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1.  The academic writing handbook 

1.1 Introduction 
 
Academic writing is a central feature of the British university education.  You will 
be expected frequently to write at length during your study at Northumbria 
University, whether you plan to study on an undergraduate or postgraduate course.  
Papers will vary in length from 1,000 words to 10,000 words or more.  Although 
you may face examinations, you will have to write many papers outside of class 
time and not under examination conditions.  This booklet, along with your writing 
classes, will help you to write these papers successfully. 
 
On the Pre-sessional course, your extended paper is called a Project. 
 

1.2 Academic writing 
 
The requirements of academic writing differ among different cultures.  In Britain, 
you will need to learn: 
 

• Academic vocabulary 
• Academic style 
• Paragraph structure 
• How to paraphrase and summarise other people’s writing 
• Direct and indirect quotation 
• The organisation of long papers 

 
You will also need study skills so that you can: 
 

• Work independently 
• Organise a long paper 
• Define key terms 
• Find out what other people have said about your topic 
• Include their ideas in your paper 
• Include your own experiences and ideas in your paper 
• Show the links between your ideas 
• Create an academic paper using a computer so that it is attractive 

and easy to read 
 
You may also need to be able to: 
 

• Do original research on a topic 
• Create a questionnaire to investigate a topic 
• Ask people the questions on your questionnaire 
• Report the results of your research 
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1.3 Tracking your extended writing project 
 
Writing a long paper cannot be done quickly.  The paper needs clear organisation 
and careful revision.  To be sure that your are working successfully on this first 
paper, you must meet regularly with your tutor and show them portions of your 
extended writing task (also called your Project).  You are responsible for keeping 
the form below (an A4 version of this sheet will be given to you in class), and 
getting your tutor to sign that they have seen your work regularly.   
 
Your tutor must sign that they have seen: 
 
• The title of your extended writing task 
• At least two different sections of your extended writing task 
• Photocopies (or printouts of web pages) for two sources that you are going to 

refer to in your Project; an example of one is below. 
 
You must hand in this Project Tracking Sheet and the two sources when you 
submit your Project.  Your Project will not be read without this sheet.   
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2. The Academic Word List 
 

 
 
The list below contains 570 word families that occur frequently in academic 
writing, but that are less common in general English.  You should be able to 
understand and use these words correctly.  Although some of these words are used 
in general English, they often have different meanings in academic English.  An 
example of this is the word vehicle, which can be a general word for an auto, bus 
or truck used to carry people or things.  In academic contexts, however, vehicle is 
often used in a more abstract way, to describe something that you use in order to 
achieve something or as a way of spreading your ideas, or opinions:  
 

The present vehicle of this economic domination by the North of the South 
is the multinational corporation (Seitz, 2002, p. 16).   

 
Because of this, it is important to learn these words in context. 
 
This list contains the head words of the families in the Academic Word List.  A 
head word is a noun or verb whose meaning is explained in a dictionary.  The 
family of the head word includes derived words, that is, words that are closely 
related, such as accommodate and accommodation.   
 
The list is divided into ten shorter lists.  These Sublists indicate how common a 
word is in academic usage.  For example, a word in Sublist 1 is approximately 
twice as common as a word in Sublist 2.  The numbers therefore suggest how 
often you may find each word, and which are the most important to learn.  For 
example, abandon and its family members are in Sublist 8 of the Academic Word 
List, and are much less common than appropriate and its family members (Sublist 
2). 
 
This list was developed by Averil Coxhead, and first described in Coxhead 
(2000). 
 
References: 
 
Coxhead, A. (2000). A new academic word list. TESOL Quarterly, 34(2), 213-

238. 
Seitz, J. L. (2002). Global issues: An introduction (2nd ed.). Oxford, UK: 

Blackwell. 
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abandon 8 
abstract 6 
academy 5 
access 4 
accommodate 9 
accompany 8 
accumulate 8 
accurate 6 
achieve 2 
acknowledge 6 
acquire 2 
adapt 7 
adequate 4 
adjacent 10 
adjust 5 
administrate 2 
adult 7 
advocate 7 
affect 2 
aggregate 6 
aid 7 
albeit 10 
allocate 6 
alter 5 
alternative 3  
ambiguous 8 
amend 5 
analogy 9 
analyse 1  
annual 4 
anticipate 9 
apparent 4 
append 8 
appreciate 8 
approach 1  
appropriate 2 
approximate 4 
arbitrary 8 
area 1  
aspect 2 
assemble 10 
assess 1  
assign 6 
assist 2 
assume 1  
assure 9 
attach 6 
attain 9 
attitude 4 
attribute 4 

author 6 
authority 1  
automate 8 
available 1  
aware 5 
behalf 9 
benefit 1  
bias 8 
bond 6 
brief 6 
bulk 9 
capable 6 
capacity 5 
category 2 
cease 9 
challenge 5 
channel 7 
chapter 2 
chart 8 
chemical 7 
circumstance 3 
cite 6 
civil 4 
clarify 8 
classic 7 
clause 5 
code 4 
coherent 9 
coincide 9 
collapse 10 
colleague 10 
commence 9 
comment 3 
commission 2 
commit 4 
commodity 8 
communicate 4 
community 2 
compatible 9 
compensate 3 
compile 10 
complement 8 
complex 2 
component 3 
compound 5 
comprehensive 7 
comprise 7 
compute 2 
conceive 10 
concentrate 4  

concept 1  
conclude 2 
concurrent 9 
conduct 2 
confer 4 
confine 9 
confirm 7 
conflict 5 
conform 8 
consent 3 
consequent 2 
considerable 3 
consist 1  
constant 3 
constitute 1  
constrain 3 
construct 2 
consult 5 
consume 2 
contact 5 
contemporary 8 
context 1  
contract 1  
contradict 8 
contrary 7 
contrast 4  
contribute 3 
controversy 9 
convene 3 
converse 9 
convert 7 
convince 10 
cooperate 6 
coordinate 3 
core 3 
corporate 3 
correspond 3 
couple 7 
create 1  
credit 2 
criteria 3 
crucial 8 
culture 2 
currency 8 
cycle 4 
data 1  
debate 4 
decade 7 
decline 5 
deduce 3 
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define 1  
definite 7 
demonstrate 3 
denote 8 
deny 7 
depress 10 
derive 1  
design 2 
despite 4 
detect 8 
deviate 8 
device 9 
devote 9 
differentiate 7 
dimension 4 
diminish 9 
discrete 5 
discriminate 6 
displace 8 
display 6 
dispose 7 
distinct 2 
distort 9 
distribute 1  
diverse 6 
document 3 
domain 6 
domestic 4  
dominate 3 
draft 5 
drama 8 
duration 9 
dynamic 7 
economy 1  
edit 6 
element 2 
eliminate 7 
emerge 4 
emphasis 3 
empirical 7 
enable 5 
encounter 10 
energy 5 
enforce 5 
enhance 6 
enormous 10 
ensure 3 
entity 5 
environment 1  
equate 2 

