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Using This Starter Kit 
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Benefits of Writing Groups 

Writing groups are a 
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Possible Pitfalls 

Groups can have negative aspects. Sometimes personalities clash, or expectations emerge that will need to be 
addressed. Sometimes a group member has needs beyond what the group can provide. It is important that 
�S
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Booking Space on Campus 

There are several places on campus that you can use for individual or group work. There are numerous study rooms 
in the McPherson Library and the Priestly Law Library, which can be booked one week in advance on the UVic 
libraries website (http://www.uvic.ca/library/) using your NetLink ID. There are also a few study rooms in the 
Curriculum Library and in the GSS Grad House, which can be booked in person on a reoccurring basis. (For more 
information, email gsscomm@uvic.ca or call 250-472-4543.) 
 
Carrels are also a great option for individual work and can be found in all three libraries on campus. Within the 
McPherson Library, grad students can request a carrel rental for a maximum of one year at a time. If your request is 
granted (demand is high), you will be asked for a $10 key deposit and assigned a carrel in a quiet section of the 
library. This carrel can be used for independent work at your convenience and has locking drawers, which can be 
used to store and lock your belongings if you need to leave your workspace. 
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keeper monitors agreed-upon time allocations. A note taker writes down key points made during feedback. Do 
positions rotate? How often?  

 Note: it�¶s a good idea to rotate positions; if one person does everything or always does the same task, he or she 
may burn out. 



Sample Forms to Help You Get Going 

Writing Group Ground Rules Agreement 

Group Name:                                                                                                                                  
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Personal Goals 

 
1. What are your goals as a writer? (This answer can include the kinds of writing you would like to do, the kinds of 

audiences you would like to reach, the writing skills you would like to master, etc.) 
 
 
 
 
 
 
 
 

 
2. What is your main reason for joining a thesis writing group? (feedback, better writing progress, expanding 

network of resources, learning from others, more accountability, etc.) 
 
 
 
 
 
 
 
 
 

 

3. How do you think you can help others in your writing group? 
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Group Inventory 

 

1. Describe a memorable experience with working in a group that you had in the past. Was it a positive or negative 
experience? Why? 

 
 
 
 
 
 
 
 
2. List five to ten things that can make a thesis writing group work situation terrible. 
 
 
 
 
 
 
 
 
3. List five to ten things that you think would describe the ideal thesis writing group work situation. 
 
 
 
 
 
 
 
 
 
4. Complete this sentence: If a thesis writing group is going to work together successfully, everyone really needs 

�W�R�« 
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Schedule 

Mark �Z�L�W�K���D�Q���³�;�´���L�Q���D�Q�\���W�L�P�H���F�R�P�P�L�W�Pents that you regularly have (class, work, the gym, etc.). 
Highlight any spaces that would be ideal times for you to meet regularly with your thesis writing group. Then answer 
the questions that follow. 

                      
Time 
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Thesis Writing Group Log  

Date:  
Meeting Time:  
 
 
Feedback/discussion during group meeting:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Plans for your writing: 
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Sample of a Thesis Writing Group Log 
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Responding to Writing Presented During the Meeting 

Some groups prefer to bring writing, particularly shorter pieces, to the group meeting for immediate discussion. You 
might bring a draft of an entire paper, a section of a paper, or just a sentence or two that you can



    
 

 
24 

 

�x Spend a few minutes of each meeting practicing a new writing or editing technique you would like to explore. 
 

Reading During Writing Group Meetings  

Just as writing during group meetings can prove beneficial, reading can also sometimes help writing groups work 
together better. Here are some methods to try: 
 
�x Pick a book on writing, such as Bird by Bird, Writing with Power, Writing Down the Bones, Writing Without 

Teachers, or Writing Your Dissertation in Fifteen Minutes a Day, and assign yourselves sections to read for each 
meeting. Discuss the reading during some part of the group�¶s meeting each time. 

