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1. FORMATTING YOUR ESSAY

Formatting or presentation is a vital part of both essay and paragraph writing, and you can lose up to 10% if you do not format your essay or paragraph correctly. As a general guide, essays and exercises are typed, whereas paragraphs are handwritten. 

1.1 Writing your essay by hand 

· Use A4 ruled white paper. 

· Only write on one side of the page. 

· If the paper you are using does not have a margin, rule a margin about 3cm wide down the left-hand side of each page. (The marker will use this space for comments and corrections.) 

1.2 Typing your essay 

· Use plain A4 white paper.

· Print on only one side of the page.

· Make sure you have set 3 cm-wide margins on both the left and right side of each page.

· Use 1 ½ spacing between the lines.

1.3 Headings

Head the top of the first page of an essay or paragraph as follows:
English 1









Your name
Tut group symbol 







Due date

Day and time of tutorial






Tutor’s name
The full assignment topic, EXACTLY as given.

For example:

English 1 







Jenny Dobson

Group A
 







March 12 2012

Monday 9.35 







Prof. Wylie

To what extent, and in what ways, is The Great Gatsby a story about America?

1.4 Paragraphs

The most important unit of any essay or piece of extended written work is the paragraph, which is meant to express, explore and elaborate ONE central idea only. Most paragraphs include a single sentence that sums up this idea, and this is called the TOPIC SENTENCE. It appears most commonly at the beginning or end of the paragraph, but this can vary. The rest of the paragraph will be related to this central idea – explaining it, justifying it, providing illustrations of it, and so on. Therefore the other sentences in a paragraph should be ‘signposted’ (for example, by using connecting words such as “Therefore” or “However”), to show the tight, logical relation between them.

A critical essay at university level is almost always an argument for a particular case, or an assessment of the diverse merits of conflicting viewpoints. Consequently, your various paragraphs should link together steps in the construction of your argument. You will receive extra marks if your marker feels you have produced a clear, well-structured and coherent argument.

1.5 Paragraph format in an essay

Your opening paragraph should begin against the left margin: subsequent paragraphs should be indented. DO NOT leave a line between paragraphs (‘block format’).

1.5.1 Handwritten work

Indent the first line (and only the first line) of new paragraphs about 2cm from the left-hand margin.

1.5.2 Typed work
Indent the first line (and only the first line) of new paragraphs 5 spaces or 1 tab from the left-hand margin.

1.6 Copying titles

Titles are reproduced differently for different texts and it is important to understand the distinction so as to make it clear to your reader the kind of text to which you are referring.

1.6.1 Underlined or Italicised titles

Underline (if handwritten) or italicise (if typed) the titles of the following: books, plays, anthologies of short stories or poems, long book-length poems, pamphlets, journals, films, paintings, albums etc. For example: The Great Gatsby; A Midsummer Night’s Dream;The World’s Greatest Short Stories, Productions of Time, Paradise Lost; Your Guide to Your New Motorola; Journal of Renaissance Studies; Alien II; The Scream; The Dark Side of the Moon. 
N.B. Capitals are used for all important words in a title.

The test for underlining or italicising a title is whether it refers to a separate, stand-alone publication.

1.6.2 “Titles in quotation marks”

Quotation marks are used for the titles of shorter poems, articles in journals, essays, short stories, chapters in books, songs etc. 

e.g. “London”; “A Midsummer Night’s Dream: ‘Jack Shall have Jill; / Nought Shall Go Ill’”; “The Haircut”; “Chapter 3: In Which Eyeore has a Birthday and Gets Two Presents”; “All You Need is Love”.

The test for using quotation marks is whether the title is that of a work that appears within a larger work.

Understanding the conventions for reproducing titles is crucial, since these conventions enable you to distinguish between texts which are very different, but may share the same title – for instance, Seamus Heaney’s short poem “Death of a Naturalist” and his first collection of poetry, also entitled Death of a Naturalist. The first of these (the poem) thus appears within a larger work which is a stand-alone publication, a collection of poetry published as a book.

2. ESSAY PRESENTATION EXAMPLE
	English 1







Yolanda Mavuso
Group R







 March 2012

Monday 9.35






Prof. Alzheimer

To what extent, and in what ways, is The Great Gatsby
a story about America?

Many critics have maintained that Fitzgerald’s novel The Great Gatsby should be read as a parable which encapsulates the very “idea” of America. Tony Tanner, for instance, comments on Fitzgerald’s use of narrator in the novel in the following terms:

In giving us not only the story of Gatsby but the story of Nick trying to write that 
story, Fitzgerald confronts no less a problem than what might be involved, what 
might be at stake, in trying to see, and write, America itself. (iv)

     While it is only in the closing pages of Carraway’s narrative that any explicit link is made between Gatsby’s dream and the founding moment of America, “the last and greatest of all human dreams” (Fitzgerald 171), the entire story hinges on the notion that ideas are somehow more important than reality: a notion that Milton R. Stern calls “the American heritage of the possibility of total transcendence” (166).