equip 7 
equivalent 5 
erode 9 
error 4 
establish 1  
estate 6 
estimate 1  
ethic 9 
ethnic 4 
evaluate 2 
eventual 8 
evident 1  
evolve 5 
exceed 6 
exclude 3 
exhibit 8 
expand 5 
expert 6 
explicit 6 
exploit 8 
export 1  
expose 5 
external 5 
extract 7 
facilitate 5 
factor 1  
feature 2 
federal 6 
fee 6 
file 7 
final 2 
finance 1  
finite 7 
flexible 6 
fluctuate 8 
focus 2 
format 9 
formula 1  
forthcoming 10 
foundation 7 
found 9 
framework 3  
function 1  
fund 3 
fundamental 5 
furthermore 6 
gender 6 
generate 5 
generation 5 
globe 7 

goal 4 
grade 7 
grant 4 
guarantee 7 
guideline 8 
hence 4 
hierarchy 7 
highlight 8 
hypothesis 4  
identical 7 
identify 1  
ideology 7 
ignorance 6 
illustrate 3  
image 5 
immigrate 3 
impact 2 
implement 4 
implicate 4 
implicit 8 
imply 3 
impose 4 
incentive 6 
incidence 6 
incline 10 
income 1  
incorporate 6 
index 6 
indicate 1  
individual 1  
induce 8 
inevitable 8 
infer 7 
infrastructure 8 
inherent 9 
inhibit 6 
initial 3  
initiate 6 
injure 2 
innovate 7 
input 6 
insert 7 
insight 9 
inspect 8 
instance 3  
institute 2 
instruct 6 
integral 9 
integrate 4 
integrity 10 
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intelligence 6 
intense 8 
interact 3 
intermediate 9 
internal 4 
interpret 1  
interval 6 
intervene 7 
intrinsic 10 
invest 2 
investigate 4  
invoke 10 
involve 1  
isolate 7 
issue 1  
item 2 
job 4 
journal 2 
justify 3  
label 4 
labour 1  
layer 3 
lecture 6 
legal 1  
legislate 1  
levy 10 
liberal 5 
licence 5 
likewise 10 
link 3 
locate 3 
logic 5 
maintain 2 
major 1  
manipulate 8 
manual 9 
margin 5 
mature 9 
maximise 3 
mechanism 4 
media 7 
mediate 9 
medical 5 
medium 9 
mental 5 
method 1  
migrate 6 
military 9 
minimal 9 
minimise 8 

minimum 6 
ministry 6 
minor 3 
mode 7 
modify 5 
monitor 5 
motive 6 
mutual 9 
negate 3  
network 5 
neutral 6 
nevertheless 6 
nonetheless 10 
norm 9 
normal 2 
notion 5 
notwithstanding 10 
nuclear 8 
objective 5 
obtain 2 
obvious 4 
occupy 4 
occur 1  
odd 10 
offset 8 
ongoing 10 
option 4 
orient 5 
outcome 3 
output 4 
overall 4 
overlap 9 
overseas 6 
panel 10 
paradigm 7 
paragraph 8 
parallel 4 
parameter 4 
participate 2  
partner 3 
passive 9 
perceive 2 
percent 1  
period 1  
persist 10 
perspective 5 
phase 4 
phenomenon 7 
philosophy 3  
physical 3 

plus 8 
policy 1  
portion 9 
pose 10 
positive 2 
potential 2 
practitioner 8 
precede 6 
precise 5 
predict 4 
predominant 8 
preliminary 9 
presume 6 
previous 2 
primary 2 
prime 5 
principal 4 
principle 1  
prior 4 
priority 7 
proceed 1  
process 1  
professional 4 
prohibit 7 
project 4 
promote 4 
proportion 3  
prospect 8 
protocol 9 
psychology 5 
publication 7 
publish 3 
purchase 2 
pursue 5 
qualitative 9 
quote 7 
radical 8 
random 8 
range 2 
ratio 5 
rational 6 
react 3 
recover 6 
refine 9 
regime 4 
region 2 
register 3 
regulate 2 
reinforce 8 
reject 5 
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relax 9 
release 7 
relevant 2 
reluctance 10 
rely 3 
remove 3 
require 1  
research 1  
reside 2 
resolve 4 
resource 2 
respond 1  
restore 8 
restrain 9 
restrict 2 
retain 4 
reveal 6 
revenue 5 
reverse 7 
revise 8 
revolution 9 
rigid 9 
role 1  
route 9 
scenario 9 
schedule 8 
scheme 3 
scope 6 
section 1  
sector 1  
secure 2 
seek 2 
select 2 
sequence 3 
series 4 
sex 3 
shift 3 
significant 1  
similar 1  
simulate 7 

site 2 
so-called 10 
sole 7 
somewhat 7 
source 1  
specific 1  
specify 3 
sphere 9 
stable 5 
statistic 4  
status 4 
straightforward 10 
strategy 2 
stress 4 
structure 1  
style 5 
submit 7 
subordinate 9 
subsequent 4 
subsidy 6 
substitute 5 
successor 7 
sufficient 3 
sum 4 
summary 4 
supplement 9 
survey 2 
survive 7 
suspend 9 
sustain 5 
symbol 5 
tape 6 
target 5 
task 3 
team 9 
technical 3  
technique 3 
technology 3 
temporary 9 
tense 8 

terminate 8 
text 2 
theme 8 
theory 1  
thereby 8 
thesis 7 
topic 7 
trace 6 
tradition 2 
transfer 2 
transform 6 
transit 5 
transmit 7 
transport 6 
trend 5 
trigger 9 
ultimate 7 
undergo 10 
underlie 6 
undertake 4 
uniform 8 
unify 9 
unique 7 
utilise 6 
valid 3 
vary 1 
vehicle 8 
version 5 
via 8 
violate 9 
virtual 8 
visible 7 
vision 9 
visual 8 
volume 3 
voluntary 7 
welfare 5 
whereas 5 
whereby 10 
widespread 8 
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3. Learning about your topic 
 
As a university student in Britain, you will have to research independently in your 
academic field.  For your project, you will also be expected to learn about your 
topic, organise your paper, and write and revise it with the help of your projects 
teacher. 
 