�x Read about a particular writing topic, such as editing techniques or writer�¶s block, 
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Provide a solution/suggestion  to help improve them by 
�H�[�S�O�D�L�Q�L�Q�J���K�R�Z���\�R�X���K�D�Y�H���K�D�Q�G�O�H�G���V�X�F�K���S�U�R�E�O�H�P�V�������³�:�K�H�Q��
I have a problem with transitions, I usually�« �´�� 

Judgmental: �F�U�L�W�L�F�L�]�H�V���W�K�H���Z�U�L�W�H�U�������³�<�R�X���D�U�H�Q�¶t very good 
�D�W���F�R�Q�F�O�X�V�L�R�Q�V���´�� 

Descriptive (audience perspective): describes the 
problems in the piece of writing from the perspective of the 



    
 

 
27 

 



    
 

 
28 

 

Revision Strategies  

What is revision to you? What are all the things you do when you revise? How do you revise? What is your process of 
revising? 
 
Macro-revision and Micro-revision  

Almost all published writers�² whether poets, novelists, or scholars�² re�æwrite their work. Revision is so crucial to the 
writing process that some believe it is when real writing starts. Revision isn�¶t just about correcting grammatical errors 
and improving flow. Revising is also a creative part of the writing process that asks you to critically rethink your writing 
strategies. It is the part of the process when ideas become more fully formed, meaning is clarified, and arguments are 
better supported or rearranged to be more persuasive. 
 
Thesis writers can more efficiently and more effectively revise their work after receiving feedback if they break down 
their revision strategies into two types: macro�ærevision and micro-revision. In order to do this, 
 
�x Sort your feedback answers int�R���³�P�D�F�U�R�æ�U�H�Y�L�V�L�R�Q�´���D�Q�G���³�P�L�F�U�R�æ�U�H�Y�L�V�L�R�Q�´���W�R�ædo lists. 
�x Address the macro-revisions first. If your confidence has been shaken during the feedback process, this can be 

challenging, but you need to address your ideas before your syntax and punctuation.   
�x Re�æread (a day or so later), focusing on macro�ærevision issues, then micro�ærevision issues. 

 
Macro-revision �I�R�F�X�V�H�V���R�Q���W�K�H���S�U�H�V�H�Q�W�D�W�L�R�Q���R�I���W�K�H���³�E�L�J���S�L�F�W�X�U�H�´���D�Q�G���D�G�G�U�H�V�V�H�V���J�O�R�E�D�O���Z�Uiting issues. When you 
revise, macro�ærevision should be done first. As you target your essay for macro-revision, you will bring ideas into 
�V�K�D�U�S���I�R�F�X�V���E�\���U�H�Y�L�H�Z�L�Q�J���W�K�H���R�U�J�D�Q�L�]�D�W�L�R�Q���R�I���W�K�H���V�H�F�W�L�R�Q�����F�K�D�S�W�H�U�����R�U���H�Q�W�L�U�H���³�E�R�R�N���´���U�H�D�V�V�H�V�V�L�Q�J���H�Y�L�G�H�Q�F�H�����D�Q�G��
sharpening the idea. Macro�ærevisions include the following activities: 
 
�x Rearranging your writing to improve argumentative flow: move sections or sentences around to present the most 

rhetorically effective case, highlighth�x
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Individual Writing Strategies 

Even when writing in a group, you are still performing the act of writing individually. To do so, you need to know the 
rules of academic writing and strategies to put your writing into the framework of those rules. These strategies are 
mainly concentrated around three important stages of writing: planning, writing, and revising. This section provides an 
overview of these three stages and makes some suggestions about the strategies you can use to plan, write, and 
revise your writing accurately and effectively. You may already have strategies and practices that work for you, and 
this information is intended only as a guideline to support you as a developing writer. 
 
In Academic Writing Essentials, Doyle and Waye (2011) suggest a time scheme for completing a piece of writing. Any 
academic writing has three distinct stages: planning, writing, and revising. What they propose is that writers should 
only spend 20% of the total completion time on writing, and the remaining 80% should be divided between planning 
and revising. This model, known as the 40-20-40 model, helps writers separate the different stages of completing 
their research, and thereby avoid the conflicts and overlaps that make writing the �O�H�Q�J�W�K�\�����F�K�U�R�Q�L�F���³�S�U�R�E�O�H�P�´��that 
many dread. By planning very carefully and thoroughly before starting to write and by taking care of all editorial 
revisions only after finishing a first draft, writers will be able to get going with the writing stage much faster and with 
greater ease. This can be particularly important and useful for thesis and dissertation writers, as the writing process 
can become a tedious and confusing stage for those who are writing longer and more complex documents. 
 
