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Foreword 

Regina Shakakata, former medical librarian at the University of Zambia and subsequently at 
World Health Organization Regional Office for Africa (AFRO), was an early information 
technology advocate and pioneer in Africa, beginning in the early 1990s.  She died suddenly in 
2002 but left a legacy of greater use of Information Technology (IT) by medical librarians, 
physicians, and policy makers on the continent - and her indefatigable spirit.  She joined me at a 
conference at Harvard in 2000 and the following is excerpted from her remarks: 
You talk of the underserved here, but if you have not visited Africa- the real Africa-you don’t 
know what information poverty is all about…Those of you who are librarians here, you know 
that as a librarian, you dust books, you shelve them, you do nothing else.  But with information 
technology, we were the champions…We are talking of empowering our communities, 
empowering individuals in Africa with appropriate information, so that they can take decisions 
about their own health, about their well-being. 1 
The information communications technology (ICT) landscape in Sub-Saharan Africa has 
changed radically since those early days, with Internet connectivity, cell phone coverage, and 
access to information growing beyond anything we could have imagined.   
Over the past 14 years, the U.S. National Library of Medicine (NLM), the world’s largest 
medical library, has been engaged in capacity building in Africa and has created modest 
programs to serve medical librarians, medical journal editors, researchers, clinicians, and 
medical students at universities, research sites, and clinics in urban and village settings.  
This course – Finding, Organizing, and Using Medical Information – is the result of NLM’s 
commitment to expanding the leadership of African librarians who have received training as 
NLM Associate Fellows.  The seven librarians who created this course are from Kenya, Zambia, 
Mozambique, Mali, Nigeria, Uganda, and Zimbabwe and now compose the NLM Network of 
African Medical Librarians and Deans.  NLM’s objective in supporting this Network is to assist 
African librarians who already have links to NLM in creating an approach for strengthening 
libraries through outreach and training in Africa.  
In response to the librarians’ interest in creating a course on information retrieval and in 
collaboration with Kenyatta University in Nairobi, Kenya, NLM convened a ground-breaking 
meeting of the medical librarians and their deans/provosts from the seven universities where the 
librarians are based.  The objective was to develop a course which would be adopted at their 
respective universities as a permanent part of the medical schools’ curricula.  The deans 
welcomed the initiative, and participants engaged in a lively discussion regarding strategies for 
expanding the course to encompass basic computer literacy training and the writing of papers for 
journal publication, thereby strengthening medical journals,  and finally for how the course 
might best be integrated into the curricula. 
Based on the enthusiasm generated at this meeting, the librarians collaborated online to produce 
the seven modules for the course:   

Module 1-Information Sources   
Module 2-Searching Tools  
Module 3- Electronic Information Searching Techniques  
Module 4-Intellectual Property Rights  
Module 5-Management of Information  



Module 6-Evaluation of Information  
Module 7-Scholarly Communication Skills  

After further development at a workshop in Maputo, Mozambique, they launched the course at 
the Association for Health Information and Libraries in Africa (AHILA) 2010 International 
Congress in Ougadougou, Burkina Faso.  A second workshop in 2011 at Kenyatta University 
found the librarians creating YouTube videos in order to give a personal introduction to each of 
the modules.   Designed as a course for free web distribution, the modules are introduced in the 
short videos by the librarians themselves.  

In an electronic text and video package, Finding, Organizing, and Using Medical Information 
is now available for free distribution via the web. 
There is already evident interest in the use of this course outside of the original institutions 
involved - from AHILA and the African Medical Journal Editors Partnership Project to 
bioinformatics workshop training in Morocco and ministry-level programs in Haiti.  
At their respective institutions, these librarians continue to be busy, training faculty and students 
as well as engaging in outreach to areas outside of the capital cities.  They have carried out 
workshops for librarians and researchers from around their countries, produced regular 
newsletters, presented at faculty board meetings, conducted lunchtime training sessions for staff, 
and traveled to rural areas to engage people at the village level . Several have developed 
institutional repositories which can be accessed online. 
I am honored to contribute this foreword to the fine efforts of the African Network of Medical 
Librarians and Deans and salute their creativity, energy, and perseverance as medical librarian 
change agents of the 21st century!   Tweet, twitter, and post your course to the world.  Regina 
and all who have gone before you would be very proud! 

 
Julia Royall, Chief,  
International Programs,  
U.S. National Library of Medicine 

Royall, J., Sadowsky, G. (2000). Report on a Colloquium on Sustainability and Access to Health 
Information: Critical Assessment of Practical Uses of Information Technology in the Developing 
World. Harvard School of Public Health, May 31, 2000. 

 

This book is a product of the devotion and dedication of medical librarians in Africa for the 
development of a healthy society through information literacy.  Information literacy has become 
an essential requirement in today’s world of information and technology. The web has 
revolutionized information retrieval and in today’s information world, the word literacy therefore 
goes beyond the traditional definition of knowing how to read and write. Wilson, E an American 
Scientist rightfully stated “we are drowning in information, while starving for wisdom. The 
world henceforth will be run by synthesizers, people able to put together the right information at 
the right time, think critically about it, and make important choices widely.” This cannot be 
overemphasized when it comes to health as information literacy is crucial in ensuring all those 



involved with health including healthcare providers, medical librarians and consumers know how 
to find, use and manage health information. This is due to the fact that access to right and 
accurate information is a prerequisite to good health.  

Whether you are a doctor, a nurse, an allied health professional or a medical librarian, this 
manual provides answers to the most crucial questions that arise while searching for health 
information. These questions range from: What information sources are available? What tools 
are available for searching the web? What techniques do you apply when searching the web? 
What is intellectual property right? How do you manage and store information once retrieved 
from the web? How do you evaluate information so as to use what is accurate? How do you use 
information for scholarly purposes? The authors of this manual have provided answers to these 
key questions so as to ensure that looking for information does not become a frustrating task and 
that the right information is retrieved, stored and used in an ethical manner.   

Having worked with health information for over 15 years I have come to recognize the 
challenges involved in retrieving information from the World Wide Web and more so at a time 
where Evidence Based Information is imperative.  This manual has made great strides in trying 
to answer various issues surrounding information retrieval and I am without doubt that many 
readers will gain a lot from this invaluable resource. A lot of effort has also been made to have 
an all inclusive and broad manual. Ultimately, this is to serve as a guide and can be customized 
where necessary to match individual needs. 

Nasra Gathoni 
President, 
Association for Health Information and Libraries in Africa (AHILA) 
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Module	One	‐	Information	sources	

Introduction 

Information is power and an essential ingredient in decision-making.  To obtain timely, relevant 
and quality information for your study or research work, you need to know the various sources of 
information available.  This module is expected to deepen your knowledge of sources of 
information in print, non- print and electronic formats. It presents the definition, 
originators/producers, types, formats, and categories of information sources.  The module also 
shows where information sources could be found e.g. archives, libraries and the Internet. 

Learning Objectives 

Students/Trainees would learn: 

1. The definition of information sources  
2. The major producers of information sources 
3. Types of information sources 
4. The formats of information sources  
5. Where to find  information sources 
6. Categories of information sources 
7. Internet information sources 

Learning	Outcomes	

At the end of the module, students/trainees should be able to: 

1. Define information sources  
2. Identify and list producers/originators of information  
3. Determine types of information sources 
4. List formats of information sources  
5. Determine where to find information sources 
6. List and discuss the categories of information sources 
7. Identify and use Internet information sources 

 

 

 

 

 



Table 1: Summary of Content 

S/N Content Methods Mode of Assessment

4.1 Definition  of information  
/information sources 

Lecture 
Discussion 
Brainstorming 

Question and Answers 

4.2 Producers and originators of 
information sources 

Lecture 
Brainstorming 

Pre and post test 
Question and Answers 

4.3 Types of information sources Brainstorming 
Discussion 

Question and Answers 

4.4 Formats of information sources  Brainstorming 
Lecture 
Discussion 

Assignment 

4.5 Where to find sources of 
information 

Brain storming 
Discussion 

Question and Answer 

4.6 Categories of information sources Brainstorming Discussion Question and Answers 

4.7 Internet information sources  Discussion 
Lecture 
Brainstorming 

Question and Answers 
Handson 

  

 

Producers/Originators of Information  

There are three main producers/originators of information. These are: 

1. Government Agencies 
2. Academic institutions 
3. The private Sector 
4. Individuals 

Government Agencies 

Government departments and agencies publish lots of information in print and electronic 
formats. In various countries of the world, governments at all levels play an important role in 
producing information for the society they serve. In many occasions, government officials may 
need information about the society in order to make decisions relating to economic, social and 
political issues [1]. Some of the information produced by government is grey literature 
comprising reports such as National HIV/AIDS reports, gazettes, population statistics, census 
data, government notices, policy documents etc. Since government documents are generated with 
public funds, they are made available either free of charge or at low cost. This can be done 



through the various government agencies including the public libraries or the government 
Websites. In Nigerian for instance, some government departments and agencies Websites 
include: 

 National Agency for the Control of AIDS (NACA), http://www.naca.gov.ng 
 National Bureau of Statistics (NBS), http://www.nigerianstat.gov.ng 
 Federal Ministry of Information and Culture (FMIC), http://www.fmic.gov.ng  

