Presentation and Submission of Assessed Work

Referencing

It is vital in all your written work that you give a clear indication of your sources. Failure to do so constitutes plagiarism, which will be heavily penalised (see also the section below on plagiarism). There are two methods by which you inform your reader about which sources you have used and how you have used them:

1. A bibliography is a list of books, articles and other sources you have consulted in the preparation of your coursework. A bibliography is normally required for most written work and you should provide one unless specifically advised that it is not required.

2. References are used to give precise information about where you have derived a particular argument or quotation from. You must give a reference to each source in the body of your work.

Conventions

A number of conventions are used in scholarly publications. The following is a summary of the main points.

a)
Books

Book references should give the name of the author, the year of publication (in brackets), the title (underlined or in italics), the place of publication and the publisher. You must also be consistent in your use of punctuation in references. Use the following examples as models:

Koenigsberger, H. G. (1987). Early Modern Europe 1500-1789. London: Longman.

or


Koenigsberger, H. G. (1987). Early Modern Europe 1500-1789. London: Longman, 1987.

b)
Journal articles

Hargreaves A. G. (1992). Migration Controls, Open Frontiers and European Unity, Journal of Area Studies 1, 74-86.

c)
Chapters in books Where the reference is to an article or chapter in an edited book, use the following example as a model:

Evans, M. (1996). Languages of Racism within Contemporary Europe. In B. J. Jenkins & S. Sofos (Eds.) Nation and Identity in Contemporary Europe (pp 33-53). London: Routledge.

d)
Internet sources. The conventions for listing Internet sources are still in the process of being defined. Use the following examples as a guide:

Meli, M. T. (1997). Il gran dubbio della legge elettorale. In La Stampa [Online]. Available:  GOTOBUTTON BM_1_ http://www.lastampa.it/LaStampa/pag4/art0.html [Accessed: 1997, July 1].

Woche im Bundestag [Online] (1998).
Available:  GOTOBUTTON BM_2_ http://www.fu-berlin.de/POLWIS/wib/ [Accessed 1998, August 14].
If you use Internet sources, ensure that you give the date on which you consulted the source but also keep a copy of the original material either on paper or on disk. This is because information on the web may be deleted without warning, and you or your tutor may need to check the source at a later date.

e)
Films. When referencing films, use the following example as a model:

Another Woman. Dir. Woody Allen. Orion Pictures, 1988.

f)
Live Performance. When referencing a live performance of a play, use the following example as a model:

Richard III. The Royal Shakespeare Company. The Barbican Theatre. London, 25 June 1996.

Quotations in the text of an essay

Use double quotation marks to enclose quoted words or phrases, or single lines of poetry, which are incorporated into a sentence. Direct speech within a quotation should be indicated by single inverted commas.

e.g.: Reinstating Marx’s holistic view of the “unity of material and social life, of politics and economics”, Moores (1989, p. 44) focuses on ...

Quotations of more than one line of poetry or three lines of prose should be set in a block, one inch in, without quotation marks.

The purpose of references and bibliographies is to demonstrate that you yourself have done research and reading around the topic. It is therefore inadequate to refer to “lecture notes” or “course handout” as a source. Lazy referencing such as this will be penalised.

Penalties WILL be imposed for the following:

· Late submission.

· Absence of references or a bibliography.

· Plagiarism (see below).

Marks WILL ALSO be deducted if academic conventions are ignored, or if work is badly presented, for example:

· incorrect referencing

· bibliography not ordered alphabetically by author’s surname

· failure to number pages

· failure to underline titles

· use of wrong paper

· failure to indicate the number of words

· incorrect margins 

· over-long work (see above)

· inappropriate line spacing

There is absolutely no excuse for spelling mistakes in word-processed work. ALWAYS use the spell-checker.

And finally, remember the following simple rules:

1. Verbs has to agree with their subjects.

2. Prepositions are not words to end sentences with.

3. And don’t start a sentence with a conjunction.

4. It is wrong to ever split an infinitive.

5. Avoid clichés like the plague.

6. Also, always avoid annoying alliteration.

7. Be more or less specific in what you say.

8. Parenthetical remarks (however relevant) are (usually) unnecessary.

9. No sentence fragments.

10. Contradictions aren’t necessary and should be used.

11. One should never generalise.

12. Don’t use no double negatives.

13. Eschew ampersands & abbreviations etc.

14. Eliminate commas, that are, not necessary.

15. Never use a big word when a diminutive one will suffice.

16. Kill all exclamation marks!!

17. Use words correctly, irregardless of how others use them.

18. Use the apostrophe in it’s proper place and omit it when its not needed.

19. Puns are for children and not groan readers.

20. Proof-read carefully to see if you any words out.
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