Department of Rehabilitation Science

First Semester Writing Checklist

Review the following the checklist before turning in your papers to ensure that you have not made common errors.
Check if correct 
Elements to Check 
Page Number* 




APA
Dept.


Format: Computer generated, double spaced, 1" margins, 12-point font, correct cover page, pages numbered beginning with the first page of text, no running head, printed on clean paper.

47


Spelling, grammar, and punctuation: Correct spelling, use of words, and capitalization (also see specific examples below).

48


References in text: Information from other sources is appropriately referenced.

48


Plagiarism: Written in own words with no “half-copying” or other types of plagiarism.

49-50


Reference list: Punctuation, capital letters, and other elements of the references are correct (carefully match to the samples in the APA manual).  
215 +



Abbreviations: Abbreviations spelled out the first time (e.g., The University of Oklahoma Health Sciences Center [OUHSC]).
104-105
51


Active voice construction and dummy subjects: Uses active voice construction whenever appropriate (e.g., “I measured range of motion,” not “range of motion was measured”). Avoids using dummy subjects whenever possible (e.g., “Four articles related to the patient’s problem,” not “There were four articles that related...”
41-42
51-52


Adapt: Uses “adapt” to refer to people and “modify,” “alter,” or “assistive” to refer to environments, tasks, or equipment.

52


Affect and effect: Uses “affect” as a verb and “effect” as a noun, unless other usage is correct.

52


Additionally and also: Avoids beginning sentences with “also” or “additionally.”

52


Big words and little words: Uses little words instead of big words unless the big words convey more precise meaning (e.g., “use” instead of “utilize,”and “about” instead of “with regards to.”

53


Capitalization: Capitalizes first letters of proper names and titles, but not theories, diseases, muscles, nerves, or general descriptions. 

53


Comparisons: Completes comparisons when using such words as “more,” “less,” and “greater.”

53


Data and datum: Data are plural and datum is singular.

53


Feel and think/believe: Uses “feel” for emotion or tactile sensation and avoids substituting “feel” for “think” or “believe” (e.g., “I think the article was peer-reviewed,” not “I feel the article was peer-reviewed.”)

53


Gender: Uses gender neutral terminology unless referring to a specific person.  Does not use “she/he,” “he and/or she” or other awkward terms. 
66-67
53-54


Its and it’s: Uses “its” for the possessive (e.g, “the department saves its money) and “it’s” for the contraction of “it is” (e.g., “it’s Friday.”

54


Jargon: Avoids jargon such as “presents with,” “status post,” and other imprecise, unclear, and wordy terms. 

54


Lay and lie: Chickens lay eggs and people lie down.

54


Modifiers: Avoids misplaced modifiers (e.g., “after giving the patient the home program, the therapist gave her the videotape,” not “after receiving the home program, the therapist gave the patient a videotape.”
50-51
54-55


Nouns and pronouns: The number of nouns and pronouns agree (e.g., “the therapists used their goniometers,” not “the therapist used their goniometer.”
47
55


Numbers: Spells out numbers or uses Arabic numerals, as appropriate. 
122-128
55


People-first language: Puts the person first and uses non-biasing terms (e.g., “people with stroke,” not “stroke victims,” and “uses a wheelchair,” not “wheelchair bound.”
69-76
56


Population: Avoids using “population” unless meaning everyone in the world who meets specified criteria.

56


Precision:  Avoids colloquialisms, slang, contractions, and other informal expressions. 
34-36
56


Punctuation with quotation marks: Places periods and commas inside quotation marks (e.g., “The child was 4 years old.”) Places colons and semicolons outside quotation marks (e.g., “The child was 4 years old”;).
119
56


Series: Uses a comma before the conjunction in a series of three or more (e.g., “therapists, physicians, and dentists,” not “therapists, physicians and dentists.”
78
56


Since and because: Uses “since” to convey time and “because” for cause and effect (e.g., “because the student was a basketball player,” not “since the student was a basketball player.”
57
57


Superlatives: Avoids using superlatives (e.g., “very,” “critical,” and “essential”; convinces using good arguments instead.

57


Tense: Uses present or past tense consistently.

57


That and who: Uses “who”to refer to people and “that” to refer to things or animals (e.g., “the man who had a stroke,” not “the man that had a stroke.” 
48
57


That and which: Uses “that” for restrictive clauses and “which” for non-restrictive clauses (“which” is preceded by a comma) (e.g., “the school that was in first place,” not “the school which was in first place.”
55
57-58


Thing and things: Avoids using “thing” and “things” in place of more precise words. 

58


Unnecessary words: Omits unnecessary words.
36
59


While and although: Uses “while” only for events occurring at the same times, not in place of “although” (e.g., “although the College of Allied Health is far from the library... ,” not “while the College of Allied Health is far from the library... .”
56-57
59

* “APA” refers to the 5th edition of the Publication Manual of the American Psychological Association (2001) and “Dept.” refers to the Department of Rehabilitation Science Student Handbook (2001). 
1