Academic institutions 

Academic institutions such as universities and colleges are major producers of information in a 
society or country. Academic institutions around the world especially those in the United States 
(Yale, MIT, Harvard, Johns Hopkins, Stanford, University of North Carolina at Chapel Hill, 
University of Wisconsin and University of California, Los Angeles etc), United Kingdom 
(Cambridge, Oxford, University of Liverpool) Africa (University of Ibadan, Nigeria; University 
of Zimbabwe; University of Zambia; Makerere University, Uganda; Kenyatta University, 
Nairobi; University of Bamako, University of Witwatersrand, South Africa, and University of 
Ghana, Legion etc) have conducted extensive researches in various specialties including the 
health sciences. Numerous publications and knowledge materials are generated from these 
research studies as technical reports, books and articles in peer reviewed journals. Academic 
institutions also have other publications such as Newsletters, Magazines, Technical reports, 
Manuscripts, Maps and lots of other Grey literature. Web addresses of some academic 
institutions in Africa are listed below: 

 University of Ibadan, Nigeria – http://www.ui.edu.ng 
 University of Zambia- http://www.unza.zm/ 
 Kenyatta University, Nairobi, Kenya- http://www.ku.ac.ke/ 
 University of Zimbabwe – http://www.uz.ac.zw 
 Makerere University, Uganda – http://mak.ac.ug 
 University of Bamako, Mali - www.ml.refer.org/u-bamako 

Private Sectors 

A third major producer of information in a country is the private sector. This consists of print and 
electronic media organizations, commercial business outfits, publishers/vendors and aggregators, 
performing /film industry that publish and or make their information products and services 
accessible on the Web either free or by subscription. Others are:  

 Non-profit professional organizations  
 Profitable organizations and commercial agencies 
 International Agencies  
 Professional Associations or organizations  
 Private institutions 
 Corporate laboratories 



Unlike government departments and agencies, published reports of research carried out by most 
organizations, agencies and commercial outfits in the private sector are not made available for 
public consumption. However, non- profit organizations and agencies do make their publications 
available to those that need them. Some examples of agencies in the private sector or non profit 
category are: 

 The World Health Organization (WHO) – http://www.who.int/ 
 Joint United Nations Program on HIV and AIDS (UNAIDS) – http://www.unaids.org 
 Elsevier Publishers – http://www.elsevier.com 
 Cables News Network (CNN) – http://www.cnn.com  

Private Individuals 

Individuals also create information. Many print and web documents available today are created 
by private individuals, some of whom have their own Websites/pages. Some individuals 
disseminate information through Facebook, Twitter, Blogs, You-tube etc, while others publish 
information in print as text books, monographs or articles in journals, magazines or newsletters. 
On the other hand, some important information is not published rather, it is passed on from 
generation to generation. For example, some parents pass information to their children by word 
of mouth on how diseases were treated using traditional unorthodox methods in their 
communities.  

Exercises 

1. List the various producers of information in a country.  
2. Give three examples of the type of information each produces or creates. 

 

 

 

 

 

 

 

 



Definition of Information /Information Sources 

Information is processed data.  An information source is where you got your information from; 
this can be a book or a Website.  Information sources are the various means by which 
information is recorded for use by an individual or an organization.   It is the means by which a 
person is informed about something or knowledge is availed to someone, a group of people or an 
organization.   Information sources can be observations, people, speeches, documents, pictures, 
organizations.   Information sources can be in print, non-print and electronic media or format. 

 

Types of Information Sources 

Information can come from virtually anywhere: personal experiences, books, articles, expert 
opinions, encyclopedias, the Web.  The type of information needed will change depending on its 
application.   
Individuals generate information on a daily basis as they go about their work.  In academic 
institutions, staff and students consult various sources of information.  The choice of the source 
to consulted is usually determined by the type of information sought. The three types of 
information sources are: 

 Primary  
 Secondary 
 Tertiary 
 Primary Sources 

Primary sources are original materials on which other research studies are based.  Primary 
sources report a discovery or share new information [2]; they present first-hand accounts and 
information relevant to an event [3, 4a and 5].     They present information in its original form, 
not interpreted or condensed or evaluated by other writers [2].  They are usually evidence or 
accounts of the events, practices, or conditions being researched [4a, 6] and created by a person 
who directly experienced that event [7].  Primary sources are the first formal appearance of 
results in print or electronic formats [3].   Examples of primary sources are: eyewitness accounts, 
journalistic reports, financial reports, government documents, archeological and biological 
evidence, court records, ephemerals (posters, handbills), literary manuscript and minutes of 
meetings etc [3,4b and 6].   
The definition of a primary source may vary depending upon the discipline or context.   A diary 
would be a primary source because it is written directly by the individual writing in the diary 
[7].   Interviews are primary sources because the individual talks about the topic directly from 
what he/she knows about it.  Other examples are: 

 Video of the inauguration of the first female president in Brazil  
 A scientific publication reporting the development of a new medication to manage 

patients with sickle-cell anemia  



Print 
-  Diaries  
-  Letters  
-  Speeches  
-  Patents 
-  Photographs  
-  Newspaper articles 
-  Journal articles  
-  Theses and dissertations 
-  Survey Research (e.g., market 
surveys, public opinion polls) 
-  Proceedings of Meetings, 
conferences and symposia 
-  Original Documents (i.e. birth 
certificates, wills, marriage licenses, 
trial transcripts)  
-   Records of organizations, 
government agencies (e.g. annual 
reports, treaties, constitutions, 
government documents) 

Electronic 

 Internet  
 E-mail communication

 Communication in 
Listservs 

 Interviews (e.g., 
telephone, e-mail) 

 Video recordings (e.g. 
television programs) 

 Audio recordings (e.g. 
radio programs)  

 Web sites 
 Communications 

through social 
networking 
applications (e.g. Face 
book, blogs, RSS, U-
tube etc.) 

Others 

 Artifacts (e.g. 
coins, plant 
specimens, fossils, 
furniture, tools, 
clothing, all from 
the time under 
study)  

 Works of art, 
architecture, 
literature, and 
music (e.g., 
paintings, 
sculptures, musical 
scores, buildings, 
novels, poems).  

  

 A newspaper article reporting the bomb blast in Abuja, Nigeria, during the celebration of the 
country’s 50th Independent Anniversary.  

Note: The types of information that can be considered a primary source may vary depending on 
the subject discipline, and how the material is being used.   For example: 

 A research article in a peer-reviewed journal that proved the effectiveness of a newly 
developed vaccine for the prevention of HIV virus would be a primary source, however,  

 A magazine article that reports the development of a new vaccine for the prevention of 
HIV infection would be regarded as a primary source.  

 Information in a magazine article that reports a study of how compact fluorescent light 
bulbs are presented in the popular media could be considered a primary source [3]. 

Grey literature 

Grey literature is also important primary source material(s) not available through the usual 
systems of publication (e.g. books or periodicals) and distribution [11].  Examples are: 
Conference proceedings, data exchange, environmental impact statements, oral presentations, 
market research reports, online documents, oral presentations and working papers  
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Secondary Sources 

A secondary source of information is one that was created by someone who didnothave first-
hand experience or did not participate in the events or conditions being researched [4].  They are 
generally accounts written after the fact with the benefit of hindsight.  Secondary sources 
describe, analyze, interpret, evaluate, comment on and discuss the evidence provided by primary 
sources [2].  Secondary sources are works that are one step removed from the original event or 
experience that provide criticism, interpretation or evaluation of primary sources [7].   Secondary 
sources are not evidence, but rather commentary on and discussion of evidence. A secondary 
data is one that has been collected by individuals or agencies for purposes other than those of a 
particular research study.   

However, what some define as a secondary source, others define as a tertiary source.  For 
example, if a magazine writer wrote about the speech Nelson Mandela delivered when he was 
inaugurated President of South Africa in 1990, it will be a secondary source. The information is 
not original, but an analysis of the speech.  If a government department has conducted a survey 
of, say, family food expenditures, then, a food manufacturer might use this data in the 
organization’s evaluations of the total potential market for a new product [8].  Similarly, 
statistics prepared by a pharmaceutical company on the production of a particular drug will prove 
useful to a host of people and organizations, including those marketing the drug.    

For secondary sources, often the best are those that have been published most recently [4b]. If 
you use a secondary source that was published decades ago, it is important to know what 
subsequent scholars have written on the topic and what criticism they have made about the 
earlier work or its approach to the topic. The definition of a secondary source may vary 
depending upon the discipline or context.   Most often how a source is used determines whether 
it is a primary or secondary source [9].  For the purposes of a historical research project, 
secondary sources are generally scholarly books and articles. Also included in this category 
would be reference sources such as encyclopedias (also considered tertiary).  Other examples of 
secondary sources are:  

 Bibliographies (also considered tertiary);  
 Biographical works 
 Commentaries 
 Criticisms 
 Dictionaries 
 Histories  
 Journal articles (depending on the discipline, these can be primary)  
 Magazine and newspaper articles (this distinction varies by discipline)  
 Monographs, other than fiction and autobiography 
 Textbooks (also considered tertiary) 
 Websites (also considered primary) 

 



 Tertiary sources  

Definition: Tertiary sources consist of information which is a distillation and collection of 
primary and secondary sources [3].  Generally, tertiary sources are not considered to be 
acceptable material on which to base academic research [6].  Tertiary sources are usually not 
credited to a particular author. They are intended only to provide an overview of what the topic 
includes, its basic terminology, and often references for further reading.  Some reference 
materials and textbooks are considered tertiary sources when their chief purpose is to list, 
summarize or simply repackage ideas or other information. Examples of tertiary sources include 
dictionaries and encyclopedias, Wikipedia and similar user-contributed online 'encyclopedias' 
and reference materials, as well as various digests (including the Reader's Digest) and 
schoolbooks [6].  In a nutshell, tertiary sources are: 

 works which list primary and secondary resources in a specific subject area  
 works which index, organize and compile citations to, and show secondary (and 

sometimes primary) sources can be used. 
 Materials in which the information from secondary sources has been "digested" - 

reformatted and condensed, to put it into a convenient, easy-to-read form [10].  
 Sources which are once removed in time from secondary sources 