     This essay will argue that The Great Gatsby does indeed tell a story about America….

Works Cited

Bryer, Jackson R. “Four Decades of Fitzgerald Studies: The Best and the Brightest.” Twentieth Century Literature 26.2 (1980): 247-67.

Department of English, Rhodes U: Handout on The Great Gatsby. 2012.
Fitzgerald, F. Scott. The Great Gatsby. 1926. Intro. Tony Tanner. Harmondsworth: Penguin, 1990.

Stern, Milton R. The Golden Moment: The Novels of F. Scott Fitzgerald Urbana, IL: U of Illinois P, 1970.
Tanner, Tony. Introduction. The Great Gatsby. 1926. By F. Scott Fitzgerald. Harmondsworth: Penguin, 1990. I-ix.


3. REFERENCING IN YOUR ESSAY
At school, you were probably seldom, if ever, required to write anything more than personal reflections on various issues. In the English Department, you will frequently be provided with assignment topics that require you to venture beyond the personal by analysing literary works and by consulting secondary reading on these texts. When providing you with an assignment topic, your lecturer will indicate whether or not she or he requires you to engage in secondary research. From second year onward, you will increasingly find yourself drawing on the work of other researchers both to support and to refine your ideas. Since this is the case, you need to be scrupulous and meticulous in acknowledging the sources on which you have drawn in the writing of your essay. 

In this regard, the rule of thumb is this: Can my reader easily find exactly where I found this quotation or information? 

You must supply full information for both:

a) Your primary source(s) – that is, the novel(s), poem(s) or play(s) you are discussing;

b) Your secondary source(s) – that is, critical articles/essays and background readings which are themselves studies of or relevant to the primary work(s).

Obviously, the source of all direct quotations must be given in sufficient detail in your bibliography to enable your readers to find that quotation for themselves should they wish to explore the quoted text further. Importantly, then, “all information, ideas, insights, conclusions, arguments and opinions derived from others must be clearly indicated” (Visser 61).

The principal goal of a university education is to teach students to think for themselves. There is no substitute for careful reading and re-reading of the prescribed texts. Nevertheless, as already implied, a crucial part of the process of learning to think for yourself entails comparing your thoughts with those of others, whether in spoken communication (such as tutorials) or through the reading of secondary texts (such as books or articles). Get into the habit from the beginning of your studies of keeping records of every note you make. If you are using a book or journal in the library, be sure you copy down all the necessary details (author, full title, edition, place/city of publication, publisher, date of publication, page references) before you begin to work with the reading. Record every word or idea you take from secondary sources (including sites on the Internet), so that when you come to write your essay, you can acknowledge openly and in full detail everything in it which is derived from someone else’s thoughts, responses or opinions. 

ALL REFERENCING IS BASED ON A “DOUBLE ENTRY” SYSTEM:

· a brief reference in parenthesis/brackets (   ) in your text

· a full reference in the list of Works Cited at the end of the essay.

3.1 Parenthetical references (in the body of the essay)

These are BRIEF and provide page references for individual quotations. NOTE: In the English Department we do not use footnotes or endnotes for referencing purposes.

3.1.1 Works of narrative prose (novels, articles or books) and plays written in prose

Place the author’s surname and the page reference in brackets after the quotation (which is in double inverted commas):

E.g. In the opening pages of the novel, Gatsby is portrayed as “gorgeous” (Fitzgerald 9).

N.B. There is no comma between the name and the page reference.

If you have already mentioned the author’s name in your own sentence, you need only provide the page reference in brackets:

E.g. In Fitzgerald’s novel The Great Gatsby, the eponymous character is referred to as “gorgeous” (9). 

3.1.2 Plays written in verse

Write the Act number, Scene number, and line number(s) in brackets after the quotation:

E.g. This is when Henry yells, “Cry havoc!” (2.3.29).
The above is the standard way to reference lines from a play that is the subject of your essay (e.g. an essay on Romeo and Juliet). If, however, you want to refer to another Shakespeare play in the same essay, the format would be, e.g. (Coriolanus 2.2.125-29).

3.1.3 Poetry

Simply supply the line number(s) in brackets after the quotation:

E.g. Pooh muses, “I lay on my chest and thought it best / To pretend I was having an evening rest” (1-2).
For a shorter poem which is the focus of your essay, only the line numbers need be provided, as above. If, however, you are quoting from another poem by the same poet, you should provide the title of the poem, followed by the line numbers, e.g. (“The Echoing Green” 27-29).

