is more authoritative and has more power of persuasion.
• Alliteration, repeating the consonant sounds at the beginning of words to make them stand out.
• Repetition of words or phrases and concepts to push your point of view. For example, remember what is was 

like to be at school; remember how much work you had.
• Groups of three, when three adjective or phrases are used together to make them stand out. For example, 

Homework is boring, dull and uninteresting.
• Facts and statistics, when truthful information is given to back up a point.
• Exaggeration, when information is given that is over the top.
• Rhetorical questions, using questions that don’t need an answer to get the audience to think.
• Connectives that help sequence your argument. For example — firstly, secondly …
• Present tense.
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Example of persuasive text in English — Year 5

Gaming consoles are a waste of time

Gaming consoles are dust collecting, electricity draining, time wasters. 
Around the world, people of all ages spend hours staring at a screen, 
tapping away on buttons, slowly rotting their brains. I strongly believe 
gaming consoles are quickly creating a generation of people with poor 
social skills, they are also responsible for threats to personal safety and 
cause potentially dangerous health risks. You must be made aware that 
these machines are not only unnecessary to human existence, but also 
incredibly dangerous! 

Statement of position — gives overview 
of the argument and position to be 
argued

Uses groups of three — ‘dust collecting, 
electricity draining, time wasters’ 

High modality — ‘strongly’

Firstly, technology has certainly caused people to become less social. 
Instead of meeting in a park to play, people are always meeting online. 
It is a depressing fact that gamers spend countless hours blankly 
staring at the screen whilst sitting alone in a room. Gamers are fast 
becoming addicted to their virtual reality. Who would want to live in a 
world where your only friends are virtual? No conversations, no true 
memorable moments, no real connection.

High modality — ‘certainly’

Use of rhetorical questions

Use of emotive language — ‘a 
depressing fact’

Use of repetition — ‘No conversations, 
not true memorable moments, no real 
connection.’

In addition to the lack of socialising, I believe the risk to personal safety 
is also a major concern with gaming consoles. Hundreds of games are 
designed to allow players to play against other people from around 
the world that they do not even know. Have you ever heard of stranger 
danger? Research has revealed that a disturbing 43% of online gamers 
use fake profiles when online gaming. Wouldn’t society be a safer place 
if people played fact to face with people they actually know?

Personal pronoun — ‘I’

Use of emotive language, facts and 
statistics — ‘a disturbing 43% of online 
gamers’

Finally, the most concerning issue with gaming consoles are the health 
risks. People who spend long periods of time playing gaming consoles 
can develop physical issues. Experts have reported that people who 
play gaming consoles can have problems with their neck and back. 
They can also damage the coordination and strength in their hands. It 
is most definitely not work risking your health for the sake of a computer 
game.

Argument paragraphs:

1. State an opinion

2. Back up the opinion with a reason

3. Give an example/fact to support the 
opinion

4. Restate the opinion

In conclusion, it is vital to understand gaming consoles are a complete 
waste of time. All they do is cause damage. I urge you to consider the 
facts that consoles lead to a lack of socialisation, are a risk to personal 
safety and can be harmful to the health of gamers. The time to act is 
now. Turn off the console. Go outside and play with a real person in the 
real world.

High modality — ‘vital’

Sums up arguments
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3.5 Essay
Description: An essay is a formal, structured piece of writing which makes a statement on a topic or question, 
and which supports this statement throughout with information and ideas. The most common type of essay is an 
analytical essay. Examples of this include questions which ask you to discuss, analyse, investigate, explore or 
review.

Generic structure and organisation: While different types of essays have different requirements for different 
parts of the essay, there are some general rules for writing introductions, body paragraphs and conclusions.

Introduction CONTEXTUALISE: one or two sentences which introduce the topic of the essay and 
provide the context for the essay.

HYPOTHESIS: your response to the question; the main argument of your essay.

ARGUMENTS: outline of the main arguments that will be presented in the essay.

Body

Each paragraph should 
make a point which 
should be linked to your 
HYPOTHESIS and 
mirror the outline of 
ARGUMENTS in your 
introduction.

TOPIC SENTENCE
EXPLANATION 
EVIDENCE
LINKING SENTENCE

TOPIC SENTENCE
EXPLANATION 
EVIDENCE
LINKING SENTENCE

TOPIC SENTENCE
EXPLANATION 
EVIDENCE
LINKING SENTENCE

Conclusion THESIS: restate the thesis, perhaps in a slightly different way than it is presented in 
the introduction

ARGUMENTS: summarise the main arguments that have been presented in the 
essay

GENERAL STATEMENT: end your essay with a final summarising statement. 

Generic language features:
• Formal and specialised language relating to the subject.
• Do not use colloquial phrases, informal language or clichés.
• Use of third or first person depending on the context.
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Example of an essay in History — Year 10

Question
To what extent was the 1992 High Court Mabo decision a significant turning point for Reconciliation?

On the 3rd of June 1992, the High Court of Australia recognised 
Australia’s Indigenous peoples as traditional owners of the land under 
native title and rejected the principle of ‘terra nullius’. This decision 
was named ‘The Mabo decision’ after Eddie Koiki Mabo, who was one 
of five Murray Islanders who presented the case. Although there are 
arguments that the Mabo decision did little or nothing for Indigenous 
peoples in Australia, to a large extent it was a significant turning point 
for Reconciliation between Indigenous and non-Indigenous Australians, 
as it, among other things, recognised native title and opened dialogue 
between Australians of Indigenous and European descent. While the 
immediate effects of the decision were limited and prompted further 
legal cases to obtain actual possession of native titles, the original 
decision recognised native title for the first time in Australian history 
and opened the opportunity for dialogue between previously separated 
peoples.

Contextualising sentences

Thesis

Outline of arguments

It originally seemed that the Mabo decision did little or nothing for 
Indigenous peoples. Various complications arose, firstly in the claiming 
of native title over land already covered by pastoral leases. While 
the court decided that competing claims could co-exist, the rights of 
the pastoralists always prevailed in the event of direct conflict. These 
circumstances led to greater vulnerability for Indigenous land right 
claims (Source 2). Secondly, an argument arose over the difference 
between the terms ‘native title’ and ‘land rights’. Aboriginal activist 
Gary Foley (Source 3) argued in 1997 that they are not synonymous, 
declaring, ‘the vast majority of Aboriginal people in Australia are 
formally deemed to have been dispossessed without possibility 
of compensation’. Finally, there was acknowledgement that the 
circumstances imposed on Indigenous peoples to claim native title were 
almost impossible to fulfil. Journalist Peter Boyle (Source 4) lists the 
conditions; the demonstration of traditional rights and law, confirmation 
of having not moved or been forced off the land, and affirmation that 
the crown had not extinguished native title. He concluded, ‘The first two 
requirements exclude the majority of Aboriginal people — especially 
those in the most populous and first colonised states’. Political 
cartoonist Peter Nicholson (Source 6) supports Boyle’s view in his 
cartoon, ‘Terra Impossibilis’. It depicts a judge gesturing to a traditional 
indigenous land owner and asking a modern Indigenous man, ‘See this 
person? Prove to me that he is you.’ The contemporary, indigenous 
man replies ‘Jeez! That’s a big ask your honour …’ This shows the view 
that the conditions on claiming native title were excessive. The Mabo 
decision therefore, initially struggled to produce practical changes for 
indigenous Australians, however its overwhelming importance lay in the 
fact that it was establishing a crucial foundation for the future.

Topic sentence introduces overall point of 
the paragraph.

Use of connectives to indicate sequence 
‘secondly’, ‘finally’.

Use of evidence in the form of direct and 
indirect references to historical sources.

Linking sentence links back to the overall 
point of the paragraph and signposts the 
topic of the next paragraph.



19 BrisbaneSDE Years 5–12 Writing Guide
October 2019y5-12-writing-guide

Brisbane School of Distance Education

The Mabo decision was significant in recognising native title for the 
first time in history. Firstly, the principle of ‘terra nullius’ was ‘decisively 
rejected’ (Source 1). Prime Minister Paul Keating (Source 10) agreed 
in his speech at Redfern Park in 1992, that ‘By doing away with the 
bizarre conceit that this continent had no owners prior to the settlement 
of Europeans, Mabo establishes a fundamental truth and lays that 
basis for justice.’ Secondly, the court established native title. Journalist 
Peter Boyle (Source 4) acknowledged the recognition of some form 
of native title to the land held by Indigenous peoples before European 
colonisation for the first time. Furthermore, The Native Title Revolution 
website states that it was one of the most important legal decisions in 
Australian history (Source 1). Paul Keating (Source 10) went on to say 
that, ‘It will be much easier to work from that basis than has ever been 
the case in the past … The message should be that there is nothing to 
fear or lose in the recognition of historical truth’. Ultimately, the Mabo 
decision was vital in recognising native title, as it had never been 
recognised before in Australian history.

Topic sentence introduces overall point of 
the paragraph.

Use of connectives to indicate sequence 
‘firstly’, ‘secondly’.

Use of evidence in the form of direct and 
indirect references to historical sources.

Linking sentence links back to the overall 
point of the paragraph.

The Mabo decision also bridged the communication gap between 
Indigenous and non-Indigenous Australians. It empowered historically 
separated people to share their point of view. Aboriginal senator 
Aden Ridgeway (Source 5) asserted in 2002 that ‘People who were 
historically on opposite sides of the fence have had to open dialogue, 
and give each other a voice … This wasn’t happening ten years ago’. 
Furthermore, it paved the way for communication between the mining 
industry and their Aboriginal employees. The managing director of 
mining company North Ltd., Campbell Anderson (Source 7) stated in 
an interview in 2012, that the Mabo decision, ‘required the industry to 
talk more to Aboriginal people’, and, ‘the relationship … is much better 
than generally considered in the community’. Finally, political attitudes 
changed towards Indigenous peoples. Paul Keating (Source 10) 
commented on this in his speech, saying ‘there is nothing to fear or 
lose in … the extension of social justice, or the deepening of Australian 
social democracy to include Indigenous Australians.’ Thus, the Mabo 
decision was an effective turning point for opening communication 
between Indigenous Australians and wider Australian society.

Topic sentence introduces overall point of 
the paragraph.

Use of connectives to indicate sequence 
‘furthermore’, ‘finally’ and ‘thus’.