Table 3: General classification of selected primary, secondary and tertiary sources of information  

 
 

Primary sources Secondary sources Tertiary sources

 Autobiographies  
 Correspondence: 

email, letters  
 Descriptions of 

travel  
 Diaries,   
 Eyewitnesses  
 Oral histories  
 Literary works 
 Interviews 
 Personal narratives 
 First-hand 

newspaper and 
magazine accounts 
of events  

 Legal cases, treaties  
 Statistics, surveys, 

opinion polls, 
 scientific data, 

transcripts  
 Journal articles 

 Biographies,  Encyclopedias, 
dictionaries, handbooks  

 Textbooks & monographs on a 
topic 

 literary criticism & 
interpretation 

 history & historical criticism 
 political analyses 
 reviews of law and legislation 
 essays on morals and ethics 
 analyses of social policy 
 study and teaching material  

 Articles, such as literature 
reviews,  

 Commentaries, research articles 
in all subject disciplines  

 Criticism of works of literature, 
art and music  

 Chronologies 
 Classifications 
 Dictionaries  
 Encyclopedias 
 Directories 
 Guidebooks and 

manuals  
 Population 

registers statistics  
 Fact books 
 Abstracts 
 Indexes 
 Bibliographies 
 Manuals/Guide 

books 

  



  

 Difference between Primary, Secondary and Tertiary Sources of 
Information 

Primary sources of information are original manuscripts, documents or records used in preparing 
a published or unpublished work.  For example, an article in a peer reviewed journal that 
discussed the development of a new vaccine for the prevention of HIV infection will be 
considered a primary source.  Secondary sources are published or unpublished works that rely on 
primary source(s).  A commentary by a magazine reporter based on the peer reviewed journal 
article on the newly invented vaccine for HIV prevention, would be a secondary source.  Tertiary 
sources are published or unpublished works that are based on secondary sources. Tertiary 
sources are index to primary sources.   Science Citation Index would be considered a tertiary 
source.  It is sometimes difficult to differentiate between primary, secondary and tertiary sources. 
The following publication details of the information adapted from University of Wisconsin 
libraries [12] can be helpful in determining whether a material is primary, secondary or tertiary 
source: 

 Timing of the event recorded--If the article was composed close to the time of the event 
recorded, chances are it is primary material.  For instance, a letter written by a soldier 
during the Second World War is primary material, as is an article written in the 
newspaper or a soldier's letter home during the Liberian Civil War.  However, an article 
written analyzing the results of the battle during the Liberian Civil War is secondary 
material.  

 Rhetorical aim of the written item--Often, an item that is written with a persuasive, or 
analytical aim is secondary material.   These materials have digested and interpreted the 
event, rather than reported on it  

 Context of the researching scholar--Primary materials for a critic studying the literature 
of the Civil War are different from primary materials for a historian studying Civil War 
prisons. The critic's primary materials are the poems, stories, and films of the era.  The 
research scientist's primary materials would be the diaries and writings of the prisoners. 

 Records of 
organizations and 
government 
agencies  

 Original works of 
literature, art or 
music  

 Cartoons, postcards, 
posters  

Map, paintings, 
photographs, films  

  



Your information needs and requirements will determine what source(s) you need to consult in 
order to meet that need.  For example, 

 

 
If you need: 

        You might try: 

Current information about the political 
situation in your country or  adisaster that 
has happened yesterday somewhere around 
the world  

  Newspapers and the Web  

Scholarly articles that discussed research 
about using cassava for baking or cyanides in 
cassava  

Journals and books (and e-journals or e- books on 
the Web)  

Popular articles about scams on the Internet  

To search for scholarly articles on a topic 
such as malaria or HIV and tuberculosis 

Magazines (and perhaps e-magazines on the Web) 
Databases (PubMed, Scopus, Web of Knowledge, 
EMBASE African Index Medicus  (AIM)  

General information such as definitions, 
contacts , Institutions etc   

Search engines such as Google,   Yahoo etc  

Exercises   
1.  What are primary, secondary and tertiary sources of information? 
2.  Differentiate between primary, secondary and tertiary sources of information.  
2.  List 6 primary, secondary and tertiary sources of information. 

 

Formats of Information Sources 

Information is available and accessible in two main formats namely, print and non-print and 
these include published and unpublished sources.   

Print Materials (Published sources) 

Information could be in print format and these include: all printed books, periodicals, maps, 
bibliographies, indexes and abstracts, photographs, government documents, technical reports, 
etc.  
 Books are the most common type of printed materials.  The Oxford Advanced Learner’s 
Dictionary defines a book as ‘a set of printed pages that are fastened inside a cover so that you 
can turn them and read them [13].   A book is described by some people as a written work or 
composition that has been published, printed on pages bound together while others say it's just 
the content, separate from its container [14].  Books are categorized into two, namely: fiction and 
non-fiction. Fiction contains information that are not true and all the scenes and characters are 



made up by the author.   Non-fiction books deals with information that is true, about real things, 
people, events and places. 

Non-Print Materials  

In addition to printed materials, information is also produced in other formats (non-print) 
including audio, audiovisual, multimedia, microform and electronic books, journals, images, 
texts/records from the Internet. 

Audio-Visual and Multimedia   

In the past decades, much of the information created by members of a given society is produced 
in audio, audio-visual and multimedia formats.  Example of audio information is music recorded 
on CDs and books on audio or video tapes.  Video information includes VCR tapes of TV shows, 
movies and documentaries [1].  Other examples are information on CD-ROMs, DVDs, Flash 
drives and Web documents etc. 

Microform 

The American Heritage Dictionary defines microform as an arrangement of images reduced in 
size, as on microfilm or microfiche.  Microforms are any form, either films or paper, containing 
micro reproductions [15] of documents for transmission, storage, reading, and 
printing.  Microform images are commonly reduced about 25 times from the original document 
size, (miniaturized or compressed images) which cannot be read without special display devices 
(the reader).    Archival materials are frequently placed in microform format because this 
medium is very stable and economical for storage of information for extended periods of 
time.  There are two major types, namely: Microfilm and Microfiche. 

Microfilm 

Microfilm is a roll of transparent film (approximately 100 to 200 feet in length) used to store 
microscopic images of documents [1].  A microfilm reader is required to read the images in the 
microfilm.  Documents are recorded in microfilm because of the risk of damage to a fragile 
original or to save storage space.  Microfilm when properly processed and stored within special 
envelopes and placed in a climate-controlled room, has a life expectancy of approximately 500 
years [16, 17].   Most libraries have a collection of microfilm stored in their archives. 

Microfiche 

Is a small sheet of transparent photographic film usually 4 inches by 6 inches containing printed 
information in a size too small to be seen by the naked eye and needs a special device to read the 
images [18].   The major advantages of microfiche include storage in a small space, stability of 
the format, and not needing knowledge to read it. As long as a microfiche machine is available to 
magnify the print to a readable size, anyone who can read the language can read the information 
on microfiche.  When kept in a temperature-controlled environment, it can last for approximately 
500 years; it is a good medium for saving and preserving cultural documents [18].     



Unpublished sources- Indigenous Knowledge (IK) 

In local communities in Africa, there is a rich body of information or knowledge which has been 
handed down by word of mouth from generation to generation. This is known as indigenous 
knowledge. It is neither written nor published but provides people in the community with 
strategies for survival.  Indigenous knowledge is the sum total of knowledge and skills which 
people in a particular geographical area possess that enables them to get the most out of their 
natural environment [19].  This information/knowledge is not systematically documented. It is 
oral in nature, usually transmitted through personal communication; it is culture-specific and 
often generated within communities [20] for local level decision-making in agriculture, 
healthcare, food preparation, education, natural resources management and other activities 
[21].  Examples of areas where indigenous knowledge has been very useful include, among 
others, African traditional medicine, conflict resolution and culture - dance steps and traditional 
attire [20].    

Exercises 

1. What are the formats of information sources? 
2. List 2 examples of the various formats? 
3. How are indigenous knowledge /information conveyed to among members of a community? 
4.  What are the uses of indigenous knowledge/information? 

 

Where to Find Information Sources 

Places to begin looking for information are: 
1. Human sources 
2. Archives 
3. Libraries  
4. Internet 

Human Sources (Colleagues/Peers) 

Communication with peers and colleagues are a good way of obtaining vital information.  For 
example, doctors have been found to rely on their colleagues for information in order to solve a 
patient’s problems. The value of informal sources of information especially colleagues and peers 
cannot be overstressed.  The good side of it is that human sources (colleagues/peers) are readily 
available to provide needed information at the right time.  If the right person is contacted, quality 
and up-to-date information will be obtained.  The downside of using human sources is that there 
may be some element of bias in the information provided, or some people will say things from 
their own point of view or exaggerate it. 

 

 



Archives 

Archives are places where records of all types and formats are kept and made accessible for 
research and other purposes. They are a good place to find primary sources, both unpublished 
materials and those that have been published for their parent institution's members or 
constituencies.   Personal and institutional records of all types can be found in archives, as well 
as media, ephemera, oral histories, and even artifacts. The term archivescan also refer to the 
records themselves [4].  The materials housed in the archives are unique, usually one of a kind 
items. Archives store, preserve and make accessible records of enduring value that have not been 
produced in great quantities for the general public for research and understanding.  Archival 
materials are rare and irreplaceable and therefore they are not loaned out to users. 

