	The Essential Style Guide

This guide provides the information you need to submit written assignments in a professional manner.

Use it as the basis for every piece of work you produce. 


	Presentation

· Use 12-point font size for the main body of the essay. (Preferred fonts are Times New Roman, Arial, and Century Gothic).

· Use 1.5 line or double spacing for the main body of your essay.  Leave generous margins.

· Number your pages.

· Titles of books, volumes of poetry, plays, journals, magazines, and newspapers are italicized.

· Titles of short individual poems, short stories, chapters in edited books and journal and internet articles are given in ‘inverted commas’.

· Proofread. Try reading an essay aloud to a friend to see if it makes sense. Ensure your essay contains no typographical errors.  Use a dictionary.  Do not rely on your computer’s spell-check. 

	Quoting and Citations 

It is essential to acknowledge all the resources that you have used, including electronic sources, whether or not you are quoting directly. In other words, you must acknowledge other people’s words, and you must acknowledge other people’s ideas. People reading your essay want to know how to find your sources and failure to credit the work of other people can be construed as academic misconduct (see above).

This applies as much to paraphrase or summary as to direct quotation.  If you are paraphrasing or summarising ideas from a particular critic or scholar you need to indicate his or her name and the year of publication of the article or book or website to which you’re referring.  This is a citation, or reference – both words are used.

In writing about literature, you will write making use of primary sources (texts by authors such as Jane Austen, Henry James, Wilfred Owen, et al), and secondary sources (critical works on those texts).
Quoting from Primary Sources (i.e. from set literature texts)

These citations may be limited to:


(1) title and page(s), in the case of novels;


(2) title and line number(s), for poetry;


(3) title, act, scene, and, where available, line-number(s) for drama.

NOTE: p. = page (where one page is referenced), pp. = pages (where a quotation stretches over two or more pages). 
Below are examples of such quotations. In each case, the first builds a short quotation into the body of the text; in the second, a longer quotation is indented from the margin. In either case, the system for referencing the source remains the same:

(1a) 

The novel opens with a subtle reference to Jim’s status as hero: “He was an inch, perhaps two, under six feet” (Lord Jim, 3). OR (Lord Jim, p. 3). 

(1b) 
Marlow’s final comments on Jim reveal that he remains uncertain about his young friend’s success:

He goes away from a living woman to celebrate his pitiless wedding to a shadowy ideal of conduct. Is he satisfied — quite, now, I wonder? We ought to know. He is one of us — and have I not stood up once, like an evoked ghost, to answer for his eternal constancy?

(Lord Jim, 416-17) OR (Lord Jim, pp. 416-17)

___________________________________________________________________________

(2a) 

Yeats suggests that baptism itself is no guard against the “blood-dimmed tide” when he says: “The ceremony of innocence is drowned” (“The Second Coming”, l. 6).

(2b) 
The sense of impending apocalypse associated with this image of the anti-Christ is enhanced by the continual references to Christ’s nativity:




but now I know

That twenty centuries of stony sleep

Were vexed to nightmare by a rocking cradle,

And what rough beast, its hour come round at last,

Slouches towards Bethlehem to be born?






(“The Second Coming”, ll. 18-22)

___________________________________________________________________________

(3a)

Close to the start of the play, Lear’s youngest daughter Cordelia declares her own honesty by condemning her elder sisters’ hypocritical speeches as a “glib and oily art” (King Lear, 1:1:23) OR (King Lear, I:i:23)

(3b) 

At the height of the storm, there is evidence that Lear’s transformation has already begun, as he attends to the condition of the Fool:




My wits begin to turn.

Come on, my boy. How dost my boy? Art cold?

I am cold myself.

          

(King Lear, 3:2:67-69) OR (King Lear, III:ii:67-69)

The point to remember is that, whichever form you choose, you must use it consistently throughout your essay, AND ensure that the brief information given in these citations tallies with the full information given in your bibliography. 

Using secondary sources.
When you use the ideas or words of critics or researchers during the writing of your essay, you obviously need to give assign the credit for the ideas or words used. This is true for paraphrase, summary and quotation. 

