Presentation of essays and assignments.
General Advice 


(written by Professor Mike Hart)
1.   Follow the elementary rules of English grammar and sentence construction.

Because you are the generation to whom English was not taught systematically, then the standards of expression are generally poor.  I believe that ‘every teacher is a teacher of English’ and I generally try to correct errors in submitted work.  The most common error of all is to use a comma (and sometimes the word however) as a means of separating sentences.  So, for example, the following should be two sentences….

(Incorrect)
There is a great need for regulation in the food industry, for this reason all shops serving food have to….
or 
There is a great need for regulation in the food industry, however there have been improvements in recent years…

should both be separated into two sentences as in the examples below:

(Correct)
There is a great need for regulation in the food industry. For this reason all shops serving food have to..

There is a great need for regulation in the food industry. However, there have been improvements in recent years…
Punctuation of the words ‘it’s’
It's is a frequent and elementary error as in 'In it's present form...'
[It's, indicating possession, breaks the rule and does not take an apostrophe!]

It's should only be used to indicate 'it is' where the apostrophe takes the place of the missing 'i'. However, avoid constructions such as it's, can't, won't etc. in a formal essay but spell out in full ie. it is, cannot, will not, etc.

2.   Leave yourself time to proof-read carefully.
You should always leave yourself sufficient time to undertake  a careful proof-reading of the assignment on paper and not on the screen.  Errors are much easier to spot when you are reading them from a paper draft than on a computer screen (for complex reasons).  You should read through a draft carefully and correct every single mistake you can see.  Failure to do this means that you have not yet demonstrated good time management skills.  The assignment should be ready at least one day before the formal hand-in date to give you enough time and space to do this properly.
3.   Familiarise yourself with Harvard referencing standards and apply them.


The basic rules are very simple and here they are.

Every time you use information for which you have relied upon someone else (i.e. it is not your own thoughts) then you should cite the source you have consulted.  There are two common forms of doing this…

(In a sentence) Recent research by Bloggs (2005) indicates that…

(At the end of a sentence) ..and this has been demonstrated in some recent research (Bloggs, 2005).

Then you should have an alphabetical list, by author, of every author you have cited in the text in your List of References.  

If you have read a source, then it is either useful (in which case it should be cited) or has no relevance at all (in which case, do not mention it).  Hence bibliographies which contain books you have not read are useless!
Indirect references are references to an author in a source you have read.

According to Jones (as cited in Smith, 1982, p. 276), the ....

In the List of References, only include the book you have actually read:

Smith. G. (1982). The placebo effect. Psychology Today, 18, 273-278.

You should have a 1:1 correspondence between authors cited in the text and those mentioned in the List of References.  If it is cited in the text, then you have read it and it should be in the List of References – if it is in the List of References, it should be cited in the text. 
(This is a normal academic convention for the way in which academic papers and research reports get written).

In order to avoid possibility of inadvertent plagiarism, take the plagiarism quiz test (if you have not already done so) available at:


http://plagquiz.here.ws
4.   Internet referencing is a skill to be learnt.

You should strive for a judicious blend of conventional books, journal articles and internet sources).  Quoting an internet source is a skill to be learnt!  Remember that the URL (Uniform Resource Locater) or address of a webpage is not, by itself,  a reference.   It is similar to a publisher only.

Every webpage has been written by a person (not by the website itself!)  So the rule is to look for an author (and a date, which can be problematic)  If you cannot find an author, then assume that the sponsoring organisation is the author.

Here is an example…
http://www.hse.gov. uk   (is a website) but the author is presumed to be
Health and Safety Executive.  This should be cited in the text as…

Health and Safety Executive (date)  ….  And in the List of References as:

Health and Safety Executive (date) Title of website
http://www.hse.org.uk [accessed 18 February 2005]

5.  Study the accompanying materials carefully. 
Use them next time you write an assignment.

Take a pride in the appearance and presentation of your document and strive for a degree of professionalism.

You should observe the following conventions:

· Always put the assignment title on your assignment. It is often a good idea to 
     ‘cut and paste’ this from an electronic version of your module handbook.

· Put your name in a footer and number the pages.  A word count is easy to 
      insert at the end.

· Use 1.5 spacing so that your tutor can insert comments.  
      A font size of 12pt is conventional.

· Avoid the use of staples (many assignments are photocopied for quality 
     control purposes and the staples only have to be removed)

6.   You should find some useful materials on this website 
   (written and maintained by Mike Hart.)
http://ucw-tutor.co.uk
The first three items under General Tutorials should be particularly useful to you:

· 
Help with Essays and Assignments
· 
How to write a bad assignment
· 
Quick Guide to Harvard Referencing
The following excellent site helps you to brush up on your grammar, punctuation and citation skills:

http://www.uefap.co.uk/writing/writfram.htm

Consult your tutor if you have any doubts or queries!
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