Library 

When you think about libraries, the first things that come to mind are probably printed materials 
such as books, journals and magazines.  Libraries also provide access to resources such as full-
text journal and magazine articles, periodical indexes, and online encyclopedias.  Libraries 
collect quality information in a wide variety of formats. Academic libraries purchase these 
sources for their "community" of students, faculty, and staff.   Unlike archives, libraries have 
mass produced items such as books, government reports, CDs, DVDs, magazines and journals. 
The exceptions are rare books, manuscripts, map and other special collections. These resources 
are different from most of the information that is freely available to you over the Web because 
they have been reviewed and recommended by the library with input from the faculty members.   

Like archives, libraries have primary source materials in many forms: historical newspapers, 
published letters, diaries, and government reports are just a few of the types of primary sources 
that can be found in libraries.  In addition, some libraries are similar to archives in that they 
specialize in information materials such as rare books and unpublished manuscripts. 

Why Go to a Library for Information?  

The main purpose of libraries, particularly those situated in University campuses, is to collect a 
large quantity of scholarly materials from different time periods and on diverse topics to make 
research easier for members of the community they serve (staff and students in the case of a 
university.)   Library resources are free for use by members of the community.  Libraries 
purchase materials that are normally too expensive for library patrons.   Library materials, unlike 
those found on the Internet, go through a review process.  Librarians select books, magazines, 
journals databases and even Websites for use by their patrons.  This selection process enables the 
library to collect resources considered to be reliable, relevant and valuable. 

In addition, library resources are organized by subjects thus making them easy to find.  For easy 
access, each item of library material has a call number that indicates where it is located on the 
stack/shelf.  Libraries have collections with in-depth information that has been published over 
time. Both current and out of print books and magazines are stocked in libraries most of which 
are in print formats. With the advent of the electronic age, some of these are now accessible 
through digital libraries collections on the Web.   



Libraries have trained staff called librarians who serve as a bridge between users and information 
sources.  They assist users in sorting through the maze of information in their library 
collections.  Librarians answer reference questions and also help patrons to learn how to use new 
information tools.  If you need help with accessing information, contact your librarian.    

Searching the Library Catalog  

For example, you can search the library catalog of a University such as the University of 
Maryland or University of Zimbabwe to find primary, secondary and tertiary sources of 
information. See table 3 below for sample searches in the catalog.  Module 2 provides details 
about the library catalog. 

Table 3: Sample catalog searches 

 
Primary 

diaries Nigerian civil war 

Secondary biography Nigerian civil war 

Tertiary encyclopedia Nigerian civil war

When seeking information for academic purposes, it is advisable to start your search from the 
library and save yourself time and effort, as well as obtain relevant and quality information.  You 
can then search the Internet if you need more information.  Also, if you do not have the skills to 
search the Internet for relevant information, the librarians are there to assist you. 

The Internet 

Definition of the Internet and the World Wide Web  

The Internet is a global system of networked computers that allow user-to-user communication 
and transfer of data files from one computer to another on the network [22].  It is a worldwide 
system of computer networks - a network of networks in which users at any one computer can, if 
they have permission, get information from any other computer (and sometimes talk directly to 
users at other computers) on the network [23].  On the other hand, the World Wide Web 
(WWW) provides the technology needed to navigate the Internet is vast sea of resources [22]. 
The WWW is a path-way of accessing information over the Internet via Uniform Resource 
Locator (URL) or web address.   

Types of Information on the Internet  

In the distant past humans sought to record information for future reference using clay tablets, 
papyrus, parchment and paper. However; the development of the printing press in the 16th 
Century forever changed the communication process [24].   Currently the introduction of 
computers and the Internet has sky rocketed the amount of information now available to 
students, researchers, scientist, healthcare workers, policy makers, and faculty among others. 
Unlike the libraries, some of the information available on the Web is not peer-reviewed or 



referred as no one individual or group dictates what information should be published or how it 
should be presented.  This freedom to post items allows individuals to publish their opinions, 
ideas and creative works on the Internet.  As a result, the Internet has some information that may 
be interesting but cannot be referenced and used for academic purposes because no authority 
takes responsibility for it.  Unlike libraries where librarians help users in accessing information, 
the Web is primarily a do-it-yourself endeavor.  
The Internet contains all kinds of information sources including, among others: 

 Bibliographic information  such as library catalogs 
 Multimedia- Audio, video and graphical sources of information 
 Reference sources such as Encyclopedias, Dictionaries, Handbooks, and others 
 Journals, Newspapers, Magazines and Databases 
 Subject related gateways 
 Reports /Grey literature 
 Movies and videos 

1. List three main places where information sources could be found?  
2.  What are the advantages of information obtained in a library over that of the Internet? 

 

Information Sources in the Library/Internet 

The Internet has become a big library for all kinds of information.  Some information sources are 
available online free of charge while others are fee-based.  Examples include online books, 
databases, journals and reference resources. Some of these are free on the Internet while others 
are based on subscription or purchase.  MEDLINE/PubMed is a good example of a free online 
database while EMBASE is based on subscription. 
Below are the various categories of information sources that could be accessed through the Web.  

 Reference  
 Monographs 
 Periodicals 
 Indexes and abstracts  
 Drug information 
 Databases 
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 Trade Magazines 

These are magazines that present information about a profession or a particular trade.  They are 
written for members of a specific business, industry or organization.  Trade magazines cover 
industry trends, new products or techniques, and organizational news written by staff or 
contributing authors.  Good examples of trade magazines are: The Economist, APA Monitor and 
Computer World. 

  Scholarly Journals 

Journals are written by experts or specialists in a particular field/discipline and geared towards 
other scholars. The purpose of scholarly publications is to report research or advance knowledge 
[29].  The articles are usually longer and may contain charts, graphs, statistics, etc., as well as 
extensive bibliographies. The articles usually involve extensive research and in-depth 
studies.  The writing style is more complex and the language may be technical.  Examples of this 
type of periodical are academic journals and professional journals.  Academic journals are 
written by members of an academic community and are reviewed by their peers while 
professional journals are written by member of a professional body including librarians, lawyers, 
doctors and nurses.  Examples of academic journals are: 

 British Medical Journal 
 New England Journal of Medicine 
 African Journal of Medicine and Medical Sciences 
 East African Medical Journal 
 African Health Sciences 

Examples of professional/academic journals include: 

 Journal of the American Medical Association 
 Journal of the Medical Library Association 
 African Journal of  Library, Archival and Information Science 

Access to journals either in print or electronic formats is based on subscription, however; full-
text articles of some electronic journals can be accessed free on the Internet.  Also, more than 
7000 electronic journals are available to students, researchers, scientists, healthcare workers, and 
policy makers in Africa through the Health Internetwork Access to Research Initiative 
(HINARI).  Using this resource requires institutional registration and login with the User 
Identification and Password.   

 Newspapers 

Newspaper articles are short and written in non-technical language. They provide first-hand 
account of an event and so are primary sources.  Newspapers come in different forms and are 
designed for the general public and are business in nature.  Newspaper articles are usually short 
and written in an easy to understand language by staff reporters and reviewed by staff within the 
organization.  Newspapers are also good sources for secondary information. However, not all 



information in newspapers is reliable.  Newspapers are published daily, weekly or 
monthly.  Example of newspapers include: The New York Times, The Guardian, and Nigerian 
Tribune etc. 

 Indexes and Abstracts 

Abstracts and indexes provide citations to papers dealing with specific topics in a field of 
knowledge.   Indexes provide the essential bibliographic information needed to identify an article 
or other publications and usually include information about the author of the work, the source 
journal or other publication, volume, issue, and pagination [30].  Abstracting tools include the 
same key elements but also a summary of the work usually written by the author or sometimes 
generated by the reviewer where an author did not submit one.  Most indexing and abstracting 
services allow access to their content through subject and author indexes. However, each tool 
differs on how data is presented and the nature by which access is organized.   Examples of 
abstracts and indexes include: 

 Index Medicus 
 International Pharmaceutical Abstracts 
 Index to Dental Literature 
 Science Citation Index 
 Current Contents: Clinical Practice 
 Psychological Abstracts 
 Cumulative Index to Nursing and Allied Health Literature (CINAHL) 

Most of the popular databases searched by librarians and library users originated from print-
based abstracting and indexing services.  For example, the Index Medicus resulted in MEDLINE 
now accessible online through PubMed. 

 Drug Information Sources  

According to Butros and McGuinness (2004), drug information sources cover the fields of 
pharmacology (the study of the physiological actions of drugs), pharmacy (the compounding, 
manufacture and dispensing of drugs) and toxicology (the study of hazardous effects of 
chemicals) [31]. There are as many drug information sources as there are various 
specialties.    Below are some sources for drug information:  

1. Clinical Pharmacology.  Tampa, Florida: Gold Standard Multimedia.  Accessible online 
at:  http://cp.gsm.com 

2. MICOMEDEX.  Greenwood Village, CO: Thomson MICROMEDEX.  Accessible 
online at  http://www.micromedex.com 

3. Natural Medicines Comprehensive Database.  Stockton, CA:  Therapeutic 
Research  Faculty,   Accessible online at: http://www.naturaldatabase.com  

4. Snow, B.  Drug Information: A Guide to Current Resources 3rd Edition.  New York, 
Neal-Schuman Publishers   
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2. MEDLINE/PubMed 
MEDLINE is the premier bibliographic database of the National Library of Medicine, Bethesda, 
Maryland, USA.  It covers the field of medicine, nursing dentistry, veterinary medicine, the 
healthcare systems, the preclinical sciences and other areas related to the life sciences and is 
updated daily.  MEDLINE records contain bibliographic citations from over 5,000 print and 
electronic biomedical journals published across the globe. It has over 12 million citations of 
which approximately 76% include abstracts [30].  It is accessible online free of charge through 
PubMed.  MEDLINE/PubMed could be accessed at: http://www.pubmed.nlm.nih.gov.  However, 
to retrieve full text articles, it is better to access PubMed through HINARI at: 
http://www.who.int/hinari. Details of how to search MEDLINE/PubMed and HINARI will be 
covered in Module 3. 