Immediately following a quotation you must set out the following:

· surname of author (comma)

· year of publication (comma)

· page number (p. for one page, or pp. if more than one page,  pp. 341-2)

example

To illustrate, here is a sequence from an essay which includes a quotation, with its accompanying author/year/page citation:

Jim’s failure to communicate his dreams adequately stems from the fact that, for him, “the real truths are internal, pre-verbal, and cannot without distorting be verbalized” (Hawthorn 1979, 48).
If you prefer to use Hawthorn within your own sentence, the bracketing is slightly different, but the information is the same:

Hawthorn (1979, 48) argues that for Jim, “the real truths are internal, pre-verbal, and cannot without distorting be verbalized”, which explains his failure to communicate his dreams adequately.

Your Bibliography will contain the full details of the quoted text as follows: 

Hawthorn, Jeremy (1979). Joseph Conrad: Language and Fictional Self‑Consciousness.
       London: Edward Arnold.
When you are quoting a longer section of text (more than 30 words or more than 2 lines of poetry), you should display the quotation – i.e. separate it from the main body of the text with a line space at the beginning and end of the quotation and use the ‘increase indent’ button in the Word toolbar to move the text to the right.

· indent the entire quotation

· use single line spacing do not use inverted commas at the beginning or end of the quotation 

· reference the quotation in exactly the same way as for shorter quotations

· do not centre the quotation

· do not put the quotation into bold, italics or underlined formats

Citing Electronic Sources

Some websites have pages or sections that are authored by name (e.g. a film review on Guardian Online or an e-journal such as Scope) but many websites are authored institutionally (e.g. the British Film Institute or the BBC) and some sites might have less official status (e.g. a fan site or discussion group). Whatever the type of site, you are required to give as much detail as you can find on the website and record this in the bibliography, an example of which is set out in the examples section below. 

If you know the author of the article or review then follow the usual format, providing the author’s surname, the date and page number if there is one, in brackets: e.g. (Angelini, 2010). This example is a reference to the Screenonline website of the BFI’s history of film and television dealing with the Carry On film series. It is credited to Sergio Angelini. You must cite him as the author and include the details in the bibliography:

Angelini, S. (2010) ‘Carry On’. [Internet] <http://www.screenonline.org.uk/film/id/467358/index.html> [Accessed 20 September 2010]. 

If you are quoting from an institutionally authored site such as the BBC and you cannot find an author name, then your in-text citation should include the organisation and date (BBC, 2010).

If you are citing from more than one site within this organisation, you need to indicate this either by the year (2009, 2010, etc) or if the same year, then 2010a, 2010b, etc. In the bibliography, at the back of your essay, you need to have the reference in full just like any other source:

BBC (2010) ‘Churches and how to read them’. [Internet] <http://www.bbc.co.uk/ programmes/b00tnp8f> [Accessed 21 September 2010]. 

Be careful about your use of the web as a resource. Never assume that, because something has been published on the web, it is reliable or helpful or even truthful. 

	Bibliography

At the end of the assignment you must give full details of all your sources of information. It is important that there is a direct match between your citations and bibliographical entries.

List sources alphabetically by authors’ surnames. Follow this procedure when you are referencing authors of books:

· surname of author/s or editor/s and initial/s (separated by a comma, with a full stop after the initial/s). Two authors (insert 'and'); for three or more (separated by commas, except for last two which are separated by 'and'),

· year of publication (in brackets),

· title and sub-title (separated by a colon and all italicized) followed by a full stop,

· place (i.e. city) of publication and (separated by a colon) name of publisher.  Full stop.

examples

Greer, G. (2007) The Whole Woman. New York: Black Swan

    Shapcott, J. (2010) Of Mutability. London: Faber.

Shapiro, J. (2008) Contested Will: Who Wrote Shakespeare? London: Routledge.

For articles in journals, follow this procedure:

· surname/s of author/s and initial/s (separated by a comma, with a full stop after the initial/s). Two authors (insert 'and'); for three or more (separated by commas, except for last two which are separated by 'and').

· year of publication (in brackets),

· the title of the article (in single inverted commas) followed by a full stop,

· the name of the journal (italicized),

· volume and issue number (in brackets) followed by a comma,

· page numbers.

example

Foucault, M. (1995) ‘Madness: The Absence of Work.’ Critical Inquiry 21 (3), pp. 290-

        301. 