To be able to write a first draft of your thesis or dissertation efficiently and with relative ease, you need to have 
planned your writing structure in advance carefully and in great detail. It is very hard to make progress during the 
writing stage if you don�¶t have a bigger picture of your writing and a map of the trajectory of your ideas. With proper 
and adequate planning, writing a first draft of your research should be the easiest and shortest task of finishing your 
project. 
 
The best way to write a first draft quickly and with no interruptions is to have a detailed outline that breaks down the 
writing task into the smallest writing unit, the paragraph. But to create such a detailed outline, you need to have 
accomplished some important planning steps first. 
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Finding the Focus of Your Research 

This section contains some ideas to help you shape your research and come up with a plan to start writing. If you 
already have an outline and feel confident that you are ready to start writing, skip to the writing section. 
 
The key to finding your way when surrounded by different ideas is choosing a centre (or focus) and then trying to 
arrange the other ideas in relation to that centre. Every research project needs a focus. A good way to find that focus 
is to think deeply about your research questions. What is it that you want to find out? What is that big question that 
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Structure of a Paragraph  
Main Idea: �(�Y�H�U�\���S�D�U�D�J�U�D�S�K���V�K�R�X�O�G���R�Q�O�\���K�D�Y�H���R�Q�H���³�P�D�L�Q���L�G�H�D�´���W�K�D�W���W�K�H���Z�K�R�O�H���S�D�U�D�J�U�D�S�K���U�H�Y�Rlves around. This is the 
most central and general idea in the paragraph. You can�¶t have more than one main idea in one single paragraph; 
otherwise, your paragraph will not have a clear focus. 
 
Topic Sentence: It is a very good idea to clearly articulate the main idea of the paragraph in one statement; this is 
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Revising and Self Editing 

Once you have turned all the ideas in your outline(s) into written text, another process starts that aims to improve the 
formal and structural aspects of that text. With focused writing�¶
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Different Stages of Editing 

If you are going to spend 40% of the total time it takes you to finish your thesis or dissertation editing and revising, the 
process should be a thorough and multi-stage one. Each revision should focus on one issue to ensure maximum 
accuracy and efficiency. Worrying about formatting and spelling while you are still unsure about your organization is 
useless. Not only does this divert your attention away from the more important issues, but you also might end up 
spending too much time on the format of a section that you will eventually delete. 
 

Revise Your Argument 

The first few times that you revise your draft, you should look for the clarity of your thesis and make sure all your 
sections are relevant to that thesis and sufficiently support it. You should do the same for each individual chapter, and 
even the sections within those chapters, to make sure they have the same coherence on a smaller scale. 
 

Revise Your Paragraph Structure 

Once you are happy with your overall argument, and its path, sequence, and the logical connections within it, you can 
start working on your paragraphs. This time you will revise to make sure every paragraph has only one main idea, 
and that it clear, fully developed, and supported by the other sentences in the paragraph. You can eliminate every 
sentence that you feel is not supporting your main idea or break up the paragraphs that seem to have more than one 
main idea. You should look for the transition between your paragraphs, and you might want to change the order of 
the supporting sentences within the paragraphs to make sure they flow. 
 

Edit Your Sentences 

After revising your writing at the level of paragraphs, you should start paying attention to individual sentences for 
things like grammar, word choice, and punctuation. Many students find this hard and are concerned that they might 
not be able to spot all their errors. EAL students in particular might think they have more problems and sometimes 
they might even be told by their supervisors that they need to have someone edit their thesis or dissertation. While 
there are editorial services outside the university that can do this for you (albeit for a price), you should know that 
there are resources to help you self-edit your thesis or dissertation. 
 
It is true that the Centre for Academic Communication cannot edit your writing (how many pages can the tutors edit 
for you, after all?), but they can still help you become independent in doing this yourself. If you know what to look for 
in your writing and how to identify typical errors, you can take the editing into your own hands. This is a stage where 
you need to act strategically, try to learn a few rules, and determine the most typical editorial mistakes that you tend 
to make. A writing tutor at the CAC can go over a few paragraphs of your thesis or dissertation with you and help you 
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EAL Common Errors 
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�H�Q�W�H�U���W�K�H���P�D�L�Q���Z�R�U�G���L�Q���W�K�H���S�K�U�D�V�H�����I�R�U���H�[�D�P�S�O�H�����³�G�H�F�L�V�L�R�Q�´�������D�Q�G���W�K�H�Q���\�R�X���Z�L�O�O���E�H���J�L�Y�H�Q���D���O�L�V�W���R�I���R�W�K�H�U���Z�R�U�G�V���W�K�D�W���J�R��
with it, categorized by part of speech (
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Awkward: The aggregation has purchased contemporary apparatuses in latter years. 
Normal: The company has bought new equipment in recent years. 
 

