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Proof Reading

When you have finished editing your assignment you need to proof read it. Proof reading is checking your work for any spelling and grammatical errors or possibly sentences that don’t make sense. It is recommended that you wait some time between finishing a draft and proofing your assignment, so that you are able to look at your work with fresh eyes. A couple of days is ideal, however if you are pressed for time even a couple of hours will suffice. 

For any academic piece of writing it also makes sense to get someone else to proof your work. A different set of eyes may spot errors that you no longer see because you are so familiar with your own work.  

During the process of proof reading be prepared to rewrite sections you decide do not read well.  
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Things you should look for when you are proof reading:

1. Spelling errors - use a spellchecker but do not rely on it to catch al spelling
efrors. They are a useful tool bt they do not pick up every spelling mistake. They
also only check words that are part of their dictionary. Words will show up as being
incorrectly spelled if they are not a part of their dictionary. Many scientific words
fallnto this category. Furthermore spelicheckers do not pick up homonyms - for
example if you have used 'too’ instead of o'

2. Punctuation errors Too much or too lttle punctuation is a problem. Too many
commas in a sertence could indicate that the sertence is long and needs to be
spiitinto smaller sentences. Too few full stops in a paragraph could also indicate
that sentences are too long. Read your work out loud. I you find you need to take
breath during a sentence then the punctuation needs revision. Perhaps you need
to splitthe sentence into two, o add a comma. Equally important - make sure all
your sentences are complete. It s surprisingly easy to leave out the odd word here
and there
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Things you should look for when you are proof reading:

1. Spelling errors - use a spellchecker but do not rely on it to catch all spelling errors. They are a useful tool but they do not pick up every spelling mistake. They also only check words that are part of their dictionary. Words will show up as being incorrectly spelled if they are not a part of their dictionary. Many scientific words fall into this category. Furthermore spellcheckers do not pick up homonyms - for example if you have used ‘too’ instead of ‘to’.
2. Punctuation errors.Too much or too little punctuation is a problem. Too many commas in a sentence could indicate that the sentence is long and needs to be split into smaller sentences. Too few full stops in a paragraph could also indicate that sentences are too long. Read your work out loud. If you find you need to take a breath during a sentence then the punctuation needs revision. Perhaps you need to split the sentence into two, or add a comma. Equally important - make sure all your sentences are complete. It is surprisingly easy to leave out the odd word here and there.
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Things you should look for when you are proof reading cotinued

3. Grammatical errors - as with spelling you can use a grammr checker. Again, do
ot rely solely on this tool, they work with a limited nurmber of rules and do make
mistakes

4. Make sure your work makes sense. This may sound obvious but sometimes
when writing we fillin gaps in our mind and do not take the time to make sure we
have written everything down. This is another instance when someone else looking at
your work can really help

When you are proof reading your work you may come across something which does
not seem quite right but you are not sure what is wrong. Do not ignore these things. If
your are not sure aboLt something take the time to look it up - it willimprove the quality
of your work
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Things you should look for when you are proof reading continued:

3. Grammatical errors - as with spelling you can use a grammar checker. Again, do not rely solely on this tool, they work with a limited number of rules and do make mistakes.
4. Make sure your work makes sense. This may sound obvious but sometimes when writing we fill in gaps in our mind and do not take the time to make sure we have written everything down. This is another instance when someone else looking at your work can really help.

When you are proof reading your work you may come across something which does not seem quite right but you are not sure what is wrong. Do not ignore these things.  If you are not sure about something take the time to look it up - it will improve the quality of your work. 



	


	[image: image3.png]Proof Reading

This paragraph has been taken from The Handbook of Veterinary Nursing (Orpet and
Welsh, 2002) with mistakes deliberately inserted

Tryto find the mistakes and correct them. Print your version so that you are able to
compare it with the edited one on the next page

Being able to produce consistently good readiographs is highly
rewarding and an invaluable aid to the BS in the diagnosis of many
conditions To achieve this itis necessary to standardise patient
positioning centring points and colimation areas. what follows illustrates
the main positioning, centring points and colimation areas for most
standard radiographic procedures. These are guidelines designed to
help the BH in practice and also fiEsipinations. Itis improtant to
remember that each cease is ciféganiand the persona preferences of
each VS should be considered
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This paragraph has been taken from The Handbook of Veterinary Nursing (Orpet and Welsh, 2002) with mistakes deliberately inserted.
Being able to produce consistently good readiographs is highly rewarding and an invaluable aid to the BS in the diagnosis of many conditions  To achieve this it is necessary to standardise patient positioning centring points and collimation areas.  what follows illustrates the main positioning, centring points and collimation areas for most standard radiographic procedures.  These are guidelines designed to help the BH in practice and also in examinations.  It is improtant to remember that each cease is different and the persona preferences of each VS should be considered.
Try to find the mistakes and correct them. Print your version so that you are able to compare it with the edited one on the next page.