For chapters in edited books or collections of essays, follow this procedure:

· surname of author/s of chapter, followed by initial/s separated by a comma, with a full stop after the initial/s). Two authors (insert 'and'); for three or more (separated by commas, except for last two which are separated by 'and'),

· year of publication (in brackets),

· title of chapter in ‘single inverted commas’ followed by a full stop,

· In,

· surname plus first name/s or initial/s of editors of collected work. (The abbreviation for editor/s is ed. or eds – if there is one editor, use ed. followed by a full stop; if there are more than one editor, use eds – no full stop),

· title (with a colon, followed by the sub-title where necessary) of collected work (all italicized), followed by a full stop,

· place of publication, followed by a colon,

· publisher,

· page numbers.

example

Greenblatt, S. (1998) ‘Shakespeare Bewitched.’ In Zimmerman, S. (ed.) Shakespeare’s Tragedies.  London: Macmillan, pp.109-139. 

If the date when the specific chapter was originally published differs from that of the collection itself, you will need to include both dates, as follows:

example

Johnson, B. (1978) ‘The Critical Difference.’ In Young, R. (ed.) (1987) Untying the Text: A Post-Structuralist Reader.  London: Routledge, pp. 23-35.

Note the use of hanging indent for references that are longer than a single line.

If you are using a textbook, make sure (a) you specify the number of the edition, and (b) the date is appropriate to that edition:

example

Bath, M. and Furness, T. (2008) Reading Poetry: An Introduction. (3nd edition.). 
       London: Longman.

When you are referencing texts with modern editions, adopt this procedure:

· surname of author/s of chapter, followed by initial/s separated by a comma, with a full stop after the initial/s).

· date of earliest known printed edition - semi-colon - date of the edition you've used - in brackets,

· title (and sub-title) followed by a full stop,

· Surname/s plus first names or initial/s of editor/s (preceded by Ed. or Eds) followed by a full stop,

· place, colon, publisher.

example

Shelley, M. (1817; 1999) Frankenstein; Or The Modern Prometheus. New York: Bedford Books.

When you are referencing internet journal sources, follow the procedure below. For other electronic sources see the section on Citing Electronic Sources, above. 

· surnames plus initial/s of author/s or editor(s),

· year,

· title of article followed by a full stop,

· title of journal (in italics),

· type of medium [square brackets],

· date of publication,

· volume number and issue number (brackets),

· http address,

· date accessed [square brackets].

example

Bishop, R. and Robinson, L. (2002) ‘How my dick spent the summer.’ Genders  [Internet] 35 (2) <http://www.genders.org> [Accessed 22 September 2010]

If you are citing an article or review from a newspaper source, follow this procedure:

· surname/s plus initial/s of author/s or editor(s),

· year,

· title of article. Full stop,

· title of newspaper (in italics), comma,

· date of publication as date in numerals and month, comma,

· page number/s, full stop.

example

O’Brien, S. (2010) ‘Geoffrey Hill powers his way to a poetic pinnacle.’ The Guardian (Review), 21 August, p. 17.
And finally, when you are referencing a film or television programme, follow these steps:

· surname of director plus initial/s of author/s or editor(s),

· year,

· title of film (italics), 

· name of production company (and if television, series title if any),

· format,

· for television/radio if you know the transmission date or Tx.

example

Kotcheff, T. (1971) Edna, The Inebriate Woman. BBC ‘Play for Today’, [VHS] Tx. 21 October.

Von Trier, L. (2009) Antichrist. Nordisk Films, [DVD].


Here is a sample bibliography in alphabetical order by authors’ surname. It should be presented in the format detailed below. Do not number your bibliography. Do not use bullet points.
Bibliography

Broughton, T. (1993) ‘Making the Most of It: Harriet Martineau, Autobiography and Death.’ Literature and History 2 (2), pp. 24-45.

David, D. (1987) Intellectual Women and Victorian Patriarchy. Ithaca: Cornell University Press.

Hunter, S. (1995) Harriet Martineau: The Poetics of Moralism. Aldershot: Scolar Press.

Machann, C. (1994) The Genre of Autobiography in Victorian Literature. Ann Arbor: University of Michigan Press.

Martineau, H. (1877) The Autobiography of Harriet Martineau.  London: John Murray, 1877.