Writing an extended paper takes many steps.  Some of these include: 
 

 Deciding on a topic 

 Choosing a question you want to answer 

 Finding out what other people have said about your question 

 (Conducting original research to add to what is known about your 

question) 

 Writing a first draft of your paper 

 Revising your paper 

 Correcting any errors in your paper 

 Handing in on time. 

 
This sequence can be seen on the next page. 
 
Because there are so many steps, it is important that you keep to the schedule that 
your projects teacher has set. 
 
Papers that do not keep to the schedule will not be marked and 
you will not receive a passing grade on your project! 
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Researching and writing about your topic 

Interview knowledgeable person or 
deliver your questionnaire.  Analyse 
results 

Print, correct and hand in your paper on time. 
SUCCESS! 

Revise your paper 

Organise and write your paper 

Conduct original research 

Use your knowledge of your subject 
to develop interview questions or to 
create a questionnaire. 

Use key words to begin search of publications. 

Begin Internet search, using key words 
and search engines such as Google 
www.google.com or Altavista 
www.altavista.com.  For all useful 
sources, note web address. 

Begin library search, using key words.  
Check books, using table of contents 
and index.  For all useful sources, take 
notes, including author’s name and 
title. 

Ask your 
projects 
teacher for 
starting points. 
Make list of 
key words. 

Ask the 
research 
librarian for 
starting 
points.  
Make list of 
key words. 

Search the library and Internet for 
information, using the key words you 
wrote.  Look for both good and bad 
aspects of your topic, or questions 
that need to be answered. 

You do not have much knowledge 
about your topic, but you want to 
learn about it. 

You have some general ideas, or 
books and articles from class.  Make 
list of key words 

Write down your topic in a single question. 

Using readings and Internet search results, find 
additional resources.  Note all sources carefully. 
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4. Requirements 

4.1 Organisation 
 
Your project should have a structure similar to the structure of a British university 
course paper.  Below are the sections normally found in an academic paper.  The 
sections in (brackets) are optional, depending on your topic. 

Discussion 

(Results of your research) 

(How you researched your 
topic) 

What other people have said 
about the topic 

Table of contents 

Conclusion 

(Appendix) 

List of references 

Body 

Introduction 

(Abstract) 

Title page 

 

4.2 Length 
 
If the course you plan to enter is at the undergraduate level, you should write a 
project that is 2,000-words long.  If you plan to study on a post-graduate course, 
you should write a Project that is 3,000-words long.  Your paper should be no 
more than 10% longer or shorter than the assigned length. 
 

4.3 Word Processing 
 
You must prepare your paper on a computer, that is, you must use a word 
processor such as Microsoft Word to produce your paper.  It should be printed on 
only one side of the paper and should have page numbers.  It should be either 
double spaced or 1.5 lines.  Tools to help you prepare your paper are described in 
Appendix II. 
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4.4 The sections of the paper 
 
4.4.1 Title page 
 
This should have the following information: 
 
 The title of your paper 
 Your name 
 Your group 
 The date the project is handed in 
 Your project teacher 
 The number of words in your paper 
 The course you are planning to enter and the level (undergraduate or 

postgraduate) 
 
4.4.2 Table of contents 
 
Example 
 
From a paper entitled: 

How global economy affects women’s lives in China 

 

Introduction       Page 1 

Chapter One The positive effects to women’s lives  Page 3 

Chapter Two The negative effects to women’s lives Page 9 

Conclusion       Page 15 

References       Page 16 

 

 
4.4.3 (Abstract) 
 
Normally, course papers do not have abstracts, though some courses ask for an 
“executive summary.”  You may wish to include this element as part of your 
paper.  If you include an abstract, it should give a reader an idea of your topic and 
what you found out in your study.  It should be no more than 100 words long, and 
it should be separate from your paper.  That is, you should not have to read the 
abstract to understand the paper. 
 
4.4.4 Introduction 
 
Your introduction presents the topic of your project and also provides a 
“roadmap” explaining how you organised your paper.  It will usually have the 
following parts: 
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1. A statement of the theme or topic of the project, saying why it is 
important or interesting; 

2. Some background on the topic; 
3. A statement of the problem or question you were trying to answer; 
4. A description or outline of the organisation of the paper. 

 
Your introduction may also include: 
 

5. A very brief description of how you studied your topic or did your 
research; 

6. A description of your findings. 
 
Example 
 
From a project entitled: 
 

Implication for Chinese national identity  
and local traditions by international media 

 
 
 Nowadays, The rapid growth of the web, the power of television, the promise 
of Hollywood movies, effectiveness of advertisements, pop music and Internet are 
combining to create an international media culture.  On the one hand, it provides 
great entertainment and the latest information for people.  On the other hand, it 
has an unprecedented impact on national identity and local culture. 
 
 In the case of China, many people realise that Chinese people’s lifestyle, 
especial the younger generation is becoming more and more western.  
Alternatively, the national identity and local traditions have been paying less and 
less attention.  Actually, what is the implication for Chinese national identity and 
local tradition by global media? 
 
 In this project, I will focus on the global media’s impact on Chinese national 
identity and local culture.  In the first chapter, I will take a close look at the 
national identity and media.  How have fashion and music changed China?  In the 
second chapter, taking food and marriage as examples, the global media impact on 
local traditions in China will be discussed.  The final part will describe the future.  
After considering these three chapters, I will draw a conclusion for this report.  To 
sum up, global culture could entertain and benefit people, at the same time; it 
could also destroy many local traditions and national identity and lead to a 
homogeneous culture. 
 
 
4.4.5 Body 
 
The body of your project is the main part of the paper.  It will often have the 
following parts: 
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1. A look at what other people who have written about your topic have said 
(there will be more on this in Section 5, Joining the academic 
community); 

2. Definitions of key terms.  These are not dictionary definitions, but what 
you mean or understand about important ideas in your topic.  For 
example, if you are writing about “e-commerce,” you need to describe 
how “e-commerce” is different from other types of commerce, and what 
things are included in your meaning (only Internet sales or also telephone 
sales?). 

3. Positive and negative aspects of your topic; 
4. If you did research, such as interviews or questionnaires, how you did 

your research; 
5. The results of your research; 
6. A discussion or evaluation (this could be part of your conclusion). 