Use of evidence in the form of direct and 
indirect references to historical sources.

Linking sentence links back to the overall 
point of the paragraph.

The Mabo decision was initially limited in its practical outcomes 
for Indigenous peoples, yet it was a major defining moment for 
Reconciliation as a whole. While the freedoms it promoted were still not 
easily obtained, it legally established the concept of Australian native 
title for the first time in history and opened dialogue between previously 
segregated groups within Australian society. The incredible significance 
of the Mabo decision should not be underestimated. It was a landmark 
moment in the Reconciliation of Australia’s Indigenous peoples.

Thesis 

Summary of arguments

Concluding statement
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Example of an analytical literary essay in English — Year 11

Question
William Golding’s Lord of the Flies represents the human desire for 
order as far weaker than the desire for hedonistic anarchy. To what 
extent do you agree with this statement? Justify your response.

It is important to highlight key terms in 
the question to ensure that you answer 
the question fully.

Thesis 

While the desire for order and the appeal of hedonistic anarchy are 
represented as two very powerful forces competing for supremacy 
in human society, it is the latter that ultimately prevails if all formal 
constraints are removed. 

The thesis should be a single sentence 
that responds in depth to the question, 
revealing your interpretation of the text. 
Your essay should then be focused on 
justifying your thesis. Without a strong, 
clear and relevant thesis, your essay will 
be lacking depth. Spend some time in 
the planning stages to write a discerning 
thesis.

In Lord of the Flies, William Golding purposefully 
maroons a group of very ordinary small boys on a 
coral island as a result of world war breaking out. 
At first the novel reads like a boys’ own adventure 
story, but it quickly becomes a serious and somewhat 
pessimistic exploration of what life would be like 
without the state apparatus of the rule of law. While 
the desire for order and the appeal of hedonistic 
anarchy are represented as two very powerful forces 
competing for supremacy in human society, it is the 
latter that ultimately prevails if all formal constraints 
are removed.

The introduction includes background 
information relevant to your thesis. It 
should contain the title of the text and the 
author. You should not use first person. 
Nor should you say, "This essay will …" 
The thesis should be the last sentence in 
your introduction.

First body 
paragraph. The 
topic sentence — 
the psychology 
of the two central 
characters — 
shows a strong 
connection with 
the thesis. This 
topic is analysed in 
some detail in the 
paragraph itself.

Note the analysis 
of stylistic devices 
and aesthetic 
features "that 
show how the 
author has shaped 
explicit and subtle 
representations". 
You do not need 
to use the terms 
themselves.

The competing forces are revealed in the 
psychological dichotomy between the two major 
characters: Ralph, the hero who has internalised 
the rule of law, and Jack, the antihero whose lust 
for power and a tendency towards brutality slowly 
replace his superficial schoolboy respect for rules. 
Golding positions the reader to see this rift in the way 
he introduces each character. In the opening pages, 
Ralph is repeatedly referred to as "the fair boy" — 
in fact this description is given six times on page 
two. The double meaning of that description soon 
becomes apparent: fair in colour and fair in judgment. 
This is in stark contrast to the first appearance of 
Jack as "something dark fumbling along" in "the 
diamond haze of the beach". The juxtaposition of 
dark and fair is the first indication of the very different 
psychology of the two characters. Ralph’s attractive 
blond athleticism has already earnt him the loyalty 
of the physically unappealing but highly intelligent 
Piggy, while the black-clad Jack is the acknowledged 
leader of the choirboys. The competition between the 
two becomes clear when Ralph is elected leader by 
the surviving boys, a decision Jack only reluctantly 
accepts. In order to appease him, Ralph offers Jack 
the leadership of "the hunters". Thus there are two 
leaders on the island, each one representing a 
different aspect of human psyche.

Note the way short quotes are 
incorporated grammatically into a 
sentence as evidence of the point being 
made.

Because in Senior English, essays are 
written under exam conditions, there is 
no need to give the citation of the quote.

Short quotes are much better than 
long quotes. They are also easier to 
remember.

Use double quotation marks.
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Cohesive ties 
are extremely 
important within 
and between 
paragraphs. These 
add clarity and 
cohesion to your 
essay.

Although Ralph and Jack are very different 
psychologically, the "indefinable connection" between 
the two boys draws attention to the paradox of 
humanity’s attraction to both order and chaos. At first, 
the boys are reassured by Ralph’s authority which 
appeals to their desire for order. However, the allure 
of unlimited play and lack of adult control begin the 
disintegration of the community. Increasing hostility 
between Jack and Ralph reflects the hostility between 
the competing ideologies they embody. Ralph offers 
order, shared decision making and the hope of 
rescue, symbolised powerfully by the conch shell. 
Jack offers the hedonistic delight of violence and 
ritual slaughter symbolised by terrifying eponymous 
Lord of the Flies. As the boys divide into two groups, 
with the majority following Jack, "the understandable 
and lawful world" begins to slip away. The growing 
glamour of violence and the power of a charismatic 
but brutal leader seduce the boys, appealing to 
their apparently instinctive blood lust. Their refrain, 
"Kill the pig. Cut her throat. Spill her blood", runs 
through the rest of the novel and echoes the growing 
chaos, culminating with the death of Simon during a 
frenzied night of violent revelry. Paradoxically, Ralph 
and Piggy are momentarily enthralled by the group 
hysteria, showing the power hedonism has on even 
these rational and humane characters.

After the death of Simon — the innocent and mystical 
foil to the savage and barbaric Roger — the island is 
split into two microcosms. On the one hand, Ralph 
and Piggy cling to their belief that "[w]e’ve got to have 
rules and obey them." On the other, Jack and his 
followers have chosen "hunting and breaking things 
up". Towards the end of the novel, virtually everyone 
has deserted Ralph and Piggy. Even Samneric, the 
loyal twins captured by the "savages", desert Ralph 
and what he stands for. The conflict between the 
two world views reaches its climax with Roger’s 
almost casual murder of Piggy. Clearly Golding is 
arguing that the desire for violent self-gratification 
is a primal one, far stronger than its opposite: the 
desire for order. At the end of the novel, Ralph is the 
only surviving representative of "civilisation" and the 
"striped savage[s]" bay for his blood. They will not let 
him survive as, living, he is a constant reminder of 
what they have abandoned. 

Note the use of square brackets. This 
indicates a change the essay writer has 
made to ensure the quote is incorporated 
grammatically into the sentence. In the 
first quote, there was originally a capital 
"W". In the second example in the next 
paragraph, a word has been added.
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Ralph is only saved by the arrival of a ship, attracted 
to the island by the fire the savages light in order to 
flush him out. Once again, Ralph becomes a leader 
and spokesperson. When asked by the naval officer 
who the boss is, Ralph "loudly" and confidently says 
that he is. Jack, on the other hand, "stood still" and 
said nothing. With the return of order, Jack’s power 
is lost and there is no further reference to him. 
However, in spite of the apparent triumph of order 
and the rule of law, Golding’s pessimistic view of 
humanity is revealed poignantly as Ralph "wept for 
the end of innocence, [and] the darkness of man's 
heart." Ralph’s weeping, and the arrival of adults, 
reawaken the boys’ humanity, and they, too, weep for 
what has been lost.

The conclusion 
should make some 
general comments 
about the novel 
and restate the 
thesis in a new 
and interesting 
way. Restate 
the title and the 
author.

In Lord of the Flies, Golding explores the conflicting 
desires at the centre of the human heart. This 
psychological conflict is reflected in the very human 
conflict between Ralph, who personifies what is best 
in humanity, and Jack, who personifies its brutality. 
While the novel clearly shows that the craving 
for order is an extremely strong one, ultimately it 
contends that this is less powerful than the hunger for 
self-gratification at any cost. Without the rule of law, 
the novel argues, chaos and savagery would triumph.

You should be able to see how the thesis runs throughout the essay. All of the evidence and arguments are used to 
support the thesis.
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3.6 Literary article
Description: A literary article (review) is a critical analysis of a published text. It is an assessment of the text and 
provides context, classification, comparison and a conclusion. 

Generic structure and organisation: A literary article (review) is generally in the format of a standard essay made 
up of three components: an introduction, a body, and conclusion. 

Introduction Your introduction should give an outline of:
• why you are writing, and why the topic is important
• the scope of the article — what aspects of the topic will be discussed
• the criteria used for your literature selection.

Body The body consists of several paragraphs that should deal with a different theme that 
is relevant to your topic. The body could include paragraphs on: 
• mainstream versus alternative viewpoints
• principal questions being asked
• links to contemporary society
• insights drawn from the text
• cultural assumptions
• stylistic devices analysed.

Conclusion The concluding paragraph includes:
• a summation of points made
• general conclusions that are being drawn
• your overall perspective on the text. 
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Example of a literary article in English — Year 11

YA Literature Online
Home About Book Reviews News Daily Fiction Resources

It’s now over 10 years old. However, Jordan Reid argues that this quintessential 
YA novel is just as relevant and just as gripping for YA readers today as it was in 2008.

July 18, 2019 by Jordan Reid

I hate books that preach at me — but I do really enjoy ones that make me think about the world I live in. The 
Hunger Games by Suzanne Collins belongs in the second category. I recently reread it and was astonished at just 
how relevant and thought provoking it still truly is. Confronting injustice, inequality and oppression, Katniss 
Everdene, a feminist icon, encourages us to consider local and global issues today. Just as importantly — 
for some of us — Collins has created a gripping novel that is almost impossible to put down.

Set in post-apocalyptic Panem, The Hunger Games draws on Ancient Greek mythology and dystopian tropes to 
create a world divided by the arbitrary allocation of wealth, privilege and power. At the apex, where unimaginable 
luxury is rampant and total power resides, is the Capitol. At the bottom, where poverty, powerlessness and despair 
reign, is District 12. The Hunger Games are the cruellest manifestation of the absolute power and lack 
of humanity of the Capitol. Each year, a male and a female Tribute are randomly selected from each of the 
12 Districts, and, in an echo of the gladiatorial games of Ancient Rome, these Tributes must fight to the death for 
the amusement of the residents of the Capitol. Well, they did — until Katniss Everdene came along.

