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Preface to the Sixth Edition

Teaching and learning to write in a technical and professional language is an important part of education in
speech-language pathology. However, students often do not begin to acquire acceptable writing skills until
they enroll in clinical practicums or in graduate research seminars in which professional and scientific writing
are required. Unfortunately, because of limited instruction in scientific and professional writing, many

graduate students are both challenged and frustrated in their research and clinical writing assignments.

Students in speech-language pathology programs who have taken courses on writing offered in other
departments still do not have adequate technical and professional writing skills. Instructors know that merely
extolling good writing and asking students to read some of the many available books on how to write well
are not effective. Teaching writing skills is time and effort intensive because unless students have examples
to follow and receive feedback on their writing, their skills do not improve. Students have to write, receive
feedback, and rewrite. Although it does not obviate the need for writing and rewriting, this coursebook

makes that task somewhat more practical for both the student and the instructor.

There are many books on writing, but few give opportunities to practice writing while glancing at
exemplars. Writing courses are generally designed to teach rules of grammar, not writing. An explicit
knowledge of grammar rules will help avoid grammatical mistakes. But good writing goes beyond mastering
grammatical rules. Also, individuals who cannot recite rules of grammar can still write well. Exemplars
of good writing and opportunities to practice writing are both essential to learn writing skills. Therefore,

I designed this new type of book, which I call a coursebook.

The most important aspect of this coursebook is the way the left-hand and right-hand pages are designed
(and keyed by icons). Most left-hand pages show specific examples of general, scientific, or professional
writing (eyeglass icon). In many cases, both the incorrect and correct versions are shown. The corresponding
right-hand pages require the student to write correctly (pencil icon). Typically, the facing pages contain the

same rules or exemplars: one to read about and the other to write on.

Xv




xvi Selected References

This coursebook is designed with the following assumptions:

* Students who simply memorize the rules of grammar do not necessarily write well; they need practice

in writing.

* Students should have many examples of the skills they are expected to learn, including grammatically

correct and well-organized writing using an accepted style.
* Students should read an exemplar and write one immediately.
* Students should write multiple exemplars.
* Given exemplars and the student writing should go hand in hand.
* To the extent possible, students should receive feedback in the classroom.
This book has been used in a dedicated course on scientific and professional writing. Students actually
wrote in the class. Students were randomly asked to read samples of their writing. The instructor then gave

feedback, correcting any mistakes. The rest of the class then corrected their mistakes, if any. This act of

writing was immediately followed by positive reinforcement or corrective feedback.

It was my hope that instructors and student clinicians would find it useful in teaching and learning
writing skills in the classroom. The response of instructors around the country has been overwhelmingly
positive. Many instructors have commented that there has been a need for this kind of book and that the

coursebook method is more effective in teaching writing skills than are traditional books on writing.

Both clinical supervisors and academic course instructors can use this book to teach scientific and

professional writing skills. The book can be used in the following contexts:

® acourse on writing

* courses on assessment and diagnosis

* courses on research methods and introduction to graduate studies
e clinical practicums and internships

* independent studies in writing skills

* informally assigned work to help individual students master good writing skills (students may be

assigned selected sections to complete, depending on their deficiencies)

New to Sixth Edition

The scientific writing section of this sixth edition is based on the seventh edition of the Publication Manual
of the American Psychological Association (2020). The method of citations in the text and the reference list
formats have been updated to conform to the seventh edition of the Manual. The electronic source citation

method has been updated.

Guidelines on submitting electronic papers, books, and book chapters to academic journals or publishers

have been updated. How the author may manage their submitted work during the review process has also



Preface to the Fifth Edition xvii

been covered. A brief overview of reviewing and revising the copyedited manuscripts, along with correcting

page proofs the authors receive as PDF documents has been included. The topic of electronic submission of
convention and conference proposals was updated. A revised section (B.4.62 Guidelines on Using Electronic
Sources in Scientific Writing) describes safer practices of searching and evaluating web-based information for
general reliability and validity. Another section (B.4.63 Examples of Electronic Sources in the Reference List)

has been updated to give examples of referencing electronic sources in the reference list.

The section B.2. (Terms for Writing Without Bias) has been thoroughly revised to reflect the latest
writing practices related to pronoun usage; writing without prejudicial reference to age, gender, and gender
identities; varied sexual orientations, disability, ethnic or racial identity, and unfavorable comparisons of
groups recruited for a research study. Several new exemplars and practice opportunities have been created for
this revised edition. A new glossary that defines terms related to biased writing and appropriate alternatives

has been added to this revised edition.

The professional writing section of the new edition was also revised and updated to reflect current
clinical terms and practice. A new trial-by-trial treatment progress recording sheet has been added to the
section on progress report writing. A Subjective, Objective, Assessment, and Plan (SOAP) progress report
written in medical settings has been added to the same section. A new section has been added on report
writing in public schools, which includes an assessment plan that helps determine whether a student meets
the school districts criteria for enrollment in clinical speech-language services. Also included is a new SOAP

document that public school clinicians may write.



PART A

Foundations of Scientific
and

Professional Writing




@ 2 A.1. Basic Rules of Usage

A.1. Basic Rules of Usage

Ampersand

* The ampersand (&) stands for the conjunction and.

* It is used only with certain proper names and abbreviations.