 
4.4.6 Conclusion 
 
The conclusion should relate the body of your paper to the question that you said 
you would answer in your introduction.  It should not introduce new information.  
It should include your evaluation of your topic, and, if you have 
recommendations, your conclusion should include these. 
 
4.4.7 List of references 
 
The list of references is a list of all the books, articles or web sites you referred to 
in the paper.  It should be in alphabetic order (A – Z order) by the writers’ family 
names.  It should not include anything that you did not mention in your 
paper, but it must have everything that you did.  More detail can be found in 
Section 5 and in Cite Them Right!  This can also be found on the Northumbria 
website at http://www.unn.ac.uk/central/isd/cite/. 
 
4.4.8 (Appendix) 
 
Your appendix (or appendices if you have more than one) contains information 
that is important but not necessary for your paper.  For example, if you did 
research using a questionnaire, a sample of your questionnaire may be your first 
appendix, while a complete analysis of your results may be in a second appendix.   
 
4.4.9 Headings and subheadings 
 
You should use headings and subheadings to the sections of your paper to make it 
easier to read.  These are usually set in different type sizes or type styles, to set 
them off from the rest of your paper.  Instructions on how to do this can be found 
in Appendix II. 
 
4.4.10 Copies of your project 
 
You must submit two copies of your project.  You do not have to put your project 
in a special binding.  You should staple only the upper left corner of the paper. 
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5. Joining the academic community 
 

Introduction 
 
You are about to enter the British academic community.  In this community, you 
will take part in a conversation or discussion. You will discuss what people said 
about the topic you are studying before you arrived, and you will add to the 
discussion by drawing on your own experiences and interests. 
 
In the University community, it is important to show how your experiences relate 
to what others have said and thought.  This is done by noting in your assignments 
and other writing what other people have written through a system of citations and 
references.  Although this system of acknowledging what other people have said 
is shared in many communities, it is not universal.  In other cultures, memorising 
and quoting from widely known texts is expected of students.  To say whom you 
are quoting would insult the reader.  This is not the practice in the British 
academic community. 
 

Citations and references 
 
In this community, you must show that you have studied what other people have 
said about your topic, and you need to say where you have taken the words or the 
ideas of other people from.  Showing that you have read widely earns you credit 
and may improve your mark.  However, you must say in your paper that you have 
used someone else’s words or ideas, and you must say clearly what the person you 
have read believes and what you believe.  You can show what you have read by 
quoting from your reading or by mentioning what you have read.  It is also 
important that you say where you learned any fact that you mention, for example, 
the number of homes in Britain that have televisions.  Each quotation or fact needs 
to have a citation.  In the English Language Centre, we use a particular system of 
citations, called the Harvard system, or the author-date system.   
 
In this system, when you quote someone or use a fact that someone else has 
discovered, you put the author’s surname in brackets after the quotation, and the 
year that it was written, for example (Carter, 2000).  If you quote an author’s exact 
words, then you must also include the number of the page where the words are 
found, for example (Carter, 2000, p. 14).  You must do this whether you get the 
information from a book, a newspaper, or a web site.  Then, at the end of your 
paper, you need to provide more information.  That is your list of references.  You 
must provide a citation whether you use the exact words of the source or whether 
you are paraphrasing the source in your own words. 
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Avoiding plagiarism 
 
If you do not provide this information, you may be guilty of plagiarism, which is 
considered a very serious problem in this community.  Your assignment may lose 
marks, or you may fail your course. 
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5.1 Example of referencing 
 
Below is an example of how citations in the text relate to the list of references. 
 

Plagiarism 

 

Plagiarism and an inability to reference correctly 

affect both home students and overseas students 

(Campbell, 1990).  Carroll (2001) cited studies that 

found that almost two thirds of students admitted 

plagiarising, while teachers described plagiarism as an 

overwhelming problem.  However, other writers note 

that teachers too often take a punitive approach to 

plagiarism, rather than seeing it as a learning or 

developmental problem.  While not excusing 

intentional plagiarism, Howard coined the phrase 

“patchwriting” (1993: 233) to describe the difficulties 

students had mastering both the intellectual content of 

their studies and the need to present that content in 

their own words.   

 Carroll (2001) and Howard (1993) focused on 

home students.  Overseas students can be expected to 

have greater difficulty, since not only the words but 

also the language is not their own. 

 

 

 
List of references 
 
Campbell, C., 1990. Writing with others' words: using background reading text in 

academic compositions. In B. Kroll (Ed.), Second Language Writing: 
Research Insights for the Classroom. (pp. 211-230). Cambridge: 
Cambridge University Press. 

Carroll, J., 2001. What kinds of solutions can we find for plagiarism? Institute for 
Learning and Teaching in Higher Education. Available: 
http://www.ilt.ac.uk/resources/JCarroll.htm [2001, 21 Sept.]. 

Howard, R. M., 1993. A plagiarism pentimento. Journal of Teaching Writing, 
233-245. 

Citation 1, 
paraphrase 

Citation 2, 
paraphrase 

Citation 3, direct 
quotation 

Later references 
to previously 
cited works. 
When you start a 
new paragraph, 
you should 
include the year 
again 
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You can find out more information about how to cite and write a list of the books 
you referred to in writing your paper from: 
 
http://www.unn.ac.uk/central/isd/cite/ 
 

5.2 The parts of a reference in your list of references: 
 
Book 

 

Initial of 
author’s 
given name 

Date 
published 
(followed by 
full stop) Publisher Book title 
 
 Author’s 
surname
 

 
 
Angélil-Carter, S., 2000. Stolen language?  Plagiarism in writing, Longman, 

Harlow, England. 
 
 
 
 
 

Where the 
book was 
published 

Magazine article 

 
 
Schneider, A., 1999. ‘Why professors don't do more to stop students who cheat’.  

In The Chronicle of Higher Education, Vol. 45, 22 January, pp. A8-A10. 

Article title 

 

Magazine title 

 

 

 
Web page 

 
 
Hafner, K., 2001.  Lessons in Internet plagiarism.  [Internet] Vol. 2001 The New 

York Times on the Web.  Available at: 
http://www.nytimes.com/2001/06/28/technology/28CHEA.html [Accessed 
2001, 28 June] 

Article or page title Sponsoring organisation

Date accessed Web site 
address 
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5.3 Writing your list of references, Harvard system 
 
Book:  

 

 

5

4

3 

2

1 

Copyright page Title page 

 
1. List author in the order they are given on the title page, with their family 

names (surnames) first, followed by the initial of their given names.   