Katniss Everdene is a hero for the 21st century. As a highly successful hunter, she has 
been supporting her mother and young sister since the death of her father in a mining accident. 
When her twelve year old sister is selected during the Reaping, Katniss volunteers to replace 
her. Collins has subverted the traditional literary pattern of a male hero rescuing a woman 
while saving the world. Instead, Katniss — strong, independent, loyal — takes on the corrupt 
Capitol and wins. Along the way, she also overthrows the strongly held belief in winner-takes-
all by sharing her victory with, Peeta, the other District 12 Tribute, and by trying to help Rue, a 
Tribute from another, equally deprived district, who reminds her of her sister. Thus, this novel 
celebrates the solidarity and feminism that underpins movements such as #MeToo 
sweeping the world today.

There’s a moment, early in the Games, when Katniss feels betrayed by Peeta but, rather than 
fall into a weeping heap as often happens to women in fiction, she uses the betrayal as a 
spur to survive. She manipulates the constant surveillance of the Tributes, saying to herself, 
‘I’m glad for the cameras now. I want sponsors to see I can hunt, that I’m a good bet because I 
won’t be lured into traps as easily as the others will be by hunger.’ The physical and emotional 
strength revealed here acts as a clarion call to all young women to become empowered. 
This is just one of many such stirring moments in the book.

In spite of this determination to survive, Katniss despises those whose whole raison d’être is to 
win the Games. She sees the ‘Careers’ as ‘overly vicious, arrogant, better fed, but only because 
they’re the Capitol’s lapdogs.’ Through this complex character, Collins is able to reveal her 
admiration for those who stand up to tyranny and her contempt for those who are its 
‘lapdogs’, accepting without question the cruelty of tyrannical regimes. 

Throughout the novel there are many other instances where solidarity and resistance are 
lauded. 
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In addition to Collins’ condemnation of oppression, is her condemnation of inequality. 
She cleverly uses the juxtapositioning of place to do so. District 12 is contrasted compellingly 
with The Capitol. District 12 is ‘crawling with coal miners … with hunched shoulders, swollen 
knuckles … sunken faces …’, and the houses are ‘squat’ and ‘grey’. The Capitol has ‘glistening 
buildings in a rainbow of hues that tower into the air …’ and there are ‘oddly dressed people with 
bizarre hair and painted faces who have never missed a meal.’ Using such vivid imagery to 
contrast these locations, clearly invites the reader to be outraged by the excess of The Capital 
and to be moved by the poverty of District 12. The thoughtless acceptance of their wealth by 
the citizens of the Capitol makes me think of how we, in the affluent west, accept our own 
wealth equally thoughtlessly. This is what I love about great books — they make us look 
thoughtfully at the world we live in.

Perhaps one of the reasons Collins is so successful in ensuring her readers share Katniss’s 
values and respond to her so sympathetically is that the novel is in Katniss’s voice. We enter 
into her thoughts and share her emotions as she endures the hardship and poverty of District 12 
and the horror and brutality of the Games themselves. At the beginning, Katniss says, ‘I protect 
Prim in every way I can, but I’m powerless against the reaping.’ She refers to how ‘anguish wells 
up’ in her chest when she sees Prim in pain. The searing honesty of her reflection is not self-
pitying. It is not a sign of weakness. Instead, it magnifies the injustice that all who live in the 
District face as the Capitol callously plays with their lives. 

On top of all this, it is a book you can’t put down. It is a classic page-turner: full of suspense and 
action. However, it is also intelligent, thought provoking, and humane — not something usually 
associated with this genre. It is a novel for the 21st century and the values Katniss embodies 
— feminism, egalitarianism, compassion and resistance to oppression — ensure its 
continuing relevance. The fact that she is ultimately victorious gives us hope.

Key to colours
Values and beliefs.

Perspective chosen.

Links to contemporary society. Insights drawn from the text. Cultural assumptions.

Stylistic devices analysed
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3.7 Report 
Description: A report is a highly formal and succinct written document that is used to inform and communicate 
results or provide advice on a specific subject. They are a common form of communication in many subjects and 
professional fields due to their professional presentation. 

Generic structure and organisation: There are many different forms of reports (for example, scientific lab 
report or case study reports) and the components will depend on the specific report type and task requirements. 
The common features of all reports is that they are objective, concise and structured into specific sections using 
headings and subheadings to help guide the reader through the main points. A basic report could be organised into 
the following sections: 

Title page This page should include the report title, date, prepared by statement and a 
prepared for statement. 

Executive summary 
(optional)

A brief overview of the entire report, including research methods, findings and 
recommendations. Usually written last as it is a summary of the whole report. 

Table of contents A list of all the main headings and relevant subheadings from the report, with 
corresponding page numbers. 

List of figures A list of all tables, maps, diagrams and illustrations from the report with 
corresponding page numbers. 

Introduction The introduction should: 
• discuss the importance of the research or problem to be reported.
• define the aim and objectives of the report. 
• outline the issues to be discussed (scope).
• explain any limitations or assumptions made in the report.
• include any necessary definitions and background history. 

Methodology (optional) An explanation on what you did and how you did it (for example, materials used in 
an experiment, interviews, journal articles, observations, surveys). Also inform the 
reader of difficulties and/or inaccuracies that emerged during the research process. 

Discussion or body The main substance of the report is organised under headings and subheadings in 
the order presented in the executive summary. The body often will include:
• the method of data collection (what you did and why, such as a survey or 

interview, and details on the study sample).
• a discussion and analysis of the data collected (reliability and accuracy of data, 

relation to reports purpose and current literature). 

Conclusion A summary of the key findings from the discussion section of the report. Relate 
conclusions to the aim and the objectives of the report. Arrange points logically so 
that major conclusions are presented first. No new information should be included in 
the conclusion. 

Recommendation A description of a course of action to resolve a problem or improve a situation, 
particularly when results and conclusions indicate that further work is needed. 
Recommendations must be realistic, achievable and clearly aligned with the 
conclusion of the report. 

Reference list A list of all the material referred to in the report. Use a standard referencing style. 

Appendices Extra supporting information that was referred to in the report, such as 
questionnaires, tables, graphs and diagrams. Appendices are located at the end 
of the report, clearly labelled (for example, Appendix 1) and often numbered in the 
order they are mentioned in the text. 
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Generic language features:
• Language is formal, factual and technical
• Written in third person
• Present tense
• Paragraph structure may not be used in all sections but should be used in longer sections.

Example of a report in Economics — Year 11 

*Each section of the report should be on a separate page.

Research assignment S1.2 — Economics exemplar

Prepared by: Brisbane School Of Distance Education
Prepared for: Year 11 students
Date: 10 June 

Table of contents

1.0 Introduction ......................................................................................3
2.0 Company analysis .......................................................................3–5

2.1 Pacific Brands Limited
2.1.1 Company overview
2.1.2 Share analysis
2.1.3 Recent company performance

2.2 Billabong International Limited ..............................................6–7
2.2.1 Company overview
2.2.2 Share analysis
2.2.3 Recent company performance

2.3 Orotongroup Limited ..............................................................8–9
2.3.1 Company overview
2.3.2 Share analysis
2.3.3 Recent company performance

3.0 Evaluation
3.1 Capital growth .........................................................................10
3.2 Income generation ...................................................................10
3.3 Management ........................................................................... 11

4.0 Recommendation .......................................................................... 11
5.0 Bibliography ...................................................................................12

Title page details including title, date and 
preparation. 

Table of contents with corresponding 
page numbers for each section of the 
report. 

Use of numbered subheadings to further 
divide the report into sections.

1.0 Introduction 

Australia has a long history of outstanding apparel manufacturing, with 
many iconic brands, such as Akubra, RM Williams, Driza-Bone and Sea 
Folly being recognised and in demand in the international market. Until 
quite recently, the sector was dominated by private companies but over 
the past couple of decades apparel manufacturing has increasingly 
been controlled by firms that have listed on the ASX. This report will 
examine three of these companies with a view to determining which 
company would make the best investment for a ‘newcomer’ to the stock 
market.

The three companies to be analysed and evaluated in this report are:
1. Pacific Brands Limited
2. Billabong International Limited
3. Orotongroup Limited

Introduction includes background 
information, aim and scope of the report.
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2.0 Company analysis 

2.1 Pacific Brands Limited

2.1.1 Company overview

Like many large clothing companies in Australia, Pacific Brands 
is home to many traditional Australian brands … The company’s 
headquarters are in Melbourne, although it has operations … The 
goods they produce are primarily manufactured for …

The body includes a discussion and 
analysis of data collected and research. 

2.1.2 Share analysis

The company has performed well over the last six months, and 
maintained parity with the performance of the broader market …

Graph 1: Share price: Pacific Brands  
(showing comparison with S&P200 index)

Source: ASX ; www.asc.com.au; accessed 20/04/2014

Although Pacific Brands has recently reported a profit for the first half of 
the 2012/13 financial year, in its last full year it reported a loss of more 
than $45 million …

Fig. 1: Key data: Pacific Brands Limited

Issued shares: 912,915,695

Share price (15 April, 2013): $0.85

Market capitalisation: $775,978,695

Earnings 2011/2012: ($45, 645,000)

Earnings per share: –$0.05

Dividend paid (this financial year): $0.025

Date paid: 02 Apr 2013

Dividend yield: 5.9%

Source: ASX, Fairfax Media

2.1.3 Recent company performance

Pacific Brands has booked losses over the last two financial years but 
‘is on track to post its first full-year reported profit in three years’ after 
more than $1billion in write downs and restructuring costs (Greenblat, 
2013) ... 

http://www.asc.com.au/
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2.2 Billabong International Limited

2.2.1 Company overview

Like other companies, Billabong too markets a range of … The 
company’s products are licensed and distributed … the company’s 
website claims that …

The company first listed on the Australian Securities Exchange on 
11 August, 2000. Its ASX code is BBG.

2.2.2 Share analysis

Billabong’s share price has gone sharply against the trend of the overall 
market over the past six months … (see Graph 2 below).

