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Guidelines on Coursework Presentation

1
Good Practice in Presenting Assignments and Essays

a) Students should be encouraged to write legibly, to punctuate and spell accurately and to leave a margin of about an inch for tutor's comments on the left side of the page.

b)     Chapter 5, section 3 of The Good Study Guide, Northedge A, (1993), 5th Edition, The Open University, provides a useful section on how to write essays.  It sets out the key points of good essay writing, covering the following topics:

· Answering the question

· Drawing on the course material

· Showing a good grasp of the ideas in the course

· Writing in your own words (the temptation to plagiarise)

· Presenting a coherent argument

· Adopting an objective, analytical style

· Writing clearly

c) Students should be reminded that materials used in one formally assessed assignment should not be substantially replicated in another.

2 Acknowledgement of Sources of Ideas and Text

Students must not use, and present for assessment, ideas and expressions from other sources or copy directly from particular texts without proper acknowledgement of their source in each instance.  Failure to do so constitutes plagiarism (c.f. Appendix 3)..

Sections 3 and 4 below explain how to cite references in a bibliography. The following examples indicate two ways of acknowledging references within a piece of work:

The first approach is to summarise the argument of another author without direct quotation, for example Dore (1976) claims,

“educational qualifications are valued as certificates of social acceptance rather than as indicators that the possessors have learned something useful.”


The second approach involves the direct quotation of short passages, for example as Dore (1976, p42) says,

"The paradox of the situation is that the worse the unemployment situation gets and the more useless educational certificates become, the stronger grows the pressure for an expansion of educational facilities"

3
Bibliographical References


There are a number of methods of citing references. One of the most commonly used in

 
academic institutions is the Harvard referencing system. Below is a brief guide to the Harvard method:

a) References in the text of an essay should consist of the author's name followed by the date of the work, e.g. 'Smith (1970) states' or 'a number of authorities (Smith 1970, p8; Smith and Wilson 1972) argue...' or, where there are more than two authors, ‘Wilson et al (1975) conclude…’

b) The complete references should be listed at the end of the essay, in alphabetical order by author's name and then by the date of the work (earliest first). Titles of books should either be underlined or in italics, all lower case apart from the initial letter of the first word. Book details can be found on the title page of the publication and these details should be used in preference to those found on the front cover.


Author/Editor surname, Initials. (date) Title, Place of publication, Publisher.


Examples


Hornby N. (1992) Fever Pitch. London, Penguin Books Ltd.

Cosin, B., Flude, M. and Hales, M. (eds) (1989) School, Work and Equality, Sevenoaks, Hodder and Stoughton Educational.

c) Where more than one work by the same author has appeared in the same year each should be indicated by the date followed by a, b, c, in both text and references: eg, Smith (1970a).

d) When citing an article in a journal or newspaper the following format should be used:

Author/Editor surname, Initials, (Date) ‘Title of article’ Name of Publication, Volume Number or date, page reference.



Example



Church, M. (2002) ‘Tuned in to the vibes of the global tribes’ The Times Higher Education Supplement March 8 2002, p. 24-25.

Please note where there are borderline students and their referencing is either incomplete or inadequate then particular attention must be given to their suitability to progress to higher-level courses.

4.

Citing Electronic Sources
Increasingly information is available in a variety of electronic forms and students should ensure that references to electronic sources are fully acknowledged by citations within the body of the essay and inclusion in the reference list. Below is a brief guide to Harvard referencing for electronic sources:

a) Internet sources should be cited using the following format:

Author/editor surname, Initial. (Year) Title [online]. Edition.(if applicable) Place of Publication (if known), Publisher( may be the organisation responsible for maintaining the site) Available from: URL [Accessed date – i.e. when you viewed, downloaded or printed the web page].

Often information is placed on the internet without reference to a specific author. In these cases cite the smallest identifiable organisational unit as the author

Example

University of Sheffield Library (2001) Recording and citing references [online] Sheffield, University of Sheffield. Available from:


http://www.shef.ac.uk/library/useful/refs.html [Accessed 9th April 2002]

Detailed information about citing electronic references can be found on this webpage.

b) When citing from other electronic sources, such as audiocassette, CD-ROMs, Film, microform, video, DVD, radio or television broadcasts, a description of the nature of the item should be given after the title.

Example

Rock, F. (2001) Fraggle Rock: The Wilderness Years [DVD], Boulder, USA, Lighthouse Media Publications.

5.    Sources of further information

All HEFC students have access to the University’s eLearning portal, through which you can find out more about study skills via SkillsPlus.