2. Follow with the year the book was published.  This is the most recent 

copyright date, and NOT the printing (or reprinting) date. 

3. Give the full title of the book and underline it or put it in italics. 

4. Give the city in which the book was published, followed by a colon. 

5. Give the name of the publisher. 

 
The reference for the book above: 

Marchington, M. & Wilkinson, A., 1996.  Core Personnel and Development. 

London: Institute of Personnel and Development. 

 

 

Academic writing handbook  22 



Journal article:  

 
Kenny, C. & Williams D., 2001.  What do we know about economic growth?  Or, 

why don’t we know very much?  World Development, 29 (1), 1-22. 

 

Magazine article, anonymous author:  

ANON., 2001.  The case for brands. The Economist, (8 Sept), 9. 

Authors’ names:
Family name

followed by
initial(s) of given

name(s)

Year of publication

Article title

Journal title,
underlined

Volume, part: the 
number of years 
the journal has 
been publishing, 
followed by the 
number of parts 

Pages of article 

No author given,
write Anon. for

“anonymous”
(author

unknown)
Date published 

Title of magazine, 
underlined  

Page 

Year published 

Title of article
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Web page: 

Buruma, I. 2001. Nothing surprises the Chinese. [online]. The Guardian 

Unlimited, Available at 

http://www.guardian.co.uk/china/story/0,7369,579120,00.html [Accessed 23 Oct. 

2001]. 

 

Date you 
accessed 
the website

Author’s 
name (if 
available) 

Website 
publisher 

Date article 
published (if 
available) 

Website 
address 

 

Secondary references: 

If you want to refer to a source that you found quoted in another book or article, 
you should describe this secondary relationship, either in your text: 
 
 As Angélil-Carter wrote, Bakhtin claims ‘language… is populated – 

overpopulated – with the intentions of others’ (Angélil-Carter, 2000: 35). 
 
or in your citation: 
 
 Bakhtin described language as ‘is populated – overpopulated – with the 

intentions of others’ (Bakhtin, quoted in Angélil-Carter, 2000: 35). 
 
Your list of citations should refer to your source (Angélil-Carter, 2000), NOT the 
original source (Bakhtin, 1981).  However, you should always look up and check 
the original source if you can.   
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Long quotations 

In general, it is better to use short quotations.  If you want to include an extended 
selection of the ideas another writer expressed, you should try to rewrite those 
ideas in your own words (paraphrase them).  However, if you include a quotation 
that is longer than 40 words, it should be set off with a blank line and indented (set 
in from the margin) about 1.5 cm.  It does not need speech marks (quotation 
marks) – “like this” – the way other direct quotations do. 
 
 
Pennycook (1996, p. 213) nicely caught the dilemma facing students 
studying in a language that is not their own: 
 
 This problem is most obvious for undergraduate students … who, 

while constantly being told to be original and critical, and to write 
things in their “own words,” are nevertheless only too aware that 
they are at the same time required to acquire a fixed canon of 
knowledge and a fixed canon of terminology to go with it. 

 
 
 
List of References: 

Angélil-Carter, S.,  2000.  Stolen language? Plagiarism in writing. Harlow, 
England: Pearson Education. 

Anon., 2001.  The case for brands.  The Economist, (8 Sept), 9. 
Buruma, I., 2001.  Nothing surprises the Chinese.  The Guardian Unlimited, 

[website]. Available at 
http://www.guardian.co.uk/china/story/0,7369,579120,00.html [Accessed 23 
Oct. 2001]. 

Kenny, C. & Williams D., 2001. What do we know about economic growth?  Or, 
why don’t we know very much?  World Development, 29 (1), 1-22. 

Marchington, M. & Wilkinson, A., 1996. Core Personnel and Development. 
London: Institute of Personnel and Development. 

Pennycook, A., 1996.  Borrowing others' words: Text, ownership, memory and 
plagiarism. TESOL Quarterly, 30(2), 201-230. 

 
Your list of references should be sorted by the authors’ family names, so Angélil-
Carter is first, ANON. next and Buruma after them. 
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6. Assessment 
 
Your course teachers will tell you how you will be assessed on each part of your 
course.  However, the procedure for marking extended papers (Projects) will be 
similar to that given below. 
 

Project marking 
 
After your project is handed in, it will be mixed with other students’ projects and 
distributed to all course teachers.  One teacher give a first mark to a paper, and 
then a second teacher reads and marks the paper.  The two teachers together will 
decide on the final mark. 
 
Teachers use the criteria given in Appendix IV to mark all papers. Below are the 
criteria for an “A” project, that is, a project that reaches the level that would allow 
a student to enter a postgraduate-level programme. 
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Criteria for an A level paper 

 
Structure and organisation 

 
30% of total 

 
• Is the paper coherent? 
• Does the paper announces a topic and 

develop it? 
• Is the organisation clear? 
• Is the paper relevant to the topic? 
• Do the sections of the paper support 

the topic? 
• If there is original research, is it 

relevant? 
• Has the writer described how the 

research was carried out? 
 

 
The paper announces a clear topic, 
describes it and develops it.  The sections of 
the paper do what they say they will do (i.e., 
the introduction introduces the topic and 
provides a roadmap to the paper; another  
section may describe how the study was 
undertaken (methodology section); the 
conclusion sums up the paper and does not 
introduce new material.  Original research is 
relevant to the topic and appropriately 
applied, that is, conclusions drawn from the 
research are supported by it.  There is clear 
evidence that claimed research has been 
done. 
 

 
Language and style 

 
30% of total 

 
• Does the language used make it 

difficult to read? 
• Is there complexity and variety in the 

language used? 
• Are tenses chosen correctly? 
• Is the writer able to maintain an 

academic register? 
• Are cohesive markers used 

appropriately? 

 
The writing is mainly satisfactory.  There may 
be errors in the writing that make it 
occasionally difficult to understand, though 
these are not frequent.  The writing uses 
some complex sentence structures, including 
subordinate clauses.  Signposts (e.g., firstly, 
therefore, then) are used though they may 
not all be right for the purpose.  The 
vocabulary chosen is correct for an academic 
paper; that is, the paper maintains an 
academic register. 
 

 
Content and reading 

 
30% of total 

 
• Is there a coherent argument or point 

of view? 
• Is there evidence of reading? 
• Is it clear to the reader what the 

student wrote and what he/she found? 
• Is there primary research? 