3.2 “Works Cited” or “Bibliography” (at the end of the essay)

This is a list, in alphabetical order of authors’ surnames, which includes FULL publication details for each work. The basic order is as follows (note the punctuation, too):

Surname, First name(s)/Initial(s). Title of Work (in italics, if typed, or underlined, if handwritten). City of publication: Publisher, Year of publication.

3.2.1 A single-author book
E.g. Fitzgerald, John F. A Marketplace of Errors. London: Dogfrot, 1998.
3.2.2 An article from a journal
E.g. Marrillier, C.V. “Portuguese Literary Depictions of Chinatown.” Journal of Chinese Studies 21.3 (2003): 234-56.

For further refinements and special cases, see section 6 below.
4. THE ART OF QUOTATION 

(With acknowledgements to Visser, Nicholas. Handbook for Writers of Essays and Theses. 2nd ed. Cape Town: Maskew Miller Longman, 1992.) 

Effective quotations are highly selective, but also essential to enable you to support your claims. In writing about primary texts, quote to illustrate or provide evidence substantiating the point(s) you are making. 

Your discussion of primary texts may also be strengthened by a few well-chosen quotations from secondary sources. Too many quotations, however, and the essay becomes a collage of other people’s ideas, which drown out or swamp your own views. Remember it is not always necessary to quote directly from a secondary source: a brief summary or paraphrase (correctly referenced) may sometimes be as effective.

 All quotations should:
· be brief
· support and enhance your argument
· be correctly copied down
· be correctly referenced.

The format of your quotations will vary, depending on the kind of text from which you are quoting – prose, poetry, or drama – and whether the quotation is short or long.

4.1 Short quotations (no more than 3 lines of text)

A quotation that is no longer than three lines on the page (in the case of both prose and poetry) may be incorporated into the body of your text. Frame the quotation in double quotation marks/inverted commas: “. . . . .”. If there is direct speech within the passage you are quoting, that speech should be indicated by single quotation marks.

4.1.1 Prose fiction (novels and short stories)

Example:

Nick seems to suggest that Gatsby is nothing more than a collection of commercial fictions when he remarks that speaking to him “was like skimming hastily through a dozen magazines” (65).

Note that the full stop comes AFTER the bracketed or parenthetical reference, because the quotation has been incorporated into your own sentence: the full stop indicates the end of the latter. The example above is taken from an essay on Scott Fitzgerald’s The Great Gatsby, so it is understood the quotation is from the novel, and the author’s name is not therefore included in the parenthetical reference. 

4.1.2 Critical articles/essays

The above format is also used for a short quotation from a secondary source such as a journal article, chapter in a book of criticism, etc.

Example:

Shirley Nelson Garner draws attention to what she describes as the “portentous silence” of Helena and Hermia in Act Five of A Midsummer Night’s Dream: “Once they leave the forest, they lose their voices. Neither of them speaks again” (138).

In this case, the quotation is taken from Shirley Nelson Garner’s article on the play, “A Midsummer Night’s Dream: ‘Jack Shall have Jill; / Nought Shall Go Ill’”, which is collected in a book entitled A Midsummer Night’s Dream: Critical Essays, edited by Dorothea Kehler. Note that, because the critic’s name has been used in the framing sentence there is no need to repeat it in the parenthetical reference.

4.1.3 Poetry

Example:

Blake’s disillusionment with the London of his time is clear when he claims “in Every ban / The mind-forged Manacles I hear” (7-8).

Note that here you need not only to use quotation marks, but also to retain the capitalisation and internal punctuation of the original. Use a forward slash, with a space before and after, to indicate where lines end in the original, that is, to separate the lines of verse. This example is taken from an essay on Blake’s poem “London”; therefore only the line references need be provided. Where neither title nor poet is mentioned in your text, these details should be supplied together with the line references, e.g. (Blake “London” 7-8).

4.1.4 Departmental anthologies
If you are quoting from a poem which appears in an anthology compiled by the Department, the format is the same as in 4.1.3 above. If, however, you are quoting from the notes which accompany the poems in the anthology, the format is the same as 4.1.1. 

Example:

According to Deborah Seddon, “Jamaican patois (or Patwa) is a creole language – a combination of words from Spanish, English and African languages” (156).

NOTE: In this case, the writer of the commentary has been identified in the anthology; a separate entry would therefore be necessary in your Bibliography, viz.:

Seddon, Deborah. “Linton Kwesi Johnson.” Productions of Time. Comp. Department of English. Grahamstown: Rhodes U, 2012. 156.

If, however, no writer for the commentary is identified, your quotation would need to reference the anthology itself.
Example:

It is significant that, in Song of Lawino, Okot p’Bitek introduces elements drawn directly from Acoli traditions, specifically by refusing to “translate or explain certain words and phrases drawn from his own cultural context” (Productions of Time 165).