3. Cumulative Index to Nursing and Allied Health Literature (CINAHL)CINAHL gives 
access to citations and abstracts for nursing and allied health information.  It includes citations 
from over 2000 journals and abstracts are available for over 1,200 titles with full text of over 
7,000 records available in the database [30].  This database also provides some coverage of 
biomedicine, alternative /complementary medicine and consumer health information.  CINAHL 
is based on subscription. However, it could be accessed free of charge through HINARI by 
institutions in Africa. 

4. Web of Science   
Web or science Provides access to the Science Citation Index Expanded and Social Science 
Citation Index.  It covers science and provides technical journals in biochemistry, biology, 
genetics, biomedicine, genetics, microbiology, nuclear science with abstracts.  It covers more 
than 8,000 journals [30].  It offers current and retrospective bibliographic information, author 
abstracts and cited references and allows users to conduct broad-based comprehensive searches 
that uncover all the relevant information they need.  It provides cited reference searching, the 
unique ISI search and retrieval feature that lets users track the literature forward, backward and 
through the database. It is updated weekly.  Web of Knowledge (PubMed) is accessible free of 
charge via HINARI. 

 5. Scopus 
Scopus is an interdisciplinary bibliographic database that indexes the content of more than 
15,000 peer-reviewed journals from more than 4,000 international publishers.  It covers subjects 
such as the physical sciences, engineering, earth and environmental sciences, life and health 
sciences, social sciences, psychology, business, and management. Scopus content includes 
MEDLINE and EMBASE citations.  Also, Scopus covers 1,000 Open Access Journals, 500 
Conference Proceedings, Over 600 Trade Publications and over 125 Book titles.  In addition, 
Scopus covers 386 million quality Web sources including 21 million patents.  Web sources are 
searched via Scirus [34, 35].  Scopus can be accessed at http://www.scopus.com or through 
HINARI for full text articles. 

6. EMBASE 

Provides content to biomedical (clinical and experimental) information with extensive coverage 
of drug research, pharmacology, pharmacy, and toxicology, public health and mental health 



Demo

For the p
was searc
by lookin

Illustratio
Last visit

To quick
2) the ban
previous 

1. T
or

Indeed U
“.gov” is
character
organizat
commerc
governm
curated a

onstratio

purpose of ill
ched using a
ng at differen

on 6: Choles
ted : june 25

kly evaluate t
nner at the to
experience w

The URL “.go
rganization. 

URL might p
 used by US
ristic of UK 
tions, associ
cial orientati

mental organi
and trustwort

on of the

lustrating ho
a search engi
nt parts of th

sterol. Availa
5, 2010  

this resource
op of the pag
with the web

ov” extensio
 

rovide inform
S administrat
based acade

iations and n
on of the sit
zations, acad
thy. In addit

e Web C

ow to evaluat
ine. The foll
he document

able from ht

e the followi
ge, 3) the “a
bsite.  

on indicates t

mation abou
tions, “.edu”
emic instituti
non for profit
e or its owne
demic institu
tion the dom

Content 

te web resou
owing web p
ts and using 

ttp://www.nl

ing elements
about ...” link

that the web

ut the type of
” is used by a
ions, “.org” i
t organizatio
er. Content f
utions and pr

main name ca

Evalua

urces, inform
pages were p
different eva

lm.nih.gov/m

s will be take
k, 4) the tabl

b site belong

f organizatio
academic ins
is often used

ons, “.com” g
from web sit
rofessional o

an help ident

ation Tec

mation about
picked from 
aluation crit

medlineplus/

en into accou
le of content

s to a US go

on operating
stitutions, “.
d by professi
generally de
tes operated 
organization
tify the owne

chnique

t “cholestero
results and 

teria.  

/cholesterol.h

unt : 1)the U
t, our own 

overnmental 

g the web site
ac.uk” is 
ional 
enotes 

by 
ns is usually 
er. In this 

es  

ol” 
rated 

 

html.  

URL, 

 

e: 



example 
(NLM) w

1. T
in
th

2. “A
M
in

3. T

In additio
may also
content,  
Medline 
providing
page prov

Illustratio
http://ww

To rate th
advertise

the domain 
which is part

The banner on
ndicates the 
he "US Natio
About Medl

Medline Plus
nclusion, etc

The list of sec

on by noting
o pay attentio

the professi
Plus we lear
g consumer h
vides conten

on 7: Lower
ww.medicine

his page, atte
ement, 3) the

name nlm.n
 of the Natio

n the the top
organization
onal Library
ine Plus” is 
 website: wh
.  
ctions on thi

g the authorit
on to the sim
ional and ple
rned that it is
health inform

nt that is very

ing your cho
enet.com/cho

ention will b
e design, 4) t

ih.gov is pro
onal Institute

p of the page
n responsible
y of Medicine

a link to a an
hat it is, who

is page show

ty, content p
mplicity and c
easant design
s directory o
mation. In co
y likely to be

olesterol. Av
olesterol/arti

be paid to the
the authors, 5

obably owne
es of Health 

e gives a brie
e for it. It sta
e" and provi
nother page 

o are the con

ws how  well 

production pr
clarity of the
n of the web 
of good quali
onclusion, th
e of good qu

vailable from
icle.htm. Las

e following e
5) the conten

ed by the Na
(NIH).  

ef descriptiv
ates that Med
ides “trusted
that provide

ntributors, ho

l content is s

rocedures, in
e language u
 site. From o
ity carefully
his web page
uality.  

m  
st visited:  Ju

elements: 1)
nt structurati

ational Librar

e of the cont
dline Plus is

d health infor
es detailed in
ow the conte

tructured.  

ntellectual p
used to delive
our previous
y selected we
e about “cho

une 21, 2010

) the URL, 2
ion.  

ry of Medici

tent and 
 a service ru
rmation”.  
nformation a
ent is selecte

resentation, 
er the 
s experience 
eb resources 
olesterol” we

0  

2) the 

ine 

un by 

about 
d for 

one 

with 

eb 

 



1. T
or

2. A
su
co
w
w
co

3. T
co
si

4. T
m
th

5. T
th

At the bo
of evalua
Medicine
respectab
complian
Even tho
qualificat
body enc

The URL “.co
r the website

At the top of 
uch. The pre
ommercial c

when advertis
website and th
ontent.  

The site is we
ontent make
ite owners m

The authors a
more informa
he productio

The content i
he topic are p

ottom of the 
ation : link to
enet website
ble health inf
nce the Healt
ough the site 
tions, the pro

courage user

om” indicate
e is operated
the page is a

esence of adv
connotation a
sing is a sou
he existence

ell-designed,
e the page ea
made an effor
and their qua
ation about th
n of this doc
s web structu
provided  

page (not vi
o “about us”
 is owned an
formation fo
th on the Ne
has a comm
ofessional d
s to consider

es commerci
d by a comm
advertisemen
vertisement 
and the prese

urce of reven
e of conflict 

, colors are c
asy to read. T
rt to make th
alifications a
he authors. T
cument.  
ured and ref

isible here) t
” page, the H
nd operated b
or the genera
et Foundation

mercial conno
esign, the go
r the content

ial orientatio
mercial comp

nt. However
confirms the
ence of adve

nue. One sho
of interest th

carefully cho
The facility t
he site acces
are indicated
There is mor

ferences to a

there are add
HonCode log

by WebMD 
al public. Th
n code of co
otation and d
ood content 
t provided on

on: the conte
any.  

r, the adverti
e commercia
ertising may
ould check th
hat may influ

osen, blank s
to increase th
sible to peop

d. Links are p
re than more

additional sou

ditional elem
o. In the “Ab
which is kn

he HonCode 
onduct for me
displays adv
structuration
n this page a

ent is either c

isement is cl
al orientation

y create confl
he advertisin
uence the qu

spaces aroun
he font size 
ple with visi
provided to p
e than one pe

urces of info

ments relevan
bout us”, it i

nown for deli
logo is evide
edical and h
ertising, auth
n, the accred
as being of g

commerciali

early labeled
n of the site.
flicts of inter
ng policy for 
uality of the 

nd blocks an
denotes that
ion problems
pages that gi
erson involv

ormation abo

nt to the purp
is said that 
ivering 
ence of the s

health web si
hors' 

ditation by a 
good quality

ized 

d as 
 The 

rest 
this 

nd 
t the 
s.  
ive 

ved in 

out 

pose 

site 
ites.  

third 
.  

 



Illustratio
visited: J

Cholester
negative 
published
following

1. D
ac

2. T
b

The dom
the autho
the color
participat

In conclu
book wri
a poor de

Illustratio
cholester

on 8: Choles
June 25, 201

rol myths aim
effects of ch
d several sci
g elements c

Dr. Uffe Ravn
ctivities and

The content o
ooks and an 

main ravnskov
or's personal 
r scheme is n
ted in the pr

usion, the we
itten by site o
esign plus an

on 9: What i
rol.htm . Las

sterol myths.
0  

ms to provid
holesterol on
ientific articl
can be consid

nskov, the au
d has publish
of this page h

invitation to

v.nu is deriv
website or a

not uniform a
roduction of 

eb page is lik
owner. A pe
n unclear pro

is cholestero
st visited: Jun

. Available f

de an alterna
n health. The
les and book
dered 1) the 

uthor of the 
hed number o
however see
o buy them. 

vated from th
a website de
across pages
the content. 

kely from a p
ersonal web p
oduction pro

ol? Available
ne 25, 2010.

from  http://w

ative point of
e author seem
ks about the t
author, 2) th

content, is a
of books and
ems to be a p
It can be loo

he author's n
dicated to hi
s. There are f
 

personal web
page emphas
cess are not 

e at http://ww
.  

www.ravnsk

f view to the
ms to be Dr. 
topic. For ev
he content pl

a doctor who
d journal arti
promotional 
ok at as disgu

name. A fact 
im. The desi
few indicatio

bsite whose 
sizing on on
signs of con

ww.wisegeek

kov.nu/chole

e widespread
Ravnskov w

valuation pu
lus the URL

o had clinica
icles.  
material for 
uised advert

that suggest
ign is not ve
ons that othe

purpose is t
ne point of vi
ntent one sho

k.com/what-

esterolhtm. L

d idea about 
who has 
urposes the 
 and the des

al and researc

Dr Ravnsko
tising.  

ts that this si
ry well-craft
er people 

to advertise a
iew, present
ould trust.  