Graph 2: Share price: Billabong International  
(showing comparison with S&P200 index)

Source: ASX ; www.asc.com.au; accessed 20/04/2014

As widely reported in the media, Billabong is currently in negotiations 
with a couple of potential buyers of the company … figures relevant to 
the company’s performance is shown in Figure 2 below. An analysis of 
that data …

Fig. 2: Key data: Billabong International Limited

Issued shares: 478,944,292

Share price (15 April, 2013): $0.52

Market capitalisation: $240,430,035

Earnings 2011/2012: ($275 million)

Earnings per share: –$0.574

Dividend paid (this financial year): 0.00

Date paid: NA

Dividend yield: NA

Source: ASX, Fairfax Media

2.2.3 Recent company performance

Billabong’s shares have been ‘out of favour’ with the market for more  
than a year, since it issued a profit warning in November, 2011 (2011) …  
‘In our view the company is clearly in freefall,’ said Citibank financial 
analyst, Siobhan Lee (Sydney Morning Herald, 11 April 2013).

http://www.asc.com.au/
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2.3 Orotongroup Limited

2.3.1 Company overview

Oroton began in Sydney in 1938, and was set up originally ‘as a textile 
designer and importer of fabrics from Japan,’ although it became 
better known in the early 1950’s with its focus on gold metallic mesh 
accessories for women … Of the three companies being assessed in 
this report, Oroton group has the longest history on the ASX, having 
first listed on the exchange on 18 June, 1987. Its ASX code is ORL. 

2.3.2 Share analysis

After Oroton group’s share price crashed spectacularly on 17 August 
last year (following the announcement of the end of the Ralph Lauren 
contract) the company’s share price has largely followed the trends in 
the broader market … 

Fig. 3: Key data: Orotongroup Limited

Issued shares: 40,880,902

Share price (15 April, 2013): $6.93

Market capitalisation: $282,487,033

Earnings 2011/2012: $25,350,000

Earnings per share: $0.62 

Dividend paid (this financial year): $0.22 FF

Date paid: 17 April 2013

Dividend yield: 7.1%

Source: ASX, Fairfax Media

2.3.3 Recent company performance

Orotongroup’s share price hits its low point in August last year, just after 
it was announced that Ralph Lauren would not be renewing their long 
term contract to have its apparel sold by Oroton … 

3.0 Evaluation

To assist in the decision-making process, these three companies will 
be evaluated using the criteria of capital growth, income generation 
through dividends, and company management. 

3.1 Capital growth

In terms of capital growth, there are question marks over all three 
companies … In view of this evaluation, it would appear that 
Orotongroup’s expansionary plans into Asia (with their successful track 
record) would make the company the wisest investment in this regard.

3.2 Income generation

In terms of income generation, it would appear that Billabong cannot 
be considered in light of their failure to pay a dividend over the past 18 
months … so it would appear that an investor will get a better return 
investing in Oroton.

Report summarises with an evaluation of 
the findings discussed in the body.

The report concludes with a course 
of action that clearly relates to the 
evaluation of the report. 

Reference list to include all material 
referenced in the report using 
BrisbaneSDE referencing guide.
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3.3 Management

It is not surprising that with losses being suffered by two of the 
companies, there have been changes to management in the past 
12 months … On this basis, it is felt that in terms of company 
management, the most prudent call would be to stick with Orotongroup.

4.0 Recommendation

On the basis of the evaluation above, it is the opinion of this report that, 
of the three companies reviewed, the wisest investment would be to 
invest in Orotongroup. Despite the slight uncertainty associated with its 
loss of the Ralph Lauren licence, it would appear that the company has 
both the corporate set-up and the skills needed to maintain its position 
as a leader in Australia’s fashion and apparel trade.

5.0 References Reference list to include all material 
referenced in the report using 
BrisbaneSDE referencing guide.



32 BrisbaneSDE Years 5–12 Writing Guide
October 2019 y5-12-writing-guide

Brisbane School of Distance Education

3.8 Science practical report
Description: A science practical report is a highly formal and structured piece of writing that informs readers about 
an experiment or investigation that was carried out. The ability to report technical information clearly and concisely 
is fundamental in science. 

Generic structure and organisation: Practical reports have a clear linear structure. They usually consist of the 
following sections:

Title and Date Title of the experiment and the date on which it was conducted.

Introduction (optional) Provide the reader with background information on the context and purpose of 
the experiment: What is known about your topic? Why will the experiment be 
performed?

Aim An explanation on what the experiment requires you to do. 

Hypothesis A statement that gives a possibility (if) and explains what may happen because of 
the possibility (then), for example, if sugar causes cavities, then people who eat a 
lot of candy may be more prone to cavities. 

Materials A list of materials used: It should include sufficient information for the experiment to 
be replicated.

Method A list of instructions in order of how the experiment was completed: It should include 
sufficient information for the experiment to be replicated.

Results Present the findings of the experiment in logical order. Best presented in the form of 
tables and graphs. 

Discussion An interpretation and explanation of the findings. Do not simply restate the results. 
Discuss what the results mean, whether they were as expected (and if not, why 
not), any problems in experimental technique or design, and suggest improvements. 
Relate findings of the experiment with existing theory and knowledge. 

Conclusion Summarise the experiment and interpretation of the findings. Be concise and brief. 
No new information should introduced the conclusion. 

References A list of sources referred to in the report. 

Generic language features: 
• Formal language and technical vocabulary
• Short and straightforward sentences 
• Always write in third person
• Present tense is used
• Materials and method should be bulleted and numbered
• Procedural statements used for the aim and method section
• Paragraph structure used in discussion and conclusion.
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Example of a Scientific Practical Report — Year 6

Investigating melting

Investigation question

What effect does heat from the sun have on different substances?

Materials and equipment

• Ice cube
• Butter (1 × 1cm)
• Chocolate button
• Wax (1 × 1cm)
• Thermometer
• 4 × aluminium pie dishes
• Stopwatch

Safety

Identify any potential safety risks and suggest how these risks could be 
reduced.

Potential risk How risk can be reduced

Melted butter and chocolate, after 
being outside and in the sun, may 
be contaminated

Do not eat and wash hands 
carefully after handling 
substances in this investigation

Method

1.  Place each substance (ice, butter, chocolate and wax) into separate 
aluminium pie dishes.

2.  Place the pie dishes with the substances in a sunny area. Start the 
stop watch.

3.  Record the temperature. Leave the thermometer in the sunny area.
4.  Record the time it takes for each substance to melt completely.
5.  Record the new temperature in the sunny area.
6.  Record observations as the substances melt. 

Title of the experiment.

Bulleted and numbered lists should be 
used for materials and method sections. 

Method is sequential and written in 
present tense. A verb is used at the 
beginning of each sentence.

Observation

Substance Melting time 
(seconds) Observations

Ice
The ice melted very quickly into liquid 
water.

Butter
The butter melted quickly and began to 
separate into two different liquids.

Chocolate
The chocolate melted and spread out a 
little. It was gooey when touched.

Wax The wax softened and melted slightly.

Starting temperature: 21°C
Finishing temperature: 26°C
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Discussion

What effect did the heat from the sun have on the different substances? 
Use your observations to explain your answer. 

The heat from the sun affected all substances. The ice and butter were 
affected the most and melted very quickly. The ice turned into clear 
water and the butter separated into two different liquids. The chocolate 
button melted but mainly kept its shape. The wax kept its shape and 
only melted a little bit.

Was it a fair test? Explain your answer.

No. The only variable that should have changed is the substance that 
was melted. For it to be a fair test the size and shape of the substances 
needed to be kept the same.

Conclusion

All substances tested had the same melting point. TRUE/FALSE

Justify your answer.

The substances all had different melting points because they all were 
affected differently by the sun’s heat. Ice and butter had a much lower 
melting point compared to wax because they turned into a liquid very 
quickly while the wax only slightly melted.

Explanation of results. 

Summary of the experiment. 

Example of a Scientific Practical Report — Year 7–10

The following guideline for writing a scientific practical report is provided as a generic example. Science teachers 
provide students with more detailed guidance and scaffolding appropriate for their year level during lessons.

Investigating the effects of height and mass on stopping distance

Introduction

The concept of stopping distance applies to many everyday situations, 
particularly road science, and it is therefore important for drivers to 
possess a sound understanding of this concept. Stopping distance 
refers to … In this scientific investigation, experiments will be conducted 
with a toy car and ramp in order to assess the effects … By adjusting 
the height and mass, and thus the gravitational potential energy (EGP) 
of the vehicle, which is transformed to kinetic energy (EK) at the base 
of the ramp, these variables will affect the stopping distance of the 
vehicle. The formula Fd = mgh is derived by … This formula will be 
utilised in order to compare the theoretical stopping distances of these 
scenarios, with the measured values. 

Aim

This scientific investigation aims to explore the effects of height and 
mass on the stopping distance of a vehicle. 

Title of the experiment.

Background information on the context 
and purpose of the experiment.

Procedural statement on the action being 
undertaken. 
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Hypothesis

If the height of the ramp is increased, then the stopping distance of 
the vehicle will also increase, because the additional height provides a 
greater quantity of gravitational potential energy, which transforms to a 
greater quantity of kinetic energy acting upon the vehicle. 

If the mass of the toy car is increased, then the stopping distance of 
the vehicle will also increase, because the additional mass provides a 
greater quantity of gravitational potential energy, which transforms to a 
greater quantity of kinetic energy acting upon the vehicle.

Materials 

• Cardboard / card stock
• Sticky tape
• Ruler and tape measure
• Stopwatch
• Sharpie
• Toy car
•  Weights 

Method

Height experiment:
1. Make ramp from cardboard.
2. Mark distance intervals on ramp (in cm).
3. Attach ramp to ladder at intended height.
4. Place ramp on flat surface marked with distance intervals (in cm).
5. Place toy car on ramp.
6. Using a stopwatch, measure the time elapsed …
7. Measure the distance between …
8. Repeat steps 5–7 three times for each of the three height intervals …

Mass experiment:
1. Attach 10g weight to toy car.
2. Place toy car on ramp.
3. Using a stopwatch, measure the time elapsed …
4. Measure the distance between the end of the ramp and the location 

of the stationary car
5. Repeat steps 1–4 three times for each of the three mass intervals …

Hypothesis outlines what are the 
expected results of the experiment and 
the reasons why. 

Bulleted and numbered lists should be 
used for materials and method sections. 

Method is sequential and written in 
present tense. A verb is used at the 
beginning of each sentence.

Experimental setup:
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Results

Table 1: Height and stopping distance

POINT A:
Velocity:

v= s
t

v= 0.26
0.496666667

v= 0.5234899329 m/

Acceleration:

a= ∆vt

a= 0 - 0.5234899329
2.446

a= -0.2140187788 m/s²

Stopping Distance:

s= v^2 - u²
2a

s=
0 - 0.5234899329²
2 × 0.2140187788

s=0.6402281903 m……

Results are presented in logical order 
and are often in the form of a graph, table 
and journal entry.