It is not necessary to change every word in your sentences to avoid repetition. Actually, repeating the same words 
can be useful, and create a sense of consistency and clarity. Moreover, brevity and simplicity are very important in 
academic English. It might be different in other languages and academic cultures, but in the context of North 
American academia, your audience expects you to communicate your ideas in the clearest and most concise 
manner. Finally, synonyms do not have the same meaning in all contexts, so relying only on a thesaurus can easily 
mislead you into using vague and awkward words. Use a thesaurus in moderation and always double-check the 
words you find in a dictionary to make sure they mean the same thing you want in your context. 
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Difficulties Writers Face 

There are several different problems that can make progressing with your writing harder. In this section, we will talk 
about some of the most common difficulties that writers (especially thesis and dissertation writers) face, and discuss 
some strategies for overcoming these problems. 
 

Procrastination 

Procrastination is described by Pychyl (2014
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Advice for EAL Graduate Students 

�x Before everything, be aware that having English as an additional language is only one (and maybe a small one) 
of the factors influencing the successful completion of your thesis and dissertation. 

�x Things like research methods and rigour in critical thinking come before the writing process when writing a 
research and dissertation. 

�x Even in the writing process, your ability in English comes after your abilities in organizing your ideas, creating 
logical connections, and following valid ways of developing your ideas. However, there might be some areas that 
you can improve to have a smoother writing experience in a language that is not your first. 

 
Strategic  
�x Do more planning before writing. 
�x Take note of the trajectories of other writers�¶ arguments. 
�x Reflect on the road map of your own argument during revision. 
 
Linguistic  
�x Learn more written English vocabulary. 
�x Learn about the rhetorical strategies that native English-speaking writers use to communicate their messages. 
�x Try to minimize interferences from your first language (i.e., never translate from your mother tongue into English; 

instead, try to start writing in English from the beginning). 
�x Always proofread your text for lack of clarity. 

 
Cultural 
�x Familiarize yourself with North American academic expectations. 
�x Learn the rules of academic integrity in your new academic environment. 
�x Seek out and use the available resources and services on campus. The Centre for Academic Communication 

has resources to help you with most of the points mentioned above. Contact the English as an Additional 
Language (EAL) Specialists (Gillian, eal1@uvic.ca or Kaveh, eal2@uvic.ca
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The Last Word 

This starter kit is full of information, tips, and resources to help you get started writing and keep writing, revising, and 
editing your thesis or dissertation. It doesn�¶t, however, contain everything that is related of the process of completing 
a thesis or dissertation. For example, it doesn�¶t tell you how to handle difficult supervisory relationships, or how to 
understand the rules governing intellectual property within your discipline. There will be much learning for you in your 
graduate student experience, and the hardest parts will be those that are not mapped out through coursework or 
clear guidelines
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Annotated Bibliography 
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Refworks 

Refworks is an online research management, writing, and collaboration tool. You can use it to gather, manage, store, 
and share all types of information, and to generate citations and bibliographies. 
 
Refworks is internet based and all your data is stored on its servers, which are based in the United States. A 
subscription to Refworks costs $100.00 USD. 

 
Zotero 

Zotero is an open source project based at the Roy Rosenzweig Center for History and New Media, at George Mason 
University. As a citation manager, you can use it to create, store, and manage bibliographic references and 
automatically create and format bibliographies and footnotes in your papers. Zotero software is stored on your local 
drive and it comes with a browser add-on designed for web-based research. 
 
For more information about bibliographic management tools and for comparisons among tools, see 
http://libguides.uvic.ca/citations. 