-is- 

Last 

the 

ign.  

ch 

ov 

ite is 
fted; 

 

a 
ted in 



“What is cholesterol” is a web page from WiseGeek, a general purpose website which focuses on 
giving answers to commonly asked questions. At the date of last visit, answers to thousands 
questions were available in form of articles.  

Even though this particular page tries to provide different points of view about cholesterol, the 
highlighted content elements (circles 1 and 4) and advertising (circles 2 and 3) are mixed. An 
non experienced user may not be able to differentiate the actual content from advertisement.  

The name of the author of the page is provided at the bottom of the page but there is no further 
information about him and his qualifications. The website provides information about its goal, 
staff and editorial procedures, but Wise Geek covers a wide range of topics and there is no clear 
indication that the author of this page has expertise in health or related fields of knowledge. In 
conclusion, this is a document written by an author with uncertain credentials about a health 
topic and published in a general purpose website. It is not trustworthy.  

Conclusion  

In conclusion “We must be careful and check our sources, and 
compare them with other sources, before believing the data the author is presenting or 
selling.”(2). 
The Internet has become a major source of information. However one needs to be cautious while 
searching and using online information sources, because: 

 “Anyone can put something on the Internet - an amateur or an expert  
 From anywhere in the World - be it the United Kingdom or Uruguay  
 They can say anything they like - be it true or false  
 And leave it there as long as they like - even if it goes out of date  
 Or change it without warning - perhaps even remove it completely”(8). 

Good quality information sources are accurate, updated, factual, comprehensive, cites good 
sources that are objective, balanced, correctly written, well-presented, are transparent about 
authorship, sponsorship and purpose. Poor quality information sources are unreliable, invalid, 
inaccurate, out-of-date, lacking in authority or credibility and usually don't cite references. . The 
presence of unfounded statements, unbalanced judgment, mistakes and misspellings, 
inappropriate presentation are also considered as signs of poor quality.  

Post-Course Evaluation  

Each learner will tell the group his opinion about the document he assessed and report his 
judgment criteria. While one participant is reporting aloud another learner will write key points 
into the following table  

Why is it good?   
Why is it bad 
What characteristic did you 

Why is it bad? What characteristics did you 
consider? 
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Module	Seven	‐	Scholarly	Communication		

Introduction 

Scholarly communication is the creation, transformation, dissemination and preservation of 
knowledge related to teaching and research (1). It is also the system scholars and researchers 
employ to create, distribute, use and preserve their work.  

Academic writing fulfills one or more of the following conditions:  
An objective reporting of controlled research, conducted voluntarily or at the request of an 
organization. A term paper meant for submission in partial fulfillment of an award; a thesis, 
dissertation or project meant for submission for an award; a research paper meant for scholarly 
conference or seminar; an article meant for publication in a professional and referred academic 
journal.  

Learning Objectives  

At the end of this module, one should be able to:  

1. Construct an outline,  
2. List the components of a research article,  
3. Know the best practices for plagiarism and apply them to any written work  
4. Publication  
5. Define what an academic journal article is,  
6. Identify the three parts of a presentation,  
7. Apply the tips for an effective presentation and a PowerPoint presentation. 

 

Learning Outcomes  

At the end of the module, one should be able to:  

1. Write a term paper,  
2. Appreciate the consequences of plagiarism and how it can be avoided,  
3. Write a journal article,  
4. Learn how to communicate effectively.  
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Term Paper  

A term paper is a research paper written by students over an academic term or semester which 
accounts for a large amount of a grade and makes up much of the course. It is generally intended 
to describe  
events, concepts, or argue points. It is a written original work discussing a topic in detail, usually 
several typed pages in length and is often due at the end of a semester.  

Process of Preparing a Term Paper  

Step 1: Components of a research paper  
Step 2: Choose a topic  
Step 3: Find information  
Step 4: Gather information  
Step 5: Make a tentative outline  
Step 6: Organize notes  
Step 7: Write the first draft  
Step 8: Revise and edit the draft  
Step 9: Type final paper  

Step 1:  Components of a Research Article  
Title: It should be concise, informative and clearly indicate the research approach used. It should 
attract readers interested in this field of study.  
Author(s):  The purpose is to specify the individuals responsible for the research presented in the 
paper.  
Abstract: Provides a brief summary of the paper. It contains the following information:  

 Introduction:  a few sentences to provide background information on the problem 
investigated.  

 Methods: techniques used  
 Results: the major results presented in the paper; provide quantitative information when 

possible.  
 Discussion: the authors’ interpretation of the results presented.  
 Final summary: - the major conclusions and “big picture” implications.  

Introduction: Provides the reader with background on the research described in the paper. The 
problem should be clearly identified, significance/justification for the study must be stated and 
the limitations.  
Literature Review: must be up-to-date and clearly identify the gaps in previous studies to justify 
the need for the proposed research. The review must present a balanced evaluation of literature 
both supporting and challenging the position being proposed. The important concepts should be 
identified, stated and references should be included.  
Methodology/Methods:   This sections serves two functions: (1) to enable readers to evaluate the 
work performed (e.g., did the authors use the most appropriate and accurate techniques for the 
work?), and (2) to permit readers to replicate the study if they desire to do so.  
Discussion:   The purpose is to provide the reader with a plausible interpretation of the date 



reported and to relate these findings to what other investigators have found.  
Conclusion: It should be supported by the results obtained and the implications of the study must 
be identified.  
References: To provide the full citation for article referenced in the text. A complete reference 
includes all of the authors’ names, the title of the article, the journal name, the volume number, 
page numbers, and the year of publication (2).  

Step 2:  Choose a Topic  
Most good papers are built around questions. Topics can be found in any textbook. Simply take 
some part of the text that is of interest and examine it carefully. Ask yourself the following 
things about it to see if you can locate a question to answer in the paper. Does it tell you all you 
might wish to learn about the subject? Are you sure it is accurate? Does the author make any 
assumptions that need examining? Can two of the more interesting sections in the text be shown 
to be interrelated in some useful way? The paper is an attempt to write a well-organized answer 
to whatever question decided upon.  
The most common error made by students in deciding a subject for a term paper is to choose one 
that is too general. Focus on a limited aspect, e.g. narrow it down from “Neoplasms” to “Spinal 
Cord Neoplasms”. Obtain teacher approval for your topic before embarking on a full-scale 
research. If you are uncertain as to what is expected of you in completing the assignment or 
project, re-read your assignment sheet carefully or ASK your teacher.  
Select a subject you can manage. Avoid subjects that are too technical, learned or specialized. 
Avoid topics that have only a very narrow range of source materials. The most specific subject 
will always have enough aspects to furnish a long paper, if you think about it for a while.  

Step 3: Find Information  

 Begin by making a list of subject-headings under which you might expect the subject to 
be listed.  

 Start a card file using the following forms  

a)    Book and magazine article  

 Subject 
 Author  
 Title  
 Facts of publication 
 Library call number  

b)  Periodicals  

 Author 
 Title  
 Name of periodical  
 Volume and page number  
 Month and year  



Sort these cards into (a) books and (b) each volume of periodicals.  
c)  Consult the card catalog or one can use Online Public Access Catalog (OPAC) in the library 
to locate books - record author, title, publisher, date of publication and call number.  

Surf the Net  

For general or background information, check out web based information services, special 
resource materials on CDs and online resources e.g. National Library of Medicine (NLM) 
Resources [www.nlm.nih.gov], Health Internetwork Access to Research Initiative (HINARI) 
[www.who.int/hinari] and other search tools as a starting point.  
Pay attention to domain extensions, e.g. edu (educational institution), gov (government), or .org 
(nonprofit organization). These sites represent institutions and tend to be more reliable, but be 
watchful of possible political bias in some government sites. Read and evaluate. Bookmark the 
favorite Internet sites, printout, photocopy, and make note of relevant information.  

Step 4:  Gathering Notes  
Skim through the sources, locating the useful material, then make good notes of it, including 
quotes of information for footnotes.  Make these notes on separate cards for each author - 
identifying them by author.  

Take care in note-taking; be accurate and honest. Do not distort the author’s meaning. Remember 
that you do not want to collect only those things that will support the thesis, ignoring other facts 
or opinions. The reader wants to know other sides of the question.  
Get the right kind of material; get facts, not just opinions. Compare the facts with author’s 
conclusion. In research studies, notice the methods and procedures, and do not be afraid to 
criticise them. If the information is not quantitative, in a study, point out the need for objective, 
quantified, well-controlled research.  

Step 5:  Make a Tentative Outline  
All points must relate to the same major topic that was first mentioned in choosing the subject. 
The purpose of an outline is to help one think through the topic carefully and organize it 
logically before writing starts. A good outline is the most important step in writing a good paper. 
Check the outline to make sure that the points covered flow logically from one to the other. 
Include in the outline an INTRODUCTION, a BODY, and a CONCLUSON. Make the first 
outline tentative.  