Graph 1: Height and stopping distance

Graph 2: Height and stopping time
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Discussion

Table 1:

The graph generated by the scientific experiment indicates … As the 
height of the ramp increases, the stopping distance of the vehicle 
also increases. This linear relationship between the ramp height and 
stopping distances exists because … The data supports the hypothesis, 
as an increase in ramp height results in a subsequent increase in 
stopping distance. 

Several anomalies exist within the data set … These anomalies 
occurred as a result … Imperfections in the flat surface and ramp, 
as well as measurement limitations as a combined result of human 
error (slow reaction times) and imprecise equipment, have resulted in 
variations in the data set. … The data could thus be improved by … 
Whilst the data set contains inconsistencies, the implementation of 
three trials per height interval allows for the overall validity of results. 

Table 2:

The data generated by the mass experiment indicates a trend in the 
data set, wherein an increase in the mass of the vehicle consequently 
results in a decrease in the stopping distance. The graphed data clearly 
highlights … The data collected does not support the hypothesis, which 
states …

The formula Fd = mgh can be utilised in order to calculate the 
theoretical stopping distance of vehicle. Through the rearrangement 
of this formula, it is clear that mass does not theoretically impact the 
stopping distance of a vehicle. The collected data however, indicates 
… The results from the equation Fd = mgh are inconsistent with the 
recorded values, as they do not account for additional resistance 
forces, such as friction. These inconsistencies have resulted from … 
Whilst in a theoretical scenario where gravity is the sole resistance 
force acting upon the vehicle, mass would not affect the stopping 
distance, the experimental data has been recorded in an environment 
wherein numerous additional resistance forces are acting upon the 
vehicle. These additional resistance forces cause the stopping distance 
to decrease as the mass of the vehicle increases. A full calculation of all 
acting forces would support the results of this experiment. 

The discussion is a critical analysis of the 
data collected from the experiment. 

Paragraphing and linking phrases 
are used to compare results and 
related findings to existing theory and 
knowledge. 

Explanation of why the hypothesis was 
incorrect with the data collected from this 
experiment.

Fd = mgh
mad = mgh

ad = gh

d =
gh²
a

The data values for the second mass interval (58g) present themselves 
as anomalies. These are clearly identifiable anomalies … This anomaly 
occurred due to the fact that ... The accuracy of the data could be 
improved by ... The variation between the calculated stopping distances 
and the recorded stopping distances occurred due to a slight slant 
in the flat surface. The resulting error in the data set could thus be 
corrected by ensuring a level surface prior to the experiment. Despite 
the error occurring in the second mass interval calculations, the 
implementation of three trials per mass interval allows for the relative 
validity of results. 
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This scientific investigation could be extended in future by … Further 
research conducted on … could also be undertaken to further increase 
understanding of … 

Conclusion

The scientific investigation conducted has explored … The data 
collected through this investigation partially supports the hypotheses, 
which states … The data collected from the height experiment 
supports the hypothesis that ... However, data collected from the mass 
experiment does not support the hypothesis, as the results indicate  
that … 

References

Suggests further improvements of the 
experiment. 

Summary of the experiment and 
interpretation of the discussion. 

A list of sources used. Refer to 
BrisbaneSDE referencing guide. 
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3.9 Senior science: Student experiment structure
Year 11 and 12: Physics, Chemistry, Biology and Psychology

The following guidelines for writing a scientific practical report are provided as a generic example. Science teachers 
provide students with more detailed guidance and scaffolding appropriate for their year level during lessons. Senior 
science students follow a very specific structure in accordance with the relevant QCAA syllabus requirements, and 
middle school students are guided towards this structure gradually from Years 7–10. 

Subheading Description of Subheading

Rationale In a student experiment, a rationale introduces and briefly describes the scientific 
concepts relevant to the response. By the end of your rationale, the focus of your 
response should be narrowed and clear. It is also important to justify why the 
modifications to the baseline experiment were necessary.

Research question Your research question should be specific and relevant with clearly defined 
variables as defined in the rationale. You may also be required to write a hypothesis/
hypotheses — clarify this with your teacher.

Methodology Original experiment

Summarise the baseline experiment methodology in paragraph form.

Modified experiment

State the modifications (i.e. refinements, redirections and/or extensions) and justify 
again why they were necessary. Your methodology should enable collection of 
sufficient, relevant data.

Safety and ethical 
considerations

Ensure you have identified and explained how safety and ethical risks were 
managed in the experiment.

Raw and processed data Include raw and processed data in the form of data tables and/or graphs. Provide 
all data tables with headings and all graphs with figure labels. As processing data 
is different for each senior science subject, please clarify what is required of you for 
this section with your teacher.

Interpretation and 
analysis

Thoroughly interpret and analyse the trends, patterns or relationships in the data you 
have collected to justify your answer to the research question. 

Evaluation Your evaluation should discuss limitations of evidence and any uncertainty that affect 
how well it can be used to develop a response to the research question. This differs 
for each senior science subject, therefore clarify with your teacher. Discuss the 
reliability and validity of your data. Suggest improvements and extensions that would 
complement the findings of the experiment and have the potential to provide new 
evidence.

Conclusion In your conclusion, state whether or not your research question has been answered. 
Justify your conclusion by summarising the findings of your data. 

Reference list It is crucial that you include an in-text reference for every new piece of information in 
your research investigation response. Use APA style referencing. In-text references 
go at the end of the sentence they relate to and before the full stop. Include a 
reference list at the end of your response that includes sources you have in-text 
referenced.
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3.10 Senior Science: Research investigation structure
Year 11 and 12: Physics, Chemistry, Biology and Psychology

The following guidelines for writing a scientific practical report are provided as a generic example. Science teachers 
provide students with more detailed guidance and scaffolding appropriate for their year level during lessons. Senior 
science students follow a very specific structure in accordance with the relevant QCAA syllabus requirements, and 
middle school students are guided towards this structure gradually from Years 7–10. 

Subheading Description of Subheading

Claim Select one claim which remains unchanged from the task sheet.

Rationale In a research investigation, a rationale shows clear development from the claim to 
the research question. Start your rationale by introducing and briefly describing key 
terms in the claim. By the end of your rationale, the focus of your response should 
be narrowed to address an aspect of the claim.

Research question Your research question should be specific and relevant with clearly defined variables 
as defined in the rationale.

Background The background section of your response should introduce scientific literature which 
shows the link between the research question and the claim.

Evidence — analysis & 
interpretation

The evidence section of your report needs to include sufficient data that you have 
identified and collated from relevant secondary sources. It is recommended that 
you include a minimum of three (3) different data sources. Ensure the data you 
include is directly connected to the formation of your scientific argument and assists 
in answering your research question. Thoroughly interpret and analyse the trends, 
patterns or relationships in the data. Provide all data tables with headings and all 
graphs with figure labels.

Evaluation of the quality 
of evidence

Your evaluation should discuss the limitations associated with the evidence that 
affect how well it can be used to develop a response to the research question. 
Suggest improvements and extensions that would complement the findings of the 
investigation and have the potential to provide new evidence that could be used to 
evaluate the claim.

Conclusion In your conclusion, state whether or not your research question has been answered. 
Justify your conclusion by summarising the findings of the evidence you have 
included in your response. 

Reference list It is crucial that you include an in-text reference for every new piece of information in 
your research investigation response. Use APA style referencing. In-text references 
go at the end of the sentence they relate to and before the full stop. Include a 
reference list at the end of your response that includes sources you have in-text 
referenced.
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4.0 Grammar

Nominalisation
Nominalisation is more frequently used in some subject areas, such as mathematics and science. It involves 
turning the verb into a noun, sometimes removing the subject and rewriting the sentence.

Some common ways to nominalise verbs:

Add ending Verb Noun

-ing
-tion
-ance
-is
-ment 

Run
Communicate
Maintain
Analyse
Replace

Communication
Maintenance
Analysis
Replacement

When to use nominalisation:

1.  To focus on the process rather than who is doing it. To comment on a process you have to turn it into a noun 
first. This requires removal of the subject and can lead to more complex sentences containing additional 
information.

Every day teachers instruct students how to vary their communication to suit the social context. 
becomes:
The daily instruction on varying communication to suit the social context …

2.  To mask opinion and make the writing sound more factual. This makes the writing more authoritative and 
persuasive. It can close down conjecture.

Cats are more intelligent than dogs because they use a greater range of vocal sounds.
becomes:
The superior intelligence of cats, in comparison to dogs, is evidenced by their use of a greater range of 
vocalisations.

3.  To make a text ‘more written’ than ‘spoken’, use the noun form to abstract the language.

Billy Blogg is an incompetent leader and that’s why the Cats First Party performed so badly in the election.
becomes:
Billy Blogg’s incompetent leadership resulted in the Cats First Party’s poor election performance.

Active versus passive voice
Writers can present themselves and their writing as more authoritative or academic if they are able to manipulate 
verbs to change emphasis in their writing.

The most commonly used is active voice, which is the standard subject verb predicate word order in sentences, 
where the emphasis is on the subject (person or thing doing the action). For example, The executive committee 
approved the new policy. The emphasis is on the executive committee. 

The passive voice can be used for two reasons, and both move the emphasis away from the subject or doer to action.

a. When it is more important to draw our attention to the person or thing acted upon:

For example, The new policy was approved by the executive committee. The emphasis is on the new 
policy, not the doer of the action.

b.  When the actor in the situation is not important:

For example, The new policy was approved. The emphasis is on the approval, the action, what happened. 
What to Write Matters: Exploring Text Forms. (2016). United Kingdom: Tactical Steps Education Ltd.
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Sentence Types

Simple or Declarative (Statement)

These sentences are used to state information. A declarative sentence is a statement of an idea and ends in a full 
stop.

For example, Research on the topic suggests that grammar is essential to success. The spaceship carrying three 
astronauts would land on the moon.

Command or Imperative

These sentences give instructions, commands or make requests.

For example, Open the window. Take care on the flight.

Question or Interrogative

An interrogative sentence asks a question and always ends with a question mark.

For example, Did you complete the assignment? Who were the astronauts?