	


	[image: image4.png]Proof Reading

Roll you mouse over the high lighted words for comrments.

Being able to produce consistently good readioaraphs is highly rewarding and an
invaluable aidto the BS in the diagnosis of many conditions To achieve this itis
necessary to standardise patient positioning centring points and collimation areas
wht follows illustrates the main positioning, centring points and colimation areas for
most standard radiographic procedures. These are quidelines designedto help the
BH in practice and also in examinations. Itis improtart to remernber that each cease
is different and the persona preferences of each /S should be considered

ek i b e st el St gietiresnib T he
(T ihpottbth dhieerolpdisarabebteduto wonstadts spel
shetiae which were not picked Up by the spellcheck have made the

sentence nonsense.
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Roll you mouse over the high lighted words for comments.

Answer available online
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This is the paragraph as published

Being able to produce consistently good radiographs is highly rewarding and an
invaluable aidto the V'S in the diagnosis of many conditions. To achieve this, itis
necessary to standardise patient positioning, centring points and collimation areas
What follows illustrates the main positioning, centring poirts and collmation areas for
most standard radiographic procedures. These are guidelines designed to help the
VS in practice and also in examinations. It is important to remermber that each case
is different and the personal preferences of each V'S should be considered
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This is the paragraph as published.

Being able to produce consistently good radiographs is highly rewarding and an invaluable aid to the VS in the diagnosis of many conditions. To achieve this, it is necessary to standardise patient positioning, centring points and collimation areas.  What follows illustrates the main positioning, centring points and collimation areas for most standard radiographic procedures. These are guidelines designed to help the VS in practice and also in examinations. It is important to remember that each case is different and the personal preferences of each VS should be considered.
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Itis unlikely that you will have such a high concentration of mistakes in your writing as
we used in the previous exercise - however hopefully you found most of those
istakes. They are all types of mistakes cornmonly found in work submitted on
Higher Education courses

In the following exercise the extract is longer and the mistakes fewer
This extract has been taken from The Handbook of Veterinary Nursing (Orpet and

Welsh, 2002) and the ristakes deliberately inserted. There are 7 speling mistakes
and 4 punctuation mistakes. Try to find ther

Download this Word Document and proof read to a final draft.
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It is unlikely that you will have such a high concentration of mistakes in your writing as we used in the previous exercise - however hopefully you found most of those mistakes. They are all types of mistakes commonly found in work submitted on Higher Education courses.

In the following exercise the extract is longer and the mistakes fewer. 

This extract has been taken from The Handbook of Veterinary Nursing (Orpet and Welsh, 2002) and the mistakes deliberately inserted. There are 7 spelling mistakes and 4 punctuation mistakes. Try to find them all.

Download this Word document and proof read to a final draft. Document available online
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Once you have downloaded and proofed the document you can download the final
version| Word Document with the mistakes highlighted as comments

Things to note:

There are several words spelled correctly that appear incorrect on a spellchecker
Shold you have opted to correct all spellings the spelichecker suggested, you
would have introduced mistakes into your work. These words are highlighted in
yellow. The spellchecker also shows brand names as incorrect spellings but
generally does not have alternative suggestions

o

There are 4 words which are spelled correctl, therefore not indicated as incorrect
by the spellchecker - but are not correct in this piece of writing

3. There are 3 speling mistakes which would show up when using a spelichecker

There are 4 punctuation mistakes, not all of which were spotted by the grammar
checker. The grammar checker also highlights areas that are correct
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Once you have downloaded and proofed the document you can download the final version with the mistakes highlighted as comments. Document available online
Things to note:

1. There are several words spelled correctly that appear incorrect on a spellchecker. Should you have opted to correct all spellings the spellchecker suggested, you would have introduced mistakes into your work. These words are highlighted in yellow. The spellchecker also shows brand names as incorrect spellings but generally does not have alternative suggestions.
2. There are 4 words which are spelled correctly, therefore not indicated as incorrect by the spellchecker - but are not correct in this piece of writing. 
3. There are 3 spelling mistakes which would show up when using a spellchecker.

There are 4 punctuation mistakes, not all of which were spotted by the grammar checker. The grammar checker also highlights areas that are correct.
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“You have come to the end of the Proof Reading section
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You have come to the end of the Proof Reading section.
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