 
The writer develops a coherent argument or 
point of view.  Conclusions are justified by 
research or reading.  The writer read a 
variety of sources, and tried to show this by 
citations and a list of references.  There is an 
accurate description of research and findings. 
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Layout and presentation 
 

10 % of total 
 

• Paper should be word-processed. 
• Titles and sub-titles are used. 
• Data are presented clearly. 
• Citations and reference list are clear. 

 
Spelling is correct throughout and 
punctuation is largely correct.  The paper 
uses titles and subtitles to help the reader 
understand the organisation of the paper.  
Charts and graphs provide adequate 
information to interpret the data. There is a 
consistent pattern for in-text citations and a 
reference list of readings. 
 

 
Overall evaluation 

 
Additional credit 

 
• These items present additional factors 

that may increase the mark of the 
paper.   

• They do not need to be present. 
• No marks will be taken if they are not 

present in the paper. 
 

 
The paper is strongly relevant to student’s 
target programme or their life in Britain.  
There is evidence of significant secondary 
readings or original research.  The writer 
shows evidence of having developed new 
knowledge. 
 

 
A paper that meets these criteria is above the minimum entry requirement at 

Northumbria University for undergraduate courses and meets the minimum entry 

requirement for most post-graduate courses. 
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Appendix I, Doing research: Questionnaires 
 
One of the most common ways of getting data for a study is through the use of a 
questionnaire. This next section will give you some general ideas about how to 
make a questionnaire and what to do with the data you collect from the 
questionnaire.  
 

1.  Your research question. 
 
The starting point for your questionnaire must be what you want to find out, that 
is, your research question.  Your questionnaire should ask questions that help 
answer that question.  Since people don’t like spending too long answering 
questionnaires, you shouldn’t as any questions that don’t help answer your main 
question. 
 
As an example of a questionnaire, we will use the research question: 
 

 
 

2.  Writing the questions: 
 
There are two types of questions used in a questionnaire: we call them open 
questions and closed questions. 
 
a)  Closed questions are questions for which you ask people to choose one answer 
(or sometimes more than one) from a choice that you give them. People filling in 
the questionnaire are not allowed to write any answer they want. 
 
For example: 
 
 

1. Male   □ 
  Female  □ 
 

2. Age:  
   Under 18 □ 
   19 – 29  □ 

  30 – 39  □ 
   40 – 49  □ 
   50 +  □ 
 

3. How often do you go to the cinema? 
   1-2 times a week □ 
   1-2 times a month  □ 

  1-2 times a year  □ 
 

What are the differences in the people who like the movie, The Lord 
of the Rings, and those who don’t like it. 
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 4. How do you feel about the new movie, The Lord of the Rings? 
 
   I love it    □ 
   I like it   □ 
   It’s ok   □ 

  I didn’t like it  □ 
  I hated it  □ 
  I haven’t seen it  □ 

 
 
Closed questions are easy to answer and easy to analyse. They are especially 
useful for getting personal background information that you need to understand 
your data. 
 
BUT there is also a problem with closed questions – they force people to choose 
your words and so might not tell you how people feel exactly. Think about your 
answer to question 4.  Could you choose one of the answers given or would you 
like to answer, “well I thought the special effects were ok, but I was a little bored 
by all the fighting in it” or something else? 
 
b)  The other type of question is open questions. These are questions where 
people can write free answers. For example 
 

5.  How do you feel about the new movie, The Lord of the Rings? 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

 

6.  Do you like movies that mix computer-created characters and real people?  Why or 

why not? 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

 
Open questions can give you a lot more information to write about in your 
assignment and can be more interesting. BUT you need to remember that people 
don’t like to spend too much time writing answers on a questionnaire, and open 
questions will take you a lot more time to analyse. 
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So the best questionnaire will combine both kinds of questions – some closed 
questions and some open ones. When you write your questionnaire you should 
think very carefully about which questions should be open and which closed.  
 

3.  Testing your questionnaire: 
 
Before you send your questionnaire or start using it you should try it out on a 
friend – ask them to answer the questions and then ask them if they had answers 
which were not on the questionnaire (this is called a pilot test). Ask your friend if 
the instructions and questions were clear – this is very important because when 
people answer they won't be able to ask you what you mean and if they are 
confused then their answers might not be true.  
 
After you have changed anything you should send or give your questionnaire to 
other people to make sure you improved it. 
 

4.  Analysing the data from questionnaires: 
 
When you are analysing the information you got from the questionnaire it is 
useful to deal with the data from open questions and the data from closed 
questions differently.  
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a)  Closed questions: 
 
This data needs to be counted. The results can be displayed in a table or on a 
graph if you can do this. For example, from question 4 above: 
 

How do you feel about the movie, The Lord of the Rings? 
Answer Number 
I love it 6 
I like it  3 
It’s ok 0 
I didn’t like it very much 4 
I hated it 1 
I haven't seen it 8 

Total number who responded: 23 people 
 

How do you feel about the movie, Lord of the Rings?

0
1
2
3
4
5
6
7
8
9

I love it I like it It's ok I didn’t
like it
very

much 

I hated it I haven't
seen it

Answer

N
um

be
r o

f p
eo

pl
e

Series1

 
Total number who responded: 19 people 
 
b)  Open questions: 
 
When you analyse the answers to open questions do each question in turn, that is, 
first look at how everyone answered question 5. Put the answers together that are 
similar, for example all the people who said they liked the movie in one pile and 
all the ones who didn’t in another, with those who were in the middle in a third 
pile.  
 
When you write in your assignment about how people answered this question you 
should summarise some of the opinions that people had in each of your groups 
(piles) and then choose a short quote from one or two to illustrate your point. 
Remember DO NOT fill your paper with long quotes – use them sparingly only to 
back up your summary. When you have analysed and written about one of the 
open questions move onto the next one. 
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Appendix II, Writing on a computer 
 
A computer programme, such as Microsoft Word ®, can simplify many of the 
problems of presenting your work.  For instance, you can check your spelling, find 
out how long your paper is, and make your paper easier to read by adding page 
numbers and additional line spacing. 

Spelling and Grammar 
 
You can use the Spelling and Grammar function to correct your spelling and 
eliminate any typing errors you might have made.  It is found in the Tools menu. 
 

 
The Spelling correction will offer you a list of words that might be the word that 
you are trying to write.  However, it is important that you consider the choice of 
words offered.  Many words in English have similar spellings, and simply because 
the word offered is at the top of the list does not mean it is the correct word. 
 
Also, the Grammar correction is designed to correct many of the most common 
errors committed by writers whose first language is English.  The advice given 
may not help you.  If you are not sure if the advice is correct, don’t accept it. 
 