Exclamatory 

These sentences express force or a strong emotion and, as such, ends with an exclamation mark.

For example, Everyone was excited!
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5.0 Punctuation glossary

Term Explanation Example

Apostrophe
’

Apostrophes have two completely different 
uses:
• Showing the place of missing letters (e.g. 

I’m for I am)
• Marking possessives (e.g. Hannah’s 

mother)

I’m going out.

Hannah’s mother went to work.

Colon
:

A colon is used to introduce an example or 
explanation within a sentence.
• The part of a sentence after a colon 

should illustrate, explain, or expand on 
what comes before it.

• Colons can come before a single 
comment or description

• Colons can also introduce a list of people 
or items, or a range of options

It wasn’t much of a holiday: two weeks of 
constant rain in a leaky tent.

Comma
,

Commas are used: 
• to mark a pause in a sentence, especially 

to separate a subordinate clause from the 
main clause

• to separate items in a list or series
• in pairs before and after the name of 

someone who is being introduced or 
described

• to mark a pause in a compound sentence.

Over to Herbert’s left, on a cold metal tray, 
lay an assortment of dental instruments 
that wouldn’t have looked out of place in a 
medieval torture chamber.

Em dash
— 

The em dash is the long dash. Use this to add 
a phrase or extra information in a sentence to 
add interest to your writing. 

Mason — the builder — arrived before 
Nathan.

Instead, Katniss — strong, independent, loyal 
— takes on the corrupt Capitol and wins.

Ellipsis
…

Ellipsis is used to show:
• a pause in someone’s speech or thoughts
• to build tension
• to show that a sentence is not finished
• a pause in speech
• at the end of a sentence to create 

suspense.

But now … now everything was colourless 
and supplies were running out as quickly as a 
thief would steal precious jewels.

Paul Keating (Source 10) went on to say that, 
‘It will be much easier to work from that basis 
than has ever been the case in the past …
The message should be that there is nothing 
to fear or lose in the recognition of historical 
truth’.

Exclamation 
mark
!

An exclamation mark is used to indicate 
shouting, surprise, or excitement in direct 
speech.

It can also be used to express surprise, alarm, 
or excitement in a narrative.

I am excited!

Stop! Don’t throw me in the pool!
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Term Explanation Example

Full stop
.

A full stop shows where a sentence ends, 
when the sentence is neither a question nor 
an exclamation.

Full stops go within quotation marks in direct 
speech.

Full stops go within parentheses, when these 
surround a complete sentence.

To assist in the decision-making process, 
these three companies will be evaluated using 
the criteria of capital growth.

He said, ‘I’ll meet you outside the cinema.’

(When a complete sentence is enclosed 
in parentheses, place punctuation in the 
sentence inside the parentheses, like this.)

If only part of a sentence is enclosed in 
parentheses, place the punctuation outside 
the parentheses (like this).

Hyphen
-

Hyphens connect two or more words which 
make up a compound noun or adjective

Close-up, rear-view mirror

Inverted commas
‘ “ ’ ”

Inverted commas occur in pairs and can 
surround a single word or phrase, or a longer 
piece of text. They are also known as speech 
marks or quotation marks. Pairs of quotation 
marks can be single (‘…’) or double (“…”), but 
are never mixed.

‘Don’t worry, Herbert,’ offered his mother 
reassuringly.

Secondly, an argument arose over the 
difference between the terms ‘native title’ and 
‘land rights’.

Parentheses
( )

Parentheses are used to enclose optional or 
additional material in a sentence that could 
be removed without destroying the meaning 
of the main text. They are also used for in text 
referencing.

Parentheses (always used in pairs) allow a 
writer to provide additional information.

Political cartoonist Peter Nicholson (Source 6) 
supports Boyle’s view in his cartoon, ‘Terra 
Impossibilis’.

Lynch (2008, p.6) has stated that …

Question mark
?

Question marks are used to mark a sentence 
that is a question. Question marks usually 
come at the end of a sentence.

Back in Ember, Mrs Murdo had the whole 
city ready to leave and the Mayor didn’t know 
anything … or did he?

Semicolon
;

A semicolon can be used to mark a break in 
a sentence that is longer, or more important, 
than a break made with a comma.

Semicolons can separate a series of 
connected clauses introduced by a colon.

A single semicolon can also join two 
independent clauses that could stand alone 
as complete sentences.

The castle was desolate; no one had lived 
there for three centuries or more.

I have a big test tomorrow; I can’t go out 
tonight.
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6.0 Referencing 
Referencing is a standardised method of formatting the information sources you have used in your assignments or 
written work. Any given referencing style serves two purposes:
1. acknowledges the source 
2. allows the reader to trace the source. 

Additionally, providing references to the sources that you have used strengthens your argument.

There are various systems or referencing, however, one of the most common is American Psychological 
Association (APA) Referencing System.

6.1 In-text citation: Referencing sources within the text
Throughout the text of your paper you need to acknowledge the sources used in your writing. Whenever you 
include the words, idea, opinions or theories of someone else you need to acknowledge your sources. 

If you refer to a work in the text of your paper, place the author’s name and 
the year of publication of the work in brackets at the end of the sentence.

(Smith, 2017)

Specific ideas and direct quotes require a page number. (Smith, 2017, p.28)

If you use the author’s name in the sentence then the In-text citation goes 
directly after their name.

According to Smith (2017, p.28) …

Direct references
A direct reference uses the exact words of the original source. You must use double quotation marks at the 
beginning and end of the copied words.

Example

Smith (2007, p.28) referred to this correlation as a ‘statistical anomaly’.

If the quotation is longer than 40 words then it should be displayed in a double spaced, indented block with 
quotation marks.

Example

Mirams (2004, p.141) states that:
Environmental politics became increasingly more complex as the century came to a close. 
Attempts to broker international environmental agreements, such as that on the Greenhouse 
effect were often compromised as the competing social, economic and political concerns of 
individual countries took precedence over the global good.

Indirect references
An indirect reference is when you paraphrase (put in to your own words the ideas of the original source).

Example

The research conclusively proved a correlation between the results (Smith, 2017).
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6.2 Reference list
At the end of your essay, place a list of the references you have cited in the text. Arrange this in alphabetical order 
of authors’ surnames, and then chronologically (earliest publication date first) for each author where more than one 
work by that author is cited. The author’s surname is placed first, followed by initials or first name, and then the 
year of publication is given.

Your references list should:
• Start on a separate page at the end of your paper, and should have the heading ‘References’ centred at the top 

of the page. 
• Be arranged alphabetically by author.
• Be double spaced (no line spaces between references).

Reference list entries should be indented half an inch or 12 mm (five to seven spaces) on the second and 
subsequent lines of the reference list for every entry — a hanging indent is the preferred style. (i.e. entries should 
begin flush left, and the second and subsequent lines should be indented).

Example reference list:

References

Gates, C. and Morgan, E. (2016). China and Revolution. Melbourne: Cengage Learning. 

Hoepper, B., Hennessey, J., Cortessis, K., Henderson, D. & Quanchi, M. (2009). Global Voices 2: 
Historical Inquires for the 21st Century. Milton: John Wiley and Sons. 

ProCon.org. (2015). Is Hamas a Terrorist Organization? Retrieved August 11, 2017, from  
http://israelipalestinian.procon.org/view.answers.php?questionID=000374

Scott- Baumann, M. (2016). The Middle East 1908-2011 (2nd ed.). London: Hodder Education. 

Taffe, S. (2014). Collaborating for Indigenous Rights: The Referendum, 1957-67. National Museum 
of Australia. Retrieved August 11, 2017,  
from http://indigenousrights.net.au/civil_rights/the_referendum,_1957-67 

Waugh, S. and Wright, J. (2016). Conflict in the Middle East 1945-1995. London: Hodder Education.

Zureik, E. (1994). Palestinian Refugees and Peace. Journal of Palestinian Studies, 24(1), 5 –17.

http://indigenousrights.net.au/civil_rights/the_referendum,_1957-67
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Type of source

Books
• Include subtitles. 
• All titles must be italicised. 
• Information about editions (if other than the first), series, volume numbers or chapter page ranges should be 

included in parentheses ( ) after the title — not in italics but before the full stop.

Book with one author Reference list
Author Surname, Author initial. (year). Title of work (Edition if relevant). Place of 
publication: Publisher.
Example: 
Lynch, M. (2008). The People’s Republic of China 1949–76 (2nd ed.). London: 

Hodder Education. 

In-text citation
(Author Surname, year, page)
Examples:
(Lynch, 2008, p.6)
Lynch (2008, p.6) has stated that …

Book with two authors Reference list
Author Surname, Author Initial., & Author Surname, Author Initial. (year). Title of work 
(Edition if relevant). Place of publication: Publisher.
Example: 
Gates, C., & Morgan, E. (2015). China and Revolution. South Melbourne: Cengage 

Learning.

In-text citation
(Author Surname & Author Surname, year, page)
Examples:
(Gates & Morgan, 2015, p.55)
According to Gates & Morgan (2015, p.55) …

Online books

A Digital Object Identifier 
(DOI) is a unique 
name assigned by 
the International DOI 
Foundation that provides 
a persistent link to its 
location on the Internet. 
When a DOI is available, 
no further retrieval 
information is needed to 
locate the content.

A Uniform Recourse 
Locator (URL) is a 
website address.

With a DOI:
Author Surname, Author Initial. (year). Title of work (Edition if relevant). DOI
Example: 
Leaver, B. L., Ehrman, M., & Shekhtman, B. (2005). Achieving success in second 

language acquisition (3rd ed.). DOI:10.1017/CBO9780511610431

Without a DOI:
Author Surname, Author Initial. (year). Title of work (Edition if relevant). Retrieved 
from URL.
Example: 
Burton, R. (1832). The anatomy of melancholy. Retrieved from  

http://etext.library.adelaide.edu.au/b/burton/robert/melancholy/

In-text citation
(Author Surname, year, page)
Examples: 
(Leaver, Ehrman & Shekhtman, 2005, p.98)
Leaver, Ehrman & Shekhtman (2005, p.98)



48 BrisbaneSDE Years 5–12 Writing Guide
October 2019 y5-12-writing-guide

Brisbane School of Distance Education

Type of source

Books (continued)
Multiple authors 
(3–5)

Reference list
Author, A., Author, B. & Author, C. (year). Title of work. Place of Publication: Publisher.
Example: 
Hoepper, B., Hennessey, J., Cortessis, K., Henderson, D. & Quanchi, M. (2009). Global 

Voices 2: Historical Inquires for the 21st Century. Milton: John Wiley and Sons.