Example of an outline:  

Introduction - (Brief comment leading into the subject matter)  
If it is a thesis, state clearly the purpose of the research.. What is the main reason for writing the 
paper?  
State also how you plan to approach the topic. Is this a factual report, a book review, a 
comparison, or an analysis of a problem? Explain briefly the major points to cover in the paper 
and why readers should be interested in the topic.  
Example: Thesis statement on “Health maintenance and promotion”.  
Body - This is where one presents the arguments to support the thesis statement. Begin with a 



strong argument, then use a stronger one, and end with the strongest argument for the final point.  
Conclusion - Restate or reword the thesis. Summarise the arguments. Explain why you have 
come to this particular conclusion.  

Step 6:  Organize Notes  

Organize all the information gathered according to the outline. Critically analyze the research 
data. Using the best available sources, check for accuracy and verify that the information is 
factual, up-to- date, and correct. Opposing views should also be noted if they help to support the 
thesis. This is the most important stage in writing a research paper. Analyze, synthesize, sort, and 
digest the information gathered and hopefully learn something about the topic which is the real 
purpose of doing a research paper in the first place. Communicate the thoughts, ideas, insights, 
and research findings to others through written words as in a report, an essay, a research or term 
paper, or through spoken words as in an oral or multimedia presentation with audio-visual aids.  
Do not include any information that is not relevant to the topic. Make sure the information that is 
noted is carefully recorded and in your own words if possible.  
NOTE: Plagiarism is definitely out of the question. Document all ideas borrowed or quotes used 
very accurately.  

Step 7: Write First Draft  
Start with the first topic in the outline. Read all the relevant notes gathered and those that have 
been  
marked. Write the paper around the outline, being sure that in the first part of the paper the 
purpose is indicated.  

 Statement of purpose  
 Main body of the paper  
 Statement of summary and conclusion  

About composition, traditionally, any headings or sub-headings included are nouns, not verbs or 
phrases. Keep things together that belong together. Do not change the subject in the middle of a 
paragraph, and make sure that everything under one heading in the outline is about the same 
general topic. Avoid short, bumpy sentences and long struggling sentences with more than one 
main idea.  

Step 8:  Revise outline and draft  

 Read the paper for any content errors.  
 Double-check the facts and figures.  
 Arrange and rearrange ideas to follow the outline.  
 Re-organize the outline if necessary, but always keep the purpose of the paper and the 

readers in mind.  It is a good idea to do this a day or two after having written the first 
draft.  

 Reading the paper aloud is a good way to be sure that the language is not awkward, and 
that it flows properly.  



 Check for proper spelling, phrasing and sentence construction. Be sure that pronouns 
clearly refer to nouns.  

 Check for proper form on footnotes, quotes, and punctuation. 
Check to see that quotations serve one of the following purposes:  

o Show evidence of what an author has said,  
o Avoid misrepresentation through restatement,  
o Save unnecessary writing when ideas have been well expressed by the original 

author.  

Step 9: Type Final Paper  
Read the assignment sheet again to be sure that everything that is expected is understood fully 
and that the paper meets the requirements as specified by the teacher. Know how the paper will 
be evaluated. Proofread final paper carefully for spelling, punctuation, missing or duplicated 
words. Make the effort to ensure that the final paper is clean, tidy, neat and attractive. Aim to 
have the final paper ready a day or two before the deadline. This gives one a peace of mind and a 
chance to double-check. Before handing in the assignment for marking ask yourself: “Is this the 
VERY BEST that I can do?”  

 

Plagiarism  

Plagiarism  is  the  use  or  close  imitation  of  the  language  and  thoughts  of  another  author  a
nd  the presentation  of  them  as  one’s  own  original  work (3).  Within academia, plagiarism 
by students, professors, or researchers is considered academic dishonesty or academic fraud and 
offenders are subject to academic censure, up to and including expulsion.  
It may refer to the use of another’s information, language or writing, when done without proper 
acknowledgement of the original source. Essential to an act of plagiarism is an element of 
dishonesty in attempting to pass off the plagiarised work as original. Plagiarism is not 
necessarily the same as copyright infringement, which occurs when one violates copyright law. 
Copyright infringement is a violation of the rights of a copyright holder, when material protected 
by copyright is used without consent. On the other hand, plagiarism is concerned with the 
unearned increment to the plagiarising author’s reputation that is achieved through false claims 
of authorship. Like most terms from the area of intellectual property, plagiarism is a concept of 
modern age and not really applicable to medieval or ancient works.  

Consequences of Plagiarism  

Academia  

In the academic world, plagiarism by students is a very serious offence that can result in 
punishment such as a failing grade on a particular assignment or for the course (typically at the 
college or university level).  For cases of repeated plagiarism or for cases in which a student 
commits severe plagiarism such as submitting a copied piece of writing as his or her own work, a 
student may be suspended or expelled.  
Many students feel pressured to complete papers well and quickly, and with the accessibility of 



new technology (Internet) students can plagiarize by copying and pasting information from other 
sources.  
This is often easily detected by teachers for several reasons. Students’ choice of sources is 
frequently unoriginal; instructors may receive the same passage copied from a popular source by 
students, lectures may insist that submitted work is first submitted to an online plagiarism 
detector (4).  
Charges  of  plagiarism  against  students  and  professors  are  typically  heard  by  internal  disci
plinary committees, by which students and professors have agreed to be bound (5).  

Online Plagiarism  

Content scraping is a phenomenon of copying and pasting material from internet websites, 
affecting both established sites and blogs. Free online tools are becoming available to help 
identify plagiarism and there is a range of approaches that attempt to limit online copying, such 
as disabling right clicking and placing warning banners regarding copyrights on web pages.  

Self-plagiarism  

In academic field, self-plagiarism occurs when an author reuses portions of his or her own 
published and 
copyrighted  work  in  subsequent  publications,  but  without  attributing  the  previous  publicati
ons. Identifying self-plagiarism is often difficult because limited reuse of material is both legally 
accepted (as fair use) and ethically accepted (6).  

Some recommended best practices for avoiding issues of self-plagiarism include;  

 Provide full disclosure - mention in the introduction that the new or derivative work 
incorporates texts previously published.  

 Ensure there is no violation of copyright; this may require licensing the previous 
materials from its copyright holder.  

 Cite the old works in the references section of the new work. Give factors that justify 
reuse.  

Famous Examples of Plagiarism  

According  to  a  Boston  University  investigation  into  academic  misconduct,  Martin  Luther  
King plagiarized approximately one third of his doctoral thesis. He also appropriated others’ text, 
without credit, for his famous speeches, including “I Have a Dream (7)”.  
Alex Haley was permitted to settle out-of-court for  $650,000, having admitted that he copied 
large passages of his novel from The African by Harold Courlander (8).  

Is this Paraphrase Acceptable?  

Original: 
 It is imperative that the rehabilitation practitioner have a basic understanding of self-
employment and the wide range of possibilities it offers, as well as the knowledge to assist 



individuals in identifying the reasons they wish to be self-employed, how self employment 
would benefit them, and what kinds of support are necessary to be successful.  

Paraphrase:  
Rehabilitation practitioners must have a basic understanding of self-employment possibilities to 
assist clients in considering why they wish to be self-employed, how self-employment would 
benefit them, and what supports they need to be successful (9).  

How to Avoid Accidental Plagiarism  

 When taking notes, note the source and page number, and put quotation marks around 
wording from the source. Without quotation marks, you will forget which words were 
yours and which were not.  

 Try paraphrasing as you take notes or use simple key word notes, rather than writing 
down wording from the original.  

 Check all paraphrases against the original.  Following the original sentence structure and 
substituting words here and there is unacceptable (10).  

 

Journal Article  

An academic journal is a peer-reviewed periodical in which scholarship relating to a particular 
academic discipline is published (11). Academic journals serve as forums for the introduction 
and presentation for scrutiny of new research, and the critique of existing research e.g. East 
African Medical Journal.  

Introduction  

Establish the context of the work being reported. This is accomplished by discussing the relevant 
primary research literature (with citations) and summarizing the current understanding of the 
problem being investigated.  
The first task to accomplish as one begins the process of writing is to order and 
organise    information to be presented. Some people work well from an outline, others do not. 
Some people write first to discover the points, and rearrange them using an after-the-fact-outline. 
Whatever process one uses, be aware that scientific writing requires special attention to order 
and organisation. The formats of journal articles vary, but many follow the general IMRAD 
scheme recommended by the International Committee of Medical Journal Editors (ICMJE). Such 
articles begin with an abstract, which is one-to-four paragraph  
summary of the paper. The introduction describes the background for the research including a 
discussion of similar research. The materials and methods or experimental section provides 
specific details of how the research was conducted. The results and discussion section describes 
the outcome and implications of the research, and the conclusion section places the research in 
context and describes avenues for further exploration (12).  



Audience:  Who will be reading the paper? Usually one will be writing to fellow peers.  
Simple advice: Address the paper to another interested biology student, or laboratory group, in 
this course, and assume that they have at least the same knowledge and experience that you have. 
Knowing the audience helps to decide what information to include. One would write a very 
different article for a narrow, highly technical, disciplinary journal versus one that deals with a 
broad range of disciplines.  