Page Numbers 
 
One feature that will help you and your teachers is the ability to automatically 
insert page numbers in your project.  On a long paper, the ability to refer to a 
particular page makes the reader’s job easier, and this will help them give you 
advice on your writing.  There are several ways to insert page numbers, but the 
easiest is found in the Insert menu. 
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Word Count 
 
Most academic papers have strict word limits; they must be a certain length, and 
not too much shorter or longer.  Most teachers can estimate the length of a paper 
from the number of pages.  It is easier, both for the teacher and for the writer, to 
know exactly how many words are in the paper.  (Normally, appendices and the 
list of references are not included in the word length of the paper.)  To find the 
word count, you should first select the section of your paper you want to find out 
the word count for.  If you don’t select a section, all of the paper is counted.  
Word Count is under the Tools menu. 
 

 
 

Line spacing 
 
Although this handbook is written with the lines “single spaced,” that is, with each 
line of words close to the one above it, most academic papers are written with 
either “double spacing” or “one and a half spaces” (1.5 lines).  This gives the 
reader a place to write their comments or corrections.  Here are examples of 
different line spacing. 
 

Single space 1.5 lines Double space 
Although this handbook 
is written with the lines 
“single spaced,” that is, 
with each line of words 
close to the one above it, 
most academic papers are 
written with either 
“double spacing” or “one 
and a half spaces.”   

Although this handbook 

is written with the lines 

“single spaced,” that is, 

with each line of words 

close to the one above it, 

most academic papers are 

written with either 

“double spacing” or “one 

and a half spaces.”   

Although this handbook 

is written with the lines 

“single spaced,” that is, 

with each line of words 

close to the one above it, 

most academic papers are 

written with either 

“double spacing” or “one 

and a half spaces.”   
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To format your paper with 1.5 or double spaces, select the section of your paper 
you want to format.  If you want to format all your paper press the key labelled 
Ctrl, and at the same time, the key for the letter A.  Then, go to the menu Format.  
Choose Paragraph, and the screen below will come up. 

 
Under Line spacing, choose either 1.5 lines or Double. 
 

Bold, italic and underlined: changing font styles 
 
You can put portions of your text in bold, italic or underlined styles.  This can be 
used (occasionally) for emphasis, to create headings and subheadings, or to 
indicate particular types of text.  For instance, in your list of references, book and 
journal titles should be either in italic style or underlined.  The easiest way to 
create these effects is first to select the word or passage you would like to change 
the style for, then to select the button on your tool bar showing B, I or U. 
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Making Overhead Transparencies 
 
For your speaking presentation, you will want to have visual aids to help your 
audience understand your talk.  Frequently, these will be overhead transparencies.  
Although you can make your own transparencies, using transparency sheets and 
special marking pens (available from your teacher), you can also make your 
transparencies on the computer, and your teacher can transfer your print to a 
transparency using a photocopier.  Because you want everyone to be able to see 
what you have written, your letters need to be large enough.  They should be at 
least 16 points (the traditional measure used to measure the size of letters). 
 
This is available from the top of your screen.  Select the text you want to enlarge 
(Ctrl + A to select all of your document).  Choose a number from the menu of at 
least 16 points. 
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Appendix III, Giving a spoken presentation 
 
Your presentation should be lively and brief.  Although you have learned a great 
deal about your topic, you will have only 5 to 7 minutes to speak, plus a few 
minutes to answer questions from your fellow students and the teachers who will 
listen to you. 
 
Select a portion of your project to speak about.  Don’t try to cover your whole 
project; it’ll never fit.   
 
Practise, but don’t memorise or read your presentation.   Rather than reading or 
memorising your presentation, use notes or your overhead transparency to remind 
yourself of your most important points.  Presentations that are memorised or read 
sound flat and uninteresting.  If the teachers who are listening to your 
presentation feel that you are reading or have memorised your presentation, 
you will lose marks.   
 
Use visual aids.  Your teacher will help you make overhead transparencies.  Your 
overhead transparency should have only a few points, probably five or less.  If you 
are not using graphs or illustrations, you should only have one transparency.  
Remember, select: you have only five minutes.  Make your transparency either by 
hand or on the computer.  Your teacher will supply you with the type of 
transparencies you need for your presentation.  Be careful with photographs as 
they are often unclear on a trasparency. 
 
Make the words readable.  See Appendix II on how to prepare text for overhead 
transparencies on the computer.   
 

Using the Overhead Projector (OHP).   
 

• Put the transparent sheet so that it looks right as you face the audience. 
• Point to the OHP, not the wall (this way, you will always face your 

audience) 
• Do not stand in front of the projection. 
• Use a pencil to point to your transparency, or gradually uncover the 

transparency with a sheet of paper. 
• Switch off the projector when you’re not referring to your transparency. 
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Below are two examples of students’ overhead transparencies: 
 
 

How Globalization Affects 

Construction Industry in China 

 

Positive Effects 

1 Housing level 

2 Project Management

 

Negative Effects 

1 Corruption 

2 Unemployment 

Loss of tax 

 

  
The negative features of modern 
communication tools 
 

1. Brief background and positive 
features 

2. The negative features: 
a. Physical problems 
b. Mental problems 
c. Personal time 
d. Crime 
e. Human relationship 
 

3.  Conclusion: Some solution of these 
problems 
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Appendix IV 
Marking criteria for Projects 

 Band A Band B Band C Band D Band E 
Structure and 
organisation 
 
30% of total 
 
• Does the paper 

announce a topic 
and develop it? 

• Is the 
organisation 
clear? 

• Is the paper 
relevant to the 
topic? 

• Do the sections 
of the paper 
support the topic? 

• Is the paper 
coherent? 

The paper announces 
a clear topic, describes 
it and develops it 
appropriately.  Whether 
self-developed or 
writing to a title, the 
paper is generally 
relevant to the topic.  
The sections of the 
paper support the 
organisation (i.e., the 
introduction introduces 
the topic and provides 
a roadmap to the 
paper; the conclusion 
is a summation which 
does not introduce new 
material).  Original 
research is relevant to 
the topic and 
appropriately applied.  
Clear evidence that 
research has been 
done.   

The paper has 
irrelevant sections 
and strays from the 
topic in part, but 
generally addresses 
the topic.  There is a 
general 
understanding of 
organisation (intro, 
methodology, 
research, discussion 
and conclusion), but 
sections do not 
always fulfil their 
intention.  Points may 
lack support.  Original 
research may not 
adequately address 
the research question.  
Evidence that 
research has been 
done, though it may 
not be well described 
in methodology 
section. 