In-text citation
Note: In the first citation give all the authors and in the subsequent citations give first 
author et. al.

First citation: 
Hoepper, Hennessey, Cortessis, Henderson, & Quanchi (2009) state that … 
 … is demonstrated (Hoepper, Hennessey, Cortessis, Henderson, & Quanchi, 2009).

Subsequent citations: 
Hoepper et al. (2009) argue that …
… is demonstrated (Hoepper et al.,2009)

Editor Reference list
Editor Surname, Editor initial. (Ed.). (year). Title of work. Location: Publisher.
Example: Roche, F. (Ed.) (1993). Encyclopedia of Animals. Phoenix: Oryx Press.

In-text citation
(Editor Surname, year, page)
Examples: 
Roche (1993, p.17) claims that …
Many animals … (Roche, 1993, p.17)

No author

If there are no authors or 
editors, move the title to 
that position.

Reference list
Title. (year). Place of Publication: Publisher.
Example: 
Merriam-Webster’s collegiate dictionary (11th ed.). (2005). Springfield, MA: Merriam-

Webster.

In-text citation
(Title, year, page)
Examples:
The Merriam-Webster’s Collegiate dictionary (2005, p.13) defines …
… can be defined as … (Merriam-Webster’s collegiate dictionary, 2005, p.13).

Primary information 
from secondary sources
For sources that you 
have not actually seen 
but which are referred to 
in another work, list the 
secondary source (the 
source you have read) 
in the Reference List. 
In-text, name the original 
work and give a citation 
for the secondary source.

Reference list
Author Surname, Author initial. (year). Title of work (Edition if relevant). Place of 
publication: Publisher.
Example: 
Scott-Bauman, M. (2016). The Middle East: 1918-2011. London: Hodder Education.

In-text citation
(Author, year, page)
In 1974, Arafat (cited in Scott-Bauman, 2016, p.136) declared that …
‘The roots of the Palestinian question are not the result of a conflict between two 
religions’ (Arafat cited in Scott-Bauman, 2016, p.136)
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Type of source

Journal articles/periodicals
• The name of the journal goes in italics, but the name of the article does not.
• The name of the journal has an upper-case letter for all words except trivial ones (‘of’, ‘in’, etc.).
• The volume number is in italics. The issue number follows it, in brackets but not in italics.

Journal Article  
(print version)

Reference list
Author Surname, Author Initial. (year). Article title. Journal Title, volume number 
(issue number), page numbers.
Example: 
Popp, R. (2006). Stumbling Decidedly into the Six-Day War. Middle East Journal, 

60(2), 281-309.

In-text citation
(Author Surname, year, page)
Examples: 
According to Popp (2006, p.285) …
The Six-Day War … (Popp, 2006, p.285).

Journal  
(electronic version) 

Reference list
With a DOI: 
Author Surname, Author Initial. (year). Article title. Journal Title, volume number 
(issue number), page numbers. DOI
Example: 
Radford, M. (2001). Aesthetic and religious awareness among pupils: Similarities and 

differences. British Journal of Music Education, 18(2), 151-159. DOI:10.1017/
s0265051701000249

Without a DOI:
Author Surname, Author Initial. (year). Article title. Journal Title, volume number 
(issue number), page numbers. Retrieved from URL.
Example: 
Hsing, Y., Baraya, A., & Budden, M. (2005). Macroeconomic policies and economic 

growth: The case of Costa Rica. Journal of Applied Business Research, 21(2), 
105–112. Retrieved from http://journals.cluteonline.com/index.php/JABR/

In-text citation
(Author Surname, year, page)
Examples:
Radford (2001, p.3) writes that …
It now appears that … (Radford, 2001, p.3).
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Type of source

Journal articles/periodicals (continued)
Newspaper/Magazine 
Article  
(print version)

With author:
Reference list
Author Surname, Author Intitial. (year, publication date). Article title. Newspaper title, 
page number.
Example: 
Viellaris, R. (2017, 17 August). Cheating athletes on notice. The Courier Mail. p.3.

In-text citation
(Author Surname, year)
Examples:
According to Viellaris (2017)
… will be banned (Viellaris, 2017)

Without author:
Reference list
Title. (year, publication date). Newspaper title, page number,
Example: 
Cheating athletes on notice. (2017, 17 August). The Courier Mail. p.3.

In-text citation
(‘Title’, year)
Examples:
As discussed in ‘Cheating athletes on notice’ (2017) …
… will be banned (‘Cheating athletes on notice’, 2017)

Newspaper/Magazine 
Article  
(electronic version)

Reference list
Author Surname, Author Initial. (year, publication date). Article title. Newspaper title. 
Retrieved month day, year from URL.
Example: 
Sommer, J. (2017, 19 August). The Stock Market Has Been Magical. It Can’t Last. 

The New York Times. Retrieved August 21, 2017 from https://www.nytimes.
com/2017/08/19/business/the-stock-market-has-been-magical-it-cant-last.html

In-text citation
Sommer (2017) contends that …
… it won’t last (Sommer, 2017).
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Type of source

Online materials
• The date element should indicate the year of publication or, if the source undergoes regular revision, the most 

recent update. 
• Whenever possible, reference specific documents rather than home or menu pages. 
• Include retrieval dates where the source material is likely to change over time.

Document on the 
internet

Reference list
Author Surname, Author initial. (year). Title of work. Retrieved month day, year from 
URL.
Example: 
Australian Institute of Health and Welfare. (2011). Australia’s health 2004. Retrieved 

April 14, 2017 from http://www.aihw.gov.au/publications/index.cfm/title/10014

In-text citation
(Author Surname, year)
Examples:
The Australian Institute of Health and Welfare (2011) states that …
… it has been shown that … (Australian Institute of Health and Welfare, 2011).

Document on the 
internet, no author/no 
date.

Reference list
Title of work. (year). Retrieved month day, year, from URL.
Example: 
Psychological perspectives (n.d.). Retrieved June 2, 2001, from  

http://www.onl.org.jp/horo~3/htm

In-text citation
Note: In-text should put the title in quotation marks
(‘Title’, year)
Example: (‘Psychological perspectives’, 2001)

Video from the internet Reference list
Author Surname, Author initial. (year, month day). Title of work [Video File]. Retrieved 
from URL.
Examples:
Westrom, M. (2009, June 18). Psychology - Short and Long Term Memory [Video 

file]. Retrieved from http://www.youtube.com/watch?v=TausqSK9p9k

Sprouts (2016, April 15). Growth Mindset vs. Fixed Mindset [Video File]. Retrieved 
from https://www.youtube.com/watch?v=KUWn_TJTrnU

In-text citation
(Author Surname, year)
Examples:
Westrom (2009) …
It was shown that … (Westrom, 2009)
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Type of source

Australian Bureau of Statistics
Reference list
Author (usually the Australian Bureau of Statistics). (year) Title or work. ABS 
catalogue number (if available). Retrieved month day, year from URL.
Example: 
Australian Bureau of Statistics. (2000, November). Use of the internet by 

householders, Australia (no. 8147.0). Retrieved August 21, 2017 from  
http://www.abs.gov.au/ausstats/abs@.nsf/mf/8147.0/

In-text citation
The Australian Bureau of Statistics (2000) found that …
… was shown in the census data (Australian Bureau of Statistics, 2000).

Musical scores
Reference list
Composer Surname, Composer initial. (Year). Title of work. Location: Publisher.
Example: 
Haydn, F.J. (2001). The creation. Mineola, NY: Dover

In-text citation
(Haydn, 1798)
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7.0 Academic misconduct 
Academic misconduct is a serious breach of BrisbaneSDE’s Responsible Behaviour Plan and 
Whole School Assessment Policy. 

As a student of BrisbaneSDE, it is important that you maintain a high standard of academic integrity and avoid 
cheating, plagiarism and other forms of academic misconduct. 

Academic misconduct involves a number of unethical behaviours which results in an unfair and unearned 
advantage over other students. 

Academic misconduct includes, but is not limited to, the following breaches: 
• Making it possible for another student to copy responses. 
• Copying another student’s work.
• Taking unauthorised notes or equipment into a test or exam.
• Gaining, distributing or using a copy of exam material without consent.
• Communicating exam question details with other students. 
• Plagiarising someone else’s work. 

What is plagiarism? 
The University of Queensland has defined plagiarism as: 
‘… the act of misrepresenting as one’s own original work the ideas, interpretations, words or creative works of 
another. These include published and unpublished documents, designs, music, sounds, images, photographs, 
computer codes and ideas gained through working in a group. These ideas, interpretations, words or works may be 
found in print and/or electronic media.’

How to avoid plagiarism? 
Refer to BrisbaneSDE’s referencing guidelines. 