4.1.5 Plays

Prose drama: If the play is written in prose (e.g. The Crucible), the short quotation format is the same as for prose fiction (i.e. page references are provided – see 4.1.1 above).

Verse drama: If the play is written in verse (e.g. most of Shakespeare’s plays), and the quotation is no longer than three lines, AND there is only one person speaking, treat it as below:

As confusion takes hold of the lovers in the forest, Helena turns on her friend Hermia: “She was a vixen when she went to school, / And though she be but little, she is fierce” (3.2.325-26).

For all other instances, see 4.2 “Longer quotations” below.
4.1.6 Integrating short quotations into your text

As you can see from the above examples, short quotations (in inverted commas) must be properly integrated into your commentary, in a smooth and continuous flow, as if part of your own sentence(s) and argument. Even when your quotation is only a sentence long, do not simply insert it as a separate sentence between two others: it will not be clear which of these it is intended to illustrate. Very often this situation can be very simply remedied by means of a colon (:) rather than a full stop between the quote and the statement it supports or substantiates.

Example:

Hermia rails against the way lovers judge according to their needs, rather than plain facts: “Love sees not with the eyes but with the mind” (1.1.234). 

When a quotation is positioned at the end of your own sentence, remove punctuation marks such as a comma, full-stop, colon or semicolon at the end of the quotation itself (as in the previous example). However, if the quoted extract ends with a question or exclamation mark in the original, the question/exclamation mark must be retained.

Example:

Nick Carraway finds himself in a compromising position when Tom Buchanan asks why Nick has been avoiding him in the street: “What’s the matter Nick? Do you object to shaking hands with me?” (185).

4.1.7 Quotations within a quotation

An embedded quotation occurs when someone from whom you are quoting is him/herself already quoting from another source. In such cases, single quotation marks are used for the embedded quotation:

Example:

According to Lincata Lini, “Shakespeare’s ‘Out out damn spot!’ defines the emotion felt by Dimmesdale in The Scarlet Letter” (47). 

If you only quote the embedded quotation, and paraphrase the rest of the point being made by your source, the quotation reverts to double inverted commas: 

Lincata Lini calls attention to the applicability of Shakespeare’s “Out out damn spot!” to a reading of Dimmesdale’s character in The Scarlet Letter (47).

4.1.8 Using square brackets and ellipsis in quotations

Sometimes, due the structure of the original sentence you wish to quote, it is difficult to integrate the sentence as it stands/ verbatim into the flow of your own sentence. In this case you may use square brackets to indicate that you have inserted words of your own, or ellipsis (…) to indicate words and phrases that you have omitted. To return to an example quoted earlier, but phrased differently here to fit the flow of a different framing sentence:

Shirley Nelson Garner finds the silence that the women in the play display in Act Five “portentous”. She notes that, “once [Helena and Hermia] leave the forest, they lose their voices. Neither … speaks again” (138).

Here, the words “Helena and Hermia” have been added to the sentence, and have replaced “they”, a change that is indicated by the use of square brackets. The words “of them” have also been removed, and this is indicated by the use of ellipsis. Do not use ellipses at the beginning or end of quotations, however. 

4.2 Longer quotations (indented quotations)

Prose quotations that would take up more than three lines on your typed or printed page, and verse quotations of more than three complete lines, should be set out as follows. 

· Leave a blank line between the last line of your text and the beginning of the quotation (or skip a single line if the essay is handwritten). 

· Single-space the quotation (remember that the rest of the essay will be in 1 ½ spacing). 

· Indent the quotation ten spaces or 2 tabs from the left margin (4cm for hand-written essays). 

· Do not place quotation marks around the quotation (but do reproduce any quotation marks that appear in the original text). 

· A parenthetical reference should appear after the full stop or question/exclamation mark that ends the indented quotation. This should be positioned one space after the quote ends, but if typing it this way in effect means that the parenthetical reference moves down to the next line, it should then be aligned with the right-hand margin.

· Leave another blank line between the last line of the quotation and the next line of the essay.

· If a prose quotation starts at the beginning of a new paragraph in the text that you are quoting it from, indent the first line of the quotation three spaces beyond the ten-space indentation. Similarly, if the quotation contains two or more paragraphs, indent the beginning of each paragraph an additional three spaces beyond the ten-space indentation. (This does not apply to drama or poetry.) 

· It is not necessary to change the right-hand margin for an indented quotation. 

· Do not use a long quotation in the middle of one of your own sentences in the essay. It is very difficult for readers to carry the sense of a sentence across a long quotation.