The paper often is 
irrelevant to the topic.  
When presenting 
arguments, ideas and 
evidence, they may 
be limited in number 
or insufficiently 
developed.  Section 
divisions exist but do 
not appropriately 
describe their content.  
Original research is 
unfocused and not 
integrated with topic 
of paper. 

The paper seems to 
be about the topic but 
does not address it in 
any coherent manner.  
Arguments lack 
clarity, relevance, 
consistency and 
support.  Research is 
thin and does not 
address the topic. 

The paper lacks a 
coherent statement or 
description.  There is 
no clear progression 
to the argument.  
There may be signs of 
a point of view, but 
main ideas are 
difficult to distinguish 
from supporting 
material.  The ability 
of the reader to follow 
the argument or 
thought pattern is 
sharply limited by 
language difficulties. 
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Language and 
style 
 
30% of total 
 
• Does the 

language used 
limit 
comprehension? 

• Is there 
complexity and 
variety in the 
language used? 

• Are tenses 
chosen correctly? 

• Is the writer able 
to maintain an 
academic register? 

• Are cohesive 
markers used 
appropriately? 

The writing is mainly 
satisfactory.  There 
are errors in the 
structures of the 
sentences and these 
errors interfere slightly 
with comprehension.  
However, the writing 
features some more 
complex sentence 
structures, including 
subordination.  
Organisational 
devices are evident, 
though may not be 
appropriately applied.  
The paper maintains 
an appropriate 
academic register, 
though there may be 
excess repetition of 
words or phrases, or, 
contrarily, 
inappropriate 
synonyms. 

The writing is less 
satisfactory, because 
of the use of simple 
structures and errors 
of grammar.  
However, by limiting 
sentence structure 
complexity, language 
is generally clear.  
Simple connectives 
(e.g., and, but) are 
overused and 
organisational devices 
are sometimes 
misused.  Words and 
phrases are often 
repeated.  Synonyms 
and word forms (e.g., 
noun vs. adj.) are 
sometimes poorly 
chosen.  Language is 
generally in an 
appropriate register. 

The student could be 
described as a 
modest user of 
English.  Structures 
are simple and there 
are errors of grammar 
that limit 
understanding.  There 
are errors in areas 
such as agreement of 
tenses.  Simple 
connectives are 
predominant and 
organisational devices 
are frequently 
misused.  Language 
is repetitious.  There 
is poor control of 
register. 

The writing is often 
difficult to understand.  
Sentences are simple, 
and words are chosen 
without understanding 
of connotations.   

The student attempts 
communication but 
the meaning may 
come through only 
after considerable 
effort by the reader.  
Sentence-to-sentence 
coherence is very 
poor.  There are 
difficulties in choice of 
words. 
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Content and 
reading 
 
30% of total 
 
• Is there a 

coherent argument 
or point of view? 

• Is there 
evidence of 
reading? 

• Are there clear 
signals of source 
material and 
student-written 
text? 

• Is there primary 
research? 

• Is it adequately 
described? 

The writer develops a 
coherent argument or 
point of view.  
Conclusions are 
justified by research 
or reading.  There is 
evidence of external 
reading, and efforts at 
acknowledging 
sources, though full 
academic norms may 
not be followed.  
There is an accurate 
description of 
research and findings. 

There is an effort to 
develop a sustained 
argument or point of 
view, but it is not fully 
developed.  There is 
some evidence of 
external reading and 
sources are generally 
acknowledged though 
with omissions in 
reference list or in 
text.  There is an 
attempt to describe 
research. 

Text is descriptive 
with little effort to 
develop an argument 
or point of view.  
There is little 
evidence of external 
reading and/or there 
are unclear 
boundaries between 
student’s text and 
sources.  (This can be 
described as limited 
plagiarism.)  There is 
a list of sources that is 
limited or significantly 
incomplete.  There is 
little effort to describe 
research and/or it is 
poorly described. 

There is little 
evidence of external 
reading and/or there 
are extended 
passages that are not 
in the student’s own 
writing (half a page 
that the student did 
not write). 

There is little or no 
evidence of external 
reading and/or there 
is extensive 
plagiarism (half a 
page or more that the 
student did not write).  
There is an apparent 
effort to claim work 
that is not the 
student’s own as 
being written by them 
(strong implications of 
deception). 
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Layout and 
presentation 
 
10 % of total 
 
• Paper should be 

word-processed. 
• Titles and sub-

titles are used. 
• Data is 

presented clearly. 
• Citation and 

reference list is 
clear. 

Spelling is correct 
throughout and 
punctuation is largely 
correct.  The paper 
uses subtitles to help 
the reader orient 
her/himself.  Charts 
and graphs that are 
used to present data 
provide adequate 
information to 
interpret that data.  
Graphics are not 
overused.  There is 
an effort at a 
consistent pattern for 
in-text citations and 
reference list. 

Spelling is largely 
correct.  There may 
be punctuation errors.  
The paper uses titles 
and subtitles, though 
not always 
appropriately.  Data is 
presented in chart or 
graph form but may 
lack adequate 
information for proper 
interpretation.  
Graphics may be 
overused.  Citations 
are not properly 
formatted, but there is 
a list of references. 

There are errors of 
spelling and or 
punctuation that 
indicate a lack of re-
reading.  The paper 
has few or 
inappropriate 
signposts (subtitles).  
Data is poorly 
presented. Graphics 
may be intended as 
padding.  List of 
references provides 
noticeably incomplete 
information. 

Word-processed 
papers should not 
have more serious 
problems with 
presentation than 
those indicated in 
Band C.  Organisation 
and language 
problems should be 
addressed in those 
areas. 

Word-processed 
papers should not 
have more serious 
problems with 
presentation than 
those indicated in 
Band C.  Organisation 
and language 
problems should be 
addressed in those 
areas. 

Holistic appraisal 
 
Additional credit, 
no more than one 
half band 

If self-selected topic, 
paper is strongly 
relevant to student’s 
target programme or 
life in Britain.  There is 
evidence of significant 
secondary readings or 
original research.  
The writer shows 
evidence of having 
developed new 
knowledge. 

If self-selected topic, 
paper is relevant to 
area of student’s 
target programme or 
life in Britain.  There is 
evidence of external 
reading and/or 
original research.  
The writer 
demonstrates interest 
in topic. 

There is evidence of 
some external reading 
and/or research.   
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