Prose  

The writing should be in complete sentences and easily understood. It should conform to the 
conventions of standard written English (sentence form, grammar, spelling, etc.) The ideas will 
have little impact, no matter how well the research, if they are not communicated well. Choose 
words correctly and wisely.  
It is important to write clearly and concisely. Make sure that every paragraph has a clear topic 
sentence and that the paragraph content supports the topic. The goal is to report the findings and 
conclusions clearly, and with as few words as necessary. The audience (other scientists usually) 
are not interested in flowery prose, they want to know the findings. The standards that a journal 
uses to determine the publication can vary widely. Some journals, such as Nature and Science 
have a reputation of publishing articles that mark a fundamental breakthrough in their respective 
fields.  
Remember: Writing and thinking are closely linked enterprises - many people have noted that 
“fuzzy writing reflects fuzzy thinking”. When people have difficulty translating their ideas into 
words, they generally do not know the material as much as they should.  

Style Considerations  

 Be clear and concise: Write briefly and to the point. Say what you mean clearly and avoid 
embellishment with unnecessary words or phrases. Brevity is very important. Use of the 
active voice shortens sentence length considerably. For example:  

Active Voice: Health workers need to advise women in the antenatal period on diet especially on 
foods which are rich in vitamin C.  
Passive Voice: There is need by the health workers to advise women in the antenatal period on 
diet especially on foods which are rich in vitamin C.  

The former is simple and straightforward; the latter is wordy and clumsy.   Occasionally you will 
have no choice but to use passive—for instance, when the subject of the sentence is unknown—
but in most cases you should use the active voice.  
Precise word use is critical.  Scientific terminologies carry specific meanings; learn to use them 
appropriately and consistently. A critical function of technical terminology is to say a lot with a 
few words, i.e., economy. Direct the paper toward the average reader in the intended audience.  

Things to Note  
Abbreviations: Do not use abbreviations in the text except for units of measure. Always 
abbreviate these when using them with data (2mm; 10 min.).  
Use Past Tense: Research papers reflect work that has been completed, therefore use the past 



tense throughout the paper (including the introduction) when referring to the actual work done, 
including statements about the expectations or hypothesis. Use the past tense, as well, when 
referring to the work of others that may be cited.  
First vs. Third Person: If there is only stylistic area where scientific disciplines and journals vary 
widely, it is the use of first vs. third person constructions. Some disciplines and their journals 
(e.g., organism biology and ecology) have moved away from a very strict adherence to the third 
person construction, and permit limited use of the first person in published papers. Limit use of 
first person construction (i.e., I or we) undertook this study…), usually it is most acceptable in 
the Introduction and Discussion sections, and then only to a limited extent. Use first person in the 
methods sparingly if at all, and avoid its use in the results  
Use Active Verbs: Use active verbs whenever possible; writing that overly uses passive verbs (is, 
was, has, have) is not good to read and almost always results in more words than are necessary to 
say the same thing. 

The clarity and effectiveness of writing will improve dramatically as one increase the use of 
active voice. For example:  
Sample: According to the certification theory, there is no intrinsic relation between creativity and 
IQ. Revision: Certification theory posits no intrinsic relation between creativity and IQ.  
References to the research findings of others are an integral component of any research paper. 
The usual practice is to summarise the findings or other information in one’s own words and then 
cite the source. Any ideas or other information that are not one’s own must be substantiated by a 
reference that is cited in the text. As a rule research papers, direct quotations and footnoting are 
not practiced - simply restate the author’s ideas or findings in your own words and provide a 
citation.  

Communication Skills  

Communication is the ability to use language (receptive) and express (expressive) information or 
is a set of skills that enables a person to convey information so that it is received and understood.  
Effective presentation and public speaking skills are important in business, training, teaching, 
lecturing and generally entertaining an audience. Developing the confidence and capability to 
give presentations, and to stand up in front of an audience and speak well, are also extremely 
helpful competences for self-development. The presentation should have three parts; an 
introduction, body and conclusion.  

Introduction  
Introduce the topic, but also arouse interest of the audience in the topic. Get the attention of your 
audience by involving them in your topic. You can do this by asking a question, offering an 
interesting fact, using a quotation or telling a short story.  

Preview the content of the presentation by offering a brief outline of what will be discussed. You 
may also want to include why you chose this topic.  

The Body  
The body of the presentation should support the introduction by offering facts, opinions, and 



reasons to support the topic. It should contain at least three ideas with supporting details to 
illustrate the point.  

The Conclusion  
The conclusion should restate the main points without giving examples. Think of it as a brief 
summary which emphasizes what the audience should remember. Conclude with a 
recommendation, a personal thought, an observation, or a question. The closing statement  (the 
last statement)  should pull the presentation together.  

Tips to Good Communication  
Dos  

 Try to create a positive impression right from the beginning - ‘first impression, lasting 
impression’; first impression influences the audience’s attitude to the presenter.  

 Choose the right words and language - the American vs British spelling matter.  
 Appearance - Dress appropriately for the occasion.  
 Always introduce and conclude - put a head and tail on the body of your presentation.  
 KISS (Keep it simple and short)  
 Organise and clarify ideas in your mind before you attempt to communicate them. If you 

are feeling passionate about a topic, you may become garbled if you haven’t already 
thought of some key points to stick to when communicating it.  

 Think about setting the listener at ease before launching into the conversation or 
presentation. It can help sometimes to begin with an interesting anecdote. Not only does 
it help the listener identify you as someone like them, it can also help ease you into the 
conversation or presentation.  

 Stay on topic. Once you start addressing your three main points, make sure all facts, 
stories, allusions, etc., add to the conversation.  

 Look on the Internet for examples of great speakers in action. There are plenty of role 
models instantly accessible through videos online. Treat them as your “personal 
communication coaches”.  

 Use facial expressions consciously. Aim to reflect passion and generate empathy with the 
listener by using soft, gentle, and aware facial expressions. Avoid negative facial 
expressions such as frowns or raised eyebrows.  

 Communicate eye to eye. Eye contact establishes rapport, helps to convince that you are 
trustworthy, and displays interest.  During a presentation, it is important to look into the 
other person’s eyes of possible and maintain contact for a reasonable amount of time (but 
don’t overdo it; just as much as feels natural, about 2-4 seconds at a time).  

 Use hand gestures carefully. Be conscious of what your hands are saying as you speak. 
Pay attention to the gestures as you make them; it also helps to watch other people’s hand 
gestures to see how they come across to you.  

 Remove distractions. Turn off the cell phone and put away the iPod. Do not allow 
external distractions to act as crutches that keep sidetracking your concentration.  

 Thank the person or group for the time taken to listen and respond. No matter what the 
outcome of your communication, even if the response to your talk or discussion has been 
negative, it is good manners to end it politely and with respect for everyone’s input and 
time.  



Don’ts  

 Avoid use of jargon and complex technical terms 
 Avoid vague and general/sweeping statements 
 Avoid mixing facts with opinions, views and perceptions  
 Avoid offensive phrases such as; without wasting your time any further, I hope I am not 

boring you!  

Introduction to Presentation Skills with a Focus on PPT  
Research findings can be presented as power point (ppt) or as posters. Poor presentation negates 
the otherwise good research findings.  
We all look forward to delivering a successful presentation.  

Tips  

 Use a template already provided in MS office.  
 Avoid different styles, colours and slide designs in one presentation - you want the 

audience to focus on what you present, not the way you present it.  
 Illustrations: - figures, tables, photos are good summary of research findings.  
 Use proper animation.  
 Use the slides only to convey the main points and in a summary form.  
 Do not read the slides but present them; If all you are going to do is read from the slides 

or overheads, then just send the slides!  
 Avoid reading full text as you present.  
 Take some time to practice on memorizing what you want to say, and the examples to 

give, use the slides to keep yourself on track.  
 Learn the simple key “enter” or clicking the mouse to avoid asking people to “enter” or 

“next” for you.  
 Time is important so you must prepare well and time your presentation to avoid 

embarrassment.  
 Avoid long sentences - remember it is “power point” not “power sentence”! Tips: Caps 

and Italics  

Do not use all capital letters because they make text hard to read, conceal acronyms and deny 
their use for EMPHASIS.  

Do not use italics except for “quotes”, highlighting thoughts or ideas, book, journal or magazine 
titles.  

Tips: Colours  
Colour can be a powerful tool for presenting information, but can also be distractive, reds and 
oranges are difficult to stay focused on; greens, blues and browns are better.  
White on dark background should not be used if the audience is more than 20 feet away. It is 
harder to read the further away you get.  
The recommended colour combination is a dark background with light colour text. The best 
option is to use the template.  



Tips: Background vs. Templates  

The easiest and best way is to use a template, which has ready-made colour combinations.  
If you choose not to use a template, and prefer ‘backgrounds’ as a guideline, pick a background 
colour and use three additional colours of text for maximum impact.  

Tips: Bullets  

Keep each bullet to one line, two at the most (ideal!)  
Limit number of bullets to six per screen, four if there is a large title, logo, etc. Crowded text 
looks busy and hard to read.  

Tips: Font  
Choose a font that is easy to read, e.g. Roman, Verdana, Tahoma. Stick to one or two types of 
font sizes.  
Bulleted points should not be less than 28 points.  
Titles/headings should not be less than 32 points.  

Finally  
Always have a back-up copy e.g. send it to your e-mail and carry at least two printed copies 
(note the difference in printing slides vs handouts, etc.).  
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Definition of Terms  

Scholarly communication - Standard ways of providing of information by authors for 
publications  
Term paper - Students presentations of researched coursework or assignments at the end of a 
term  
Plagiarism - Academic theft normally done by students who just copy and paste from Internet 
and copying without providing citations of print sources.  
Journal - A publication which is periodically, if not regularly, issued and provides research 
reports by specialists in a particular field of knowledge.  
Communication skills - Proper ways of talking to people in understandable manner especially 
in learning environment.  

 