4.2.1 Prose fiction (novels and short stories)

Example:

Nick Carraway characterises himself in a somewhat contradictory manner at the beginning of The Great Gatsby: 

Reserving judgements is a matter of infinite hope. I am still a little afraid of missing something if I forget that, as my father snobbishly suggested, and I snobbishly repeat, a sense of fundamental decencies is parcelled out unequally at birth. And, after boasting this way of my tolerance, I come to the admission that it has a limit. (Fitzgerald 7) 

     It seems that a certain moral inconsistency will always haunt Carraway when it comes to judging the events surrounding his acquaintance with Jay Gatsby. The former arrives in West Egg with many preconceived ideas, for example, … 

4.2.2 Poetry

The rules differ a little  from the above for a longer quotation from a poem. You still need to indent the quotation ten spaces or two tabs, single-space it, and leave a blank line before and after it. However, when you are quoting from a poem you need to reproduce the layout of the poem exactly as in the original. This means that, in your quote, you need to copy the indentation of lines and spacing within and between lines that appear in the poem. If your quotation begins in the middle of one of the poem’s lines, your quote should reflect this, and also start, physically, in the middle of the line.
Example:

Speaking of the poet’s duty to transform social as well as personal reality through his work, Blake asserts that he will not halt in his efforts to do so:

I will not cease from Mental Fight,

Nor shall my Sword sleep in my hand,

Till we have built Jerusalem

In England’s green and pleasant Land.

 (“Preface to Milton” 13-16)

     The images Blake employs here are ones of battle, and perhaps he is implying the violence of the revolution at hand. If one returns to an examination of the social climate at the time of Blake’s writing…

4.2.3 Plays (verse drama)

When quoting dialogue from a play, the lines quoted follow the ordinary ten-space indentation used for longer quotations, but characters’ names should be indicated at the margin. Long names may be abbreviated if the identity of the speaker is clear from the context. Double-space between the lines of speech. 

Example: 

The audience witnesses an intimate yet playful exchange of vows between the two lovers:

ROMEO

 O, will thou leave me so unsatisfied?

 JULIET

What satisfaction canst thou have tonight?

ROMEO

Th’ exchange of thy love’s faithful vow 



for mine.

JULIET

I gave thee mine before thou didst request it;




And yet I would it were to give again.











 (2.2.125-29)

     This verbal sparring is characteristic not only of the lovers’ interaction in the play, however, but also …

5. FURTHER REFERENCING 

5.1 Internet sources 

Internet sources come in all shapes and sizes. Sometimes you will be quoting from a journal article which has been scanned or uploaded onto a database such as the MLA, JSTOR, EBSCO or the GALE GROUP website. In this case, you need to refer to the article exactly as you would to an article in a printed journal, citing the author and the page numbers within your text, e.g. (Jones 5). Sometimes, however, Internet pages are not numbered at all. When using such material, either in a direct quotation or in summary form in your essay, you should provide the author’s surname and the paragraph number from which you have taken the material, e.g. (Smith para. 12). If the author is not identified, then use a keyword from the title of the webpage to guide your reader to the correct full citation in your Works Cited, e.g. (“Ancient Legends” para. 14). 
5.2 Sacred writings

Neither underlining nor quotation marks are used for the names of sacred writings, e.g. The Bible, Koran, Upanishads, Gospels, King James (or Authorised) Version.

In parenthetical references, the format is: (Name of book, chapter, verse(s)), e.g. (Genesis 21.8), (Revelation 21.3-6).

However, individual published editions (e.g. The Interlinear Bible) should be treated in your bibliography in the same way as other published prose works.

6. WORKS CITED/BIBLIOGRAPHY

The material you will place under the heading Works Cited or Bibliography at the end of your assignment is a list of the works you have quoted from, paraphrased, or referred to in your essay. Each entry is arranged in alphabetical order, beginning with the author’s surname, e.g. Joseph Conrad will be found under the C’s as “Conrad, Joseph”, and not under the J’s.

The referencing format used in this Department is that of the Modern Language Association of America (MLA), because it is economical and well-adapted for literary studies. Other departments may require different formats, but you will usually find that the details required remain much the same, though they may be presented slightly differently. It is very important that you familiarise yourself with the MLA format (including the correct punctuation of bibliographical entries) right from the very beginning of your English studies. A comprehensive guide to the MLA referencing system may be found online at the library, under “Subject Guides” – “Citing Sources (Referencing)”.

In order to write bibliographical entries you will need certain information about the books you have used, and this information is normally found on the title page and the imprint page of the book, not on its cover or spine. (The imprint page is usually at the back of the title page.)

6.1 Single-author literary text:

Fitzgerald, F. Scott. The Great Gatsby. 1926. Intro. Tony Tanner. Harmondsworth: Penguin, 1990.

Shakespeare, William. Romeo and Juliet. Ed. G. Blakemore Evans. Cambridge: Cambridge UP, 1984.