Consequences for academic misconduct
According to BrisbaneSDE’s Whole School Assessment Policy, ‘assessment that has been copied (plagiarised) to 
any extent (from another student, from the internet or from a text or reference book) may be partially assessed or 
not assessed. This may impact on the student attaining credit for the semester.’
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Glossary of cognitive verbs 
Term Explanation 

A 

analyse 

dissect to ascertain and examine constituent parts and/or their 
relationships; break down or examine in order to identify the essential 
elements, features, components or structure; determine the logic and 
reasonableness of information; 
examine or consider something in order to explain and interpret it, for the 
purpose of finding meaning or relationships and identifying patterns, 
similarities and differences 

apply 
use knowledge and understanding in response to a given situation 
or circumstance; carry out or use a procedure in a given or particular 
situation 

appraise evaluate the worth, significance or status of something; judge or consider a 
text or piece of work 

appreciate recognise or make a judgment about the value or worth of something; 
understand fully; grasp the full implications of 

argue give reasons for or against something; challenge or debate an issue or 
idea; persuade, prove or try to prove by giving reasons 

assess 
measure, determine, evaluate, estimate or make a judgment about the 
value, quality, outcomes, results, size, significance, nature or extent of 
something 

C 

calculate 
determine or find (e.g. a number, answer) by using mathematical 
processes; obtain a numerical answer showing the relevant stages in the 
working; ascertain/determine from given facts, figures or information 

categorise place in or assign to a particular class or group; arrange or order by 
classes or categories; classify, sort out, sort, separate 

clarify make clear or intelligible; explain; make a statement or situation less 
confused and more comprehensible 

classify arrange, distribute or order in classes or categories according to shared 
qualities or characteristics 

comment express an opinion, observation or reaction in speech or writing; give a 
judgment based on a given statement or result of a calculation 

communicate convey knowledge and/or understandings to others; make known; transmit 

compare display recognition of similarities and differences and recognise the 
significance of these similarities and differences 

comprehend understand the meaning or nature of; grasp mentally 

conduct direct in action or course; manage; organise; carry out 

consider 
think deliberately or carefully about something, typically before making a 
decision; take something into account when making a judgment; 
view attentively or scrutinise; reflect on 
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Glossary of cognitive verbs 
Term Explanation 

A 

analyse 

dissect to ascertain and examine constituent parts and/or their 
relationships; break down or examine in order to identify the essential 
elements, features, components or structure; determine the logic and 
reasonableness of information; 
examine or consider something in order to explain and interpret it, for the 
purpose of finding meaning or relationships and identifying patterns, 
similarities and differences 

apply 
use knowledge and understanding in response to a given situation 
or circumstance; carry out or use a procedure in a given or particular 
situation 

appraise evaluate the worth, significance or status of something; judge or consider a 
text or piece of work 

appreciate recognise or make a judgment about the value or worth of something; 
understand fully; grasp the full implications of 

argue give reasons for or against something; challenge or debate an issue or 
idea; persuade, prove or try to prove by giving reasons 

assess 
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calculate 
determine or find (e.g. a number, answer) by using mathematical 
processes; obtain a numerical answer showing the relevant stages in the 
working; ascertain/determine from given facts, figures or information 

categorise place in or assign to a particular class or group; arrange or order by 
classes or categories; classify, sort out, sort, separate 

clarify make clear or intelligible; explain; make a statement or situation less 
confused and more comprehensible 

classify arrange, distribute or order in classes or categories according to shared 
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comment express an opinion, observation or reaction in speech or writing; give a 
judgment based on a given statement or result of a calculation 

communicate convey knowledge and/or understandings to others; make known; transmit 

compare display recognition of similarities and differences and recognise the 
significance of these similarities and differences 

comprehend understand the meaning or nature of; grasp mentally 
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decision; take something into account when making a judgment; 
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Term Explanation 

construct create or put together (e.g. an argument) by arranging ideas or items; 
display information in a diagrammatic or logical form; make; build 

contrast 
display recognition of differences by deliberate juxtaposition of contrary 
elements; show how things are different or opposite; give an account of the 
differences between two or more items or situations, referring to both or all 
of them throughout 

create 
bring something into being or existence; produce or evolve from one's own 
thought or imagination; reorganise or put elements together into a new 
pattern or structure or to form a coherent or functional whole 

critique review (e.g. a theory, practice, performance) in a detailed, analytical and 
critical way 

D 

decide reach a resolution as a result of consideration; make a choice from a 
number of alternatives 

deduce 
reach a conclusion that is necessarily true, provided a given set of 
assumptions is true; arrive at, reach or draw a logical conclusion from 
reasoning and the information given 

define give the meaning of a word, phrase, concept or physical quantity; 
state meaning and identify or describe qualities 

demonstrate prove or make clear by argument, reasoning or evidence, illustrating with 
practical example; show by example; give a practical exhibition 

derive 
arrive at by reasoning; manipulate a mathematical relationship to give 
a new equation or relationship; 
in mathematics, obtain the derivative of a function 

describe give an account (written or spoken) of a situation, event, pattern or 
process, or of the characteristics or features of something 

design 

produce a plan, simulation, model or similar; plan, form or conceive in the 
mind; 
in English, select, organise and use particular elements in the process of 
text construction for particular purposes; these elements may be linguistic 
(words), visual (images), audio (sounds), gestural (body language), spatial 
(arrangement on the page or screen) and multimodal (a combination of 
more than one) 

determine establish, conclude or ascertain after consideration, observation, 
investigation or calculation; decide or come to a resolution 

develop elaborate, expand or enlarge in detail; add detail and fullness to; 
cause to become more complex or intricate 

devise think out; plan; contrive; invent 

differentiate 

identify the difference/s in or between two or more things; distinguish, 
discriminate; recognise or ascertain what makes something distinct from 
similar things; 
in mathematics, obtain the derivative of a function 

discriminate note, observe or recognise a difference; make or constitute a distinction in 
or between; differentiate; note or distinguish as different 



Glossary of cognitive verbs 
General syllabuses 

Queensland Curriculum & Assessment Authority 
January 2018  

Page 4 of 6 
 

Term Explanation 

discuss 

examine by argument; sift the considerations for and against; debate; 
talk or write about a topic, including a range of arguments, factors or 
hypotheses; consider, taking into account different issues and ideas, 
points for and/or against, and supporting opinions or conclusions 
with evidence 

distinguish 
recognise as distinct or different; note points of difference between; 
discriminate; discern; make clear a difference/s between two or more 
concepts or items 

document support (e.g. an assertion, claim, statement) with evidence (e.g. decisive 
information, written references, citations) 

E 

evaluate 
make an appraisal by weighing up or assessing strengths, implications and 
limitations; make judgments about ideas, works, solutions or methods in 
relation to selected criteria; examine and determine the merit, value or 
significance of something, based on criteria 

examine 
investigate, inspect or scrutinise; inquire or search into; consider or discuss 
an argument or concept in a way that uncovers the assumptions and 
interrelationships of the issue 

execute 

apply a procedure to familiar task; perform a procedure without significant 
error, but not necessarily understanding how and why the procedure works; 
produce in accordance with a plan or design; put into effect, e.g. a plan, 
order or course of action 

experiment 
try out or test new ideas or methods, especially in order to discover or 
prove something; undertake or perform a scientific procedure to test a 
hypothesis, make a discovery or demonstrate a known fact 

explain make an idea or situation plain or clear by describing it in more detail or 
revealing relevant facts; give an account; provide additional information 

explore look into both closely and broadly; scrutinise; inquire into or discuss 
something in detail 

express 

convey, show or communicate (e.g. a thought, opinion, feeling, emotion, 
idea or viewpoint); 
(in words, art, music or movement) convey or suggest a representation of; 
depict 

extrapolate 
infer or estimate by extending or projecting known information; conjecture; 
infer from what is known; extend the application of something (e.g. a 
method or conclusion) to an unknown situation by assuming that existing 
trends will continue or similar methods will be applicable 

G 

generate produce; create; bring into existence 

H 

hypothesise 
formulate a supposition to account for known facts or observed 
occurrences; conjecture, theorise, speculate; especially on uncertain 
or tentative grounds 
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formulate a supposition to account for known facts or observed 
occurrences; conjecture, theorise, speculate; especially on uncertain 
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I 

identify 
distinguish; locate, recognise and name; establish or indicate who or 
what someone or something is; provide an answer from a number of 
possibilities; recognise and state a distinguishing factor or feature 

implement put something into effect, e.g. a plan or proposal 

infer 
derive or conclude something from evidence and reasoning, rather than 
from explicit statements; listen or read beyond what has been literally 
expressed; imply or hint at 

interpret 

use knowledge and understanding to recognise trends and draw 
conclusions from given information; make clear or explicit; elucidate or 
understand in a particular way; 
bring out the meaning of, e.g. a dramatic or musical work, by performance 
or execution; bring out the meaning of an artwork by artistic representation 
or performance; give one's own interpretation of; 
identify or draw meaning from, or give meaning to, information presented 
in various forms, such as words, symbols, pictures or graphs 

investigate 
carry out an examination or formal inquiry in order to establish or obtain 
facts and reach new conclusions; search, inquire into, interpret and draw 
conclusions about data and information 

J 

judge form an opinion or conclusion about; apply both procedural and deliberative 
operations to make a determination 

justify 
give reasons or evidence to support an answer, response or conclusion; 
show or prove how an argument, statement or conclusion is right or 
reasonable 

M 

make decisions select from available options; weigh up positives and negatives of each 
option and consider all the alternatives to arrive at a position 

manipulate adapt or change to suit one's purpose 

modify change the form or qualities of; make partial or minor changes to 
something 

O 

organise arrange, order; form as or into a whole consisting of interdependent 
or coordinated parts, especially for harmonious or united action 

P 

predict give an expected result of an upcoming action or event; suggest what 
may happen based on available information 

propose put forward (e.g. a point of view, idea, argument, suggestion) for 
consideration or action 

prove use a sequence of steps to obtain the required result in a formal way 
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R 

realise create or make (e.g. a musical, artistic or dramatic work); actualise; 
make real or concrete; give reality or substance to 

recall remember; present remembered ideas, facts or experiences; 
bring something back into thought, attention or into one’s mind 

recognise 
identify or recall particular features of information from knowledge; 
identify that an item, characteristic or quality exists; perceive as existing 
or true; be aware of or acknowledge 

reflect on think about deeply and carefully 

resolve (in the Arts) consolidate and communicate intent through a synthesis of 
ideas and application of media to express meaning 

S 

select choose in preference to another or others; pick out 

sequence place in a continuous or connected series; arrange in a particular order 

sketch 

execute a drawing or painting in simple form, giving essential features but 
not necessarily with detail or accuracy; 
in mathematics, represent by means of a diagram or graph; the sketch 
should give a general idea of the required shape or relationship and should 
include features 

solve 

find an answer to, explanation for, or means of dealing with (e.g. a 
problem); 
work out the answer or solution to (e.g. a mathematical problem); 
obtain the answer/s using algebraic, numerical and/or graphical methods 

structure give a pattern, organisation or arrangement to; construct or arrange 
according to a plan 

summarise give a brief statement of a general theme or major point/s; present ideas 
and information in fewer words and in sequence 

symbolise represent or identify by a symbol or symbols 

synthesise combine different parts or elements (e.g. information, ideas, components) 
into a whole, in order to create new understanding 

T 

test take measures to check the quality, performance or reliability of something 

U 

understand 
perceive what is meant by something; grasp; be familiar with (e.g. an idea); 
construct meaning from messages, including oral, written and graphic 
communication 

use operate or put into effect; apply knowledge or rules to put theory into 
practice 
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