 

Cloud Storage Services 

When writing a thesis or dissertation, you probably have hundreds of digital files that you are constantly using: notes, 
drafts of your chapters, PDF journal articles, and so on. It can be a struggle to keep them in one place. You are 
working on your laptop, but you also may work at a workstation in the library; maybe some of your files are on your 
desktop and others on your tablet. How can you keep all your thesis/dissertation files in the same place? Emailing 
your files to yourself takes time, and using a USB drive is not always safe. This is when the idea of having all your 
files hovering over your head in a cloud all the time sounds like the perfect solution! T�K�H�U�H���D�U�H���P�D�Q�\���³�F�O�R�X�G�´���V�W�R�U�D�J�H��
services out there that give you the ability to store your files online and have them available simultaneously anytime, 
anywhere, and on any device. In this section we list the features for a few of the most popular ones.  
 

Dropbox 

Dropbox, which has Android, iOS, Mac, and Windows apps, is a free cloud storage limited to 3 GB of storage 
(upgrading involves a monthly cost, but has advantages in terms of numbers of users and size). It can create folders 
on your computer that appear just like any other folder, and it automatically synchronizes any files you store in this 
folder with any other computer or device you have linked to your Dropbox account. It lets you work on your files and 
edit them, and any changes, additions, and deletions to the files are synchronized. Dropbox gives you the option to 
share your files with others through a link, thus providing the chance for collaboration on the same file, and it lets you 
�V�H�D�U�F�K���\�R�X�U���I�L�O�H�V���W�K�U�R�X�J�K���\�R�X�U���R�Z�Q���G�H�Y�L�F�H�¶�V���V�H�D�U�F�K�L�Q�J���I�H�D�W�X�U�H�V�����7�K�H�U�H���L�V��a web client in addition to the apps.  

 
Google Drive 

Google drive has all the features listed above for Dropbox. In addition, it provides platforms to create documents, 
presentations, spreadsheets, forms, drawings, and so on. This is essentially a free, online basic office suite, which is 
not as fully featured as the Microsoft equivalent, but can still prove very useful. Google Drive has a stronger 
search.024 2304(v)7(e30 1 386.3511b)-3(e)9( s)ger 
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and even sound files) on one half of a split screen while you compose on the other. In this way, you can look at your 
reference files while quoting, paraphrasing, and summarizing them. There are different modes you can work in, 
including clutter- 
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complex full sentences with citations, since Dragon can recognize editing commands such as �³period���´���³comma���´��
�³enter���´��and �³open/close quotations.�  ́Dragon can thus be used throughout the writing process to simply help you 
transcribe your ideas into text while generating an outline, or to lessen typing fatigue when you are in the throes of 
writing your chapters.  
 
Like any speech recognition software, Dragon may not pick up exactly what you say without errors. However, its 
accuracy can be improved by taking the time to �³train�´��it. This training takes approximately 30 minutes and involves 
following the program prompts and reading specific words and phrases. This training allows the program to become 
familiar with your voice and is intended to lessen transcription errors. 
 
This computer software has recently been converted into a free IOS app called Dragon Dictation. The app also 
translates your verbalized thoughts into text, but it is portable and does not require you to train it. You can simply 
download this app, open it on your phone or tablet, and begin working at home or on the go. 

 

Concept/Mind Mapping Tools 

Mind maps are a great way to provide a visual image of your ideas, helping you to narrow down your topic, find your 
direction, and organize your thoughts before making an outline. There are many mind-mapping tools available, both 
online and as downloadable applications. Below are only a few examples. You can also try other ones, like 
www.mindmup.com (online) and X Mind (app). 
 

Text 2 Mind Map  

Text 2 Mind Map is a free, online, simple mind-mapping tool that allows you to quickly create mind maps, organize 
them using color codes, and play with them by clicking and dragging the nodes and bubbles. You can export the mind 
maps in the form of images or PDF files. 

 
Inspiration  

Inspiration is computer software that allows you to create mind maps and outlines as you conceptualize your 
research and/or writing. Using colours, shapes, lines, and graphics, you can generate a visual representation of your 
thoughts and connect or re-arrange your ideas. With the click of a button, you can then convert your mind map into 
an outline. Inspiration can also be used to generate and convert an outline to a mind map. 
 
Inspiration is also available for iOS as an app called Inspiration Maps. This app has very similar functions to its 
computer
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Lifestyle Apps 