NOTE: In the first example, 1926 refers to the original date of publication of the novel, and this particular edition has an Introduction by Tony Tanner. In the second example, only the date of the edition used is provided, as there is often doubt about the date of first publication of Shakespeare’s plays. Note that, after the first line, all subsequent lines are indented/’tabbed’. (The “hanging” option in the “special” window of the paragraph format options in Microsoft Word enables you to do this automatically, i.e. after you have typed in all the correct information against the left-hand margin.)

6.2 Entire book of criticism by a single author
Here the format is the same as for a single-author volume:

Stern, Milton R. The Golden Moment: The Novels of F. Scott Fitzgerald. Urbana, IL: U of Illinois P, 1970. 

6.3 Chapter from a book of criticism/theory by a single author 

Appiah, Kwame Anthony. “Kindness to Strangers.” Cosmopolitanism: Ethics in a World of Strangers. New York: Norton, 2007. 155-74.

6.4 Volume compiled by an editor or editors

Bercovitch, Sacvan and Myra Jehlen, eds. Ideology and Classic American Literature. Cambridge: UP, 1986.

Kehler, Dorothea, ed. A Midsummer Night’s Dream: Critical Essays. New York: Garland, 1998.

NOTE: In the first entry above, only the first editor’s name is arranged alphabetically according to surname; thereafter, names are arranged with first name(s)/initials first, followed by surnames. (The same convention applies to multi-authored works. Alternatively, if more than three editors/authors are involved, simply use “et al”).

6.5 Article/essay/chapter from a book of essays compiled by an editor or editors

This includes full details of the book too:

Garner, Shirley Nelson. “A Midsummer Night’s Dream: ‘Jack Shall have Jill; / Nought Shall Go Ill.’” A Midsummer  Night’s Dream: Critical Essays. Ed. Dorothea Kehler. New York: Garland, 1998. 127-43.

Marx, Leo. “Pastoralism in America.” Ideology and Classic American Literature. Ed. Sacvan Bercovitch and Myra Jehlen. Cambridge: Cambridge UP, 1986. 36-69.

NOTE: In the two examples above, “Ed.” means “edited by”, and the editor’s name/editors’ names follow the first name(s)/initials, followed by surname, arrangement.  

6.6 Article/essay from an academic journal

The format here includes details about the journal’s publication:

Bryer, Jackson R. “Four Decades of Fitzgerald Studies: The Best and the Brightest.” Twentieth Century Literature 26.2 (1980): 247-67. 

NOTE: The title of the article is put in inverted commas, because it is part of a larger journal which contains other articles too. The journal’s title is underlined (if handwritten) or italicised (if typed), followed by the volume and edition number (26.2), the year of publication in parentheses, and the inclusive page references for the entire article. 

6.7 Departmental handout

Include the department, the university, the subject of the handout, and the date. Only list the lecturer’s name if you are sure that the lecturer wrote the handout;
Department of English, Rhodes U. Handout on The Great Gatsby. 2006. 

Beard, Margot. Handout on The Great Gatsby. Department of English, Rhodes U. 2006.

6.8 Lecture notes

Include the name of the lecturer, the subject of the lecture, the department, the university, and the date:
Beard, Margot. Lecture on The Great Gatsby. Department of English, Rhodes U: 6 April 2006.

6.9 Departmental anthology
The names of the compilers are not mentioned, so the entry begins with the title:

Productions of Time. Comp. Department of English. Grahamstown: Rhodes U, 2012.

6.10 The internet

See English Online: A Student’s Guide to the Internet and World Wide Web, kept on Short Loan, for a comprehensive guide to citing from electronic sources and listing these sources in your bibliography. 

In general, however, you need to include: the author’s name, if available (if not then the title of the site); the title of the work (journal, magazine, anthology) or title of the document (if available); information about electronic publication; date accessed; and URL (Internet address). If there is no URL for the document, provide the site’s homepage address:
Sohmer, Steve. “12 June 1599 : Opening Day at Shakespeare’s Globe.” Early Modern Literary Studies 3.1 (1997): 46 pars. 6 June 2002 <http://www.shu.ac.uk/ems/03-1/sohmjuli.html>.
NOTE: Here we have author’s name, the title of the document/article, information about electronic publication (no. of pages/paragraphs), date accessed, URL.
In the examples below, the first and second entries reference online sources. The third entry references an online source with a print equivalent. Note the placement of the date on which the posting was accessed in the following examples.

Coetzee, J.M. “He and His Man.” 2003. 2 Sept. 2006 <http://nobelprize.org/nobel_prizes/literature/laureates/2003/coetzee-lecture.html>.

Gordimer, Nadine. “Writing and Being.” 1991. 10 Feb. 2006  <http://nobelprize.org/literature/laureates/1991/gordimer-lecture.html>.