A.l.1a. Use the Ampersand Correctly

Incorrect Correct Note

(Johnson and Thompson, (Johnson & Thompson, 2022) | Two authors in parentheses or
2022) in the reference list.

American Telephone and American Telephone & Use it only if the company itself
Telegraph Telegraph uses it.

U.S. Department of Health & | U.S. Department of Health and | Some government agencies do
Human Services Human Services not use an ampersand.

The local S and L may be The local S & L may be helpful | Used with an abbreviation, with
helpful in getting a loan. in getting a loan. one space on either side of it.
The R and D spokesperson The R&D spokesperson hinted | Some technical and scientific
hinted at new products. at new products. abbreviations take an

ampersand without space on
either side of it.

Note: R&D refers to research and development [department].

Apostrophe

A.1.2a. Do Not Turn a Possessive Into a Plural

Use an apostrophe when needed.

Incorrect Correct Note

The persons resistance to The person’s resistance to

treatment was high. treatment was high. Singular possessives
The clients prognosis is good. The clients prognosis is good.

The clinicians motivation to The clinicians’ motivation to

treat matters. treat matters. Plural possessives
The participants socioeconomic | The participants’ socioeconomic

status did not have an effect. status did not have an effect.
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Ampersand

A.1.1b. Use the Ampersand Correctly

Incorrect Write correctly

Williams and Wilkins

Johnson and Thomson Co.

U.S. Department of Education & Human
Development

The local S and L gives loans.

The R and D department is nonexistent.

Apostrophe

A.1.2b. Do Not Turn a Possessive Into a Plural

Incorrect Write Correctly

I will train this clients mother.

Ambiguous stimuli reduce a treatments
effectiveness.

The treatment settings influence cannot be
ignored.

Several clients progress was slow.

The persons feelings should be considered.

Pediatricians awareness of early language
problems is limited.

Hint: Some examples contain a plural and a possessive.
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A.1.3a. Do Not Turn a Plural Into a Possessive

Do not use an unnecessary apostrophe.

Incorrect Correct Note
The characteristics of aphasia The characteristics of aphasia are
are well known. well known.

The characteristics’ of aphasia
are well known.

In the 79705%, the clinicians In the 79705, the clinicians

began to treat language. began to treat language. Plurals, turned into possessives.
I selected 10 participants. I selected 10 participants. Common mistakes.

The animals have rights. The animals have rights.

Twenty clients’ were treated. Twenty clients were treated.

The parents’ were not The parents were not

cooperative. cooperative.
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A.1.3.b. Do Not Turn a Plural Into a Possessive

Incorrect Write Correctly

Individuals’ with dysarthria have neurological
problems.

Many factors’ affect the treatment outcome.

The problems of the 1980’s will persist into the
19907.

The clients are in their 60’s.

I studied several variables’ related to the
participants’ language skills.

Hing: Contains a plural and a possessive.




A.1.4a.

Use the Correct Forms of Possessive Nouns

A.1. Basic Rules of Usage

Several rules dictate the use of possessive forms. The simplest rule is to add the apostrophe and an s, as
in the man’s hat, the girl’s shoes, and the cat’s mil. Mistakes arise from the variable practice of adding or not

adding ¥ to words that end in s.

Incorrect

The boyss room is large.

Correct

The boys’ room is large.

The ladiess purses are small.

The ladies purses are small.

The rigerss look is ferocious.

The tigers’look is ferocious.

Note

Most regular plural words do
not take an extra s; they only
have an apostrophe.

The mens health history was
not reported.

The mens health history was
not reported.

The childrens ages were not
specified.

The children’s ages were not
specified.

Those womens language skills
are superior.

Those womens language skills
are superior.

Most irregular plurals take .

The oxens hoofs are short.

The oxens hoofs are short.

Hooves is acceptable.

The horse’ skin is shiny.

The horse skin is shiny.

The mouse’ tail is long,.

The mouse’s tail is long.

Most words that end in s
also take ¥, as shown in later
examples.

This one is for old timess sake.

This one is for old times’ sake.

He did it for appearancess sake.

He did it for appearances’ sake.

However, a few words that end
in s (sound) do not take an
extra s.

Charles wedding was a grand

event.

Charless wedding was a grand

event.

Mr. Burns’ humor is wonderful.

Mr. Burnss humor is wonderful.

James novels are serious.

Jamess novels are serious.

Thomas’ acting is superb.

Thomass acting is superb.

Keats' poetry is beautiful.

Keatss poetry is beautiful.

Most monosyllabic or disyllabic
proper names that end in s also
take 5 a common mistake is to
omit the s after the apostrophe.




¥
A.1. Basic Rules of Usage 7 ,

A.1.4b. Use the Correct Forms of Possessive Nouns

Incorrect Write Correctly

The boys’s boots are here.

The ladies’s dresses are sold here.

The mens educational status was unknown.

The childrens language skills were not described.

Womens professions are constantly changing.

The horse’ speed is unmatched.

The mouse’ manners are awful.

Have one for old times’s sake.

She would not do it for appearances’s sake.

Charles’ graduation party was enjoyable.

Mr. Burns’ 100th birthday celebration was
cancelled.

James’ writings are philosophical.

Thomas’ lecture was boring.

Keats’ poetry is immortal.