Hale, Frederick. “The Fountain-head of Dutch Fictional Reconstructions of the Great Trek: J. Hendrik van Balen’s De Landverhuizers.” Tydskrif vir Nederlands en Afrikaans 7.1 (2000): 56-73. 10 May 2005 <http://academic.sun.ac.za/afrndl/tna/00jun/hale.html>.

When the URL of a document is very long and complicated (for example: http://aca.ru/org/links%blur/%23518%#A-98kllxx%_ZCXAD%%/lec.??/ catalan%blogmag/%/content), replace it with the URL of the site’s search page (for example: <http://www.jstor.org/search>.).
7. COMMON ERRORS OF GRAMMAR AND STYLE

ALWAYS READ YOUR ESSAY IN HARD COPY BEFORE SUBMITTING. CORRECT ALL MISTAKES IN PRESENTATION AND EXPRESSION AND REPRINT. STUDENTS WHO DO THIS MAY IMPROVE THEIR MARKS BY 10% OR MORE.

Listed below are only some of the most common mistakes that markers encounter in student essays. Elimination of these errors is a fundamental step towards effective writing. 

7.1 Use of the historic present tense
Always refer to fictional events in the present tense, even though they may have been written – in a novel, for example – in the past tense. Since they never took place in reality (they are fictional not factual occurrences), the convention is to imagine them as “still going on” – ready for every new reader to encounter them afresh. Keep to this rule even when the events are purportedly based on historical fact (as in Arthur Miller’s play, The Crucible, for example).

7.2 Comma splices 

Nowadays the comma is overused as punctuation, and often employed in inappropriate situations. The purpose of a comma is simply to signpost the separate logical sections of a single sentence: it represents what in speech would be a short pause or an oral signal our ears register as communicating the sequence, sense and logic of the ideas the speaker is trying to convey. What a comma SHOULD NOT do is join together what could effectively be separate sentences, if written as such. The comma is a weak Prestik; you need Superglue to link whole sentences together! 

Now examine the two parts of the last sentence. Note that you can read either of them as separate sentences, since each makes perfect sense on its own. What joins them is more powerful punctuation – in this case the semi-colon. A simple dot makes such a difference!

In the service of better expression, you should make sure you properly understand and use all the possible varieties of punctuation available to you: colons, semicolons, dashes (sparingly), apostrophes, and so on. Ask your tutor if in doubt, but also try to become conscious of punctuation and its functions as you read and write.

7.3 Apostrophes 

Apostrophes are used to indicate possession (i.e. that something belongs to someone). Apostrophes should never be used to indicate plural forms of words. Do not omit apostrophes or use them incorrectly.

Examples:

Simple plural: no apostrophe, e.g. the boys, my parents, the lovers

Plural possessive: apostrophe follows the “s”, e.g. those boys’ books, my parents’ house, the lovers’ quarrel

Singular possessive: apostrophe precedes the “s”, e.g. that boy’s books, Mary’s shoes, Thandi’s phone

NOTE: The convention, nowadays, is to use …s’s (not …s’) if a noun, such as a name, ends in “s” (e.g. Elvis’s guitar, Charles’s essay), unless the word is very long and multi-syllabic  (e.g. Jesus’ Son, Aristophanes’ plays).

Exception: the possessive word “its” does NOT take an apostrophe, e.g. Its fur is brown; its eyes are blue.

The reason is that “it’s” (with an apostrophe) is an abbreviated/shortened form of “it is” e.g. It’s raining.

7.4 Generic pronouns

English offers a wide variety of these forms. A prominent example is the word “one”, e.g. “One never knows which is the correct pronoun to use”. A common, though rather colloquial equivalent, is the word “you”, in its general, non-specific sense (“You never know what to wear, with Grahamstown weather”). There are other words which are used to much the same effect: “People can’t decide which party they should vote for”, for instance, or “A person should know his or her HIV-Aids status”. It is important never to mix up these various types. If you begin with “one”, then use “one” consistently throughout. Do not suddenly switch in midstream, for example, to “you”. By the same token, a singular noun, e.g. “the reader”, should be followed by a singular pronoun, e.g. “he or she”, not “they”, which is plural.   

7.5 Appropriate prepositions

Many prepositions (in; out; up; from; etc.) have become a part of colloquial English usage. However, using the WRONG preposition in certain contexts may change or confuse the sense of what you intend to convey. There is no logical rule to guide you here: you simply have to become familiar with the conventional usage in the right context. (Certain dictionaries, such as the Oxford Advanced Learner’s Dictionary, do, however, provide examples of prepositions appropriate to the words they define in their entries, and sample phrases/sentences of correct usage.) Consider how the preposition changes the meaning in each of the following phrases: at court; in court; on court (which refer to royalty, law, and tennis, respectively). As a rule, avoid ending sentences with a preposition – restructure your sentences to avoid this. Nevertheless, in certain cases this is not possible without creating a ludicrous effect e.g. Winston Churchill’s ironic comment: “This is the sort of English up with which I will not put!”

7.6 Repetition of words and phrases 

Repeating words and phrases ad nauseam and in close proximity is irritating to readers, and has a stilted or monotonous effect, since clearly other words and constructions would have introduced variety, nuance and emphasis. If, when checking an essay, you find you’ve done this – perhaps unconsciously – then substitute synonyms and alternative expressions. Luckily, English is very rich in synonyms, and a good Thesaurus is extremely helpful here. Similarly, repeatedly beginning each sentence in a sequence with the same word (especially words such as “This …”, “S/he ….”, or “Therefore …”) has a numbing effect: vary your sentence construction. 

7.7 Tense shifts 

You should try to stay in the same time-frame throughout an essay. Do not switch from present to past tense without a reason (quite tempting, when you are describing, in the present tense, events that a book narrates as having occurred in the past). Note that this convention will sometimes entail fairly complex verb constructions: “Before he goes to the house to question the occupants, Inspector Holmes has already scoured the neighbourhood for clues. Later he is to spend some time in the nearby woods, searching for evidence to support his hunch that Lady Hampton is indeed behind the murder”.

7.8 Contractions and abbreviations

You are actively encouraged not to use contractions, such as “don’t” or “can’t”, and abbreviations, such as   ”e.g.” or “i.e.”. Aim for a more ‘formal’ or ‘academic’ register. In addition, write numbers out in full (e.g. “twentieth-century fiction”, “seventeen years old”), though years may be written numerically (e.g. 1994).
8. PLAGIARISM

Plagiarism is a form of stealing: it involves passing off someone else’s words or ideas as your own. You are guilty of plagiarism every time you do not acknowledge or credit a source you have used in the preparation of your written work. 

Because plagiarism is a serious offence, every assignment submitted to the Department must be accompanied by a Plagiarism Declaration. (Copies of these are generally available in the Office Administrator’s office. On essay submission dates, copies are also made available in the department’s foyer.) As indicated in the Declaration, an essay which does not have a Plagiarism Declaration attached to it will not be marked. 

Make sure you understand everything in the Declaration before you sign it. The Department’s lecturers will provide lists of recommended readings and encourage you to do your own research. Indeed, making use of relevant source material when writing an essay or paper is a sure sign of mature, professional academic practice. Such usage must, however, always be acknowledged. Acknowledging your sources is an indication of careful scholarship and you should always be meticulous in this regard – if you have, anyone reading your work will be able to trace the ideas back to their original source, and use the same texts as you have in their own research if they wish. This practice is one of the building blocks of good research. Thus, citing or referencing all the sources for your ideas is essential. Anything else is irresponsible theft. We realise that it is very tempting to piece together work from various sources or put someone else’s ideas into your own words, especially using material available on the World Wide Web. But if you do so, you will be guilty of the offence of plagiarism and penalised accordingly.  For a second offence you could lose your DP and risk suspension from the University. 

8.1 Plagiarism declaration

A COPY OF THE FOLLOWING DECLARATION MUST BE SIGNED AND ATTACHED (STAPLED) TO THE COVER OF EVERY ESSAY/ EXERCISE SUBMITTED BY ENGLISH STUDENTS FROM 1ST YEAR TO HONOURS LEVEL. ESSAYS/EXERCISES SUBMITTED WITHOUT THE DECLARATION WILL NOT BE ACCEPTED FOR MARKING.

	DECLARATION 

1. I know that plagiarism is wrong. Plagiarism is to use another’s work and pretend that it is one’s own. This includes material taken off the Internet, even if it is paraphrased (put in one’s own words).

2. I have followed the rules and conventions concerning citation and referencing as laid out in the Guide to Essay Writing and I have read the section concerning plagiarism. 

3. This essay/exercise is my own work.

4. I have not allowed, and will not allow, anyone to copy my work with the intention of passing it off as his or her own work. 

Signature...........................


8.2 Turn-it-in report

In addition, every essay or exercise that you submit MUST be accompanied by a HARD COPY of the summary report from Turn-it-in, the university’s online plagiarism detection system. Tutorial groups will be linked to the system as soon as they have been finalised early in the year, and thereafter students will be able to access the system directly via their groups, and receive the full report from Turn-it-in. IT IS, HOWEVER, ONLY THE SUMMARY REPORT THAT MUST BE ATTACHED AS A HARD COPY TO YOUR ESSAY WHEN YOU SUBMIT (tutors will be able to access the full report online). The way in which Turn-it-in operates will be explained to you in lectures and tutorials early in the year.