Peterson, L. H. (1986) Victorian Autobiography: The Tradition of Self-Interpretation. New Haven and London: Yale University Press.

Peterson, L. H. (1990) ‘Harriet Martineau: Masculine Discourse, Female Sage.’ In Morgan, Thais (ed.) Victorian Sages and Cultural Discourse: Renegotiating Gender and Power. New Brunswick: Rutgers University Press pp. 133-177.

Postlethwait, Diana (1989) ‘Mothering and Mesmerism in the Life of Harriet Martineau.’ Signs 14 (3), pp. 583-609.

Sanders, Valerie (1986) ‘Absolutely an Act of Duty: Choice of Profession in Autobiography by Victorian Women’. Prose Studies 9 (3), pp. 54-70.
The Programme hopes that these notes cover most aspects of the issue of referencing and plagiarism. If you are still in any doubt, please ask your tutors.

Reference Books
Well-known reference books such as the Encyclopaedia Britannica or the Oxford English Dictionary are not usually listed in a Bibliography. They are, however, cited in the body of your essay, after the definition or information quoted, in a manner similar to that of the Author/Date citation thus: (Encyclopaedia Britannica, 11th ed.) or (OED, 9th ed.) You will note that, here, the important information is the edition you are using.

How To Avoid Plagiarism: An Example

So that there should be as little ambiguity as possible about plagiarism, and also to give students advice about proper methods of attribution and reference, please read the following example (and see also the “Essay Style Guide” above):
Imagine I am a student writing an essay on the poetry of T. S. Eliot for one of my literature tutors. I have been reading Helen Gardner’s book The Art of T. S. Eliot and have found it very helpful. I wish to use it for my essay. Helen Gardner has written the following:

‘In the opening movement of The Waste Land, which is called ‘The Burial of the Dead’, we are given a series of contrasted scenes. The common note in all these scenes is fear; the contrasts arise from the various attitudes towards fear. The theme is first stated in the famous opening lines, the comment on the cruelty of spring-time, the pain of new life stirring after the torpor of winter.’

Now, in my own essay, I too want to refer to the opening of the same poem. I write the following:

The opening of Eliot’s poem The Waste Land gives a series of contrasted scenes. The common note is fear, first stated in the opening description of the cruelty of spring-time, the pain of new life stirring after the torpor of winter.

THIS IS PLAGIARISM. I’ve left a couple of words out, and added one or two of my own, but I’ve taken the rest, word for word, from Helen Gardner, with no reference to her or to her book, and no quotation marks.

Let’s say, instead, I write the following:

The beginning of The Waste Land gives a group of different scenes. The overall sense is one of fear, which we first discover in the opening description of the harshness of spring, the agony of life stirring again after the inactivity of winter.

THIS IS ALSO PLAGIARISM. Although I’ve only left one or two words the same and changed the other words, I am just trying to disguise the fact that everything I have said comes from this passage. I have still not given any reference to the fact that I am following a source.

What if I write the following?

As Helen Gardner argues, the opening of The Waste Land gives a series of contrasted scenes. The common note is fear, first stated in the opening description of the cruelty of spring-time, the pain of new life stirring after the torpor of winter.

This is better, but IT’S STILL NOT RIGHT. At last I have acknowledged that the idea comes from Helen Gardner, but I do not say where it comes from, and I do not acknowledge that I am using her very words.

How, then, should I do it? I must make it quite clear that I am using her ideas and her words:

As Helen Gardner says, “the opening movement of The Waste Land gives us a series of contrasted scenes. The common note in all these scenes is fear; the contrasts arise from the various attitudes towards fear. The theme is first stated in the ... comment on the cruelty of spring-time, the pain of new life stirring after the torpor of winter” (Gardner 1968, 90).

THIS IS NOT PLAGIARISM. Here I am fully acknowledging my source. All the words that appear in quotation marks are Helen Gardner’s words, not my own. At the end of my essay you will find the following entry listed in my bibliography:

    Gardner, Helen. The Art of T. S. Eliot. Faber, London, 1968.

So, by using the Author/Date citation system and the Bibliography in conjunction, I give the author, title, publisher, place of publication, date of publication and page reference (meaning you will find these words in this book on this page). This is the right way to give a reference (but you could give the information in a footnote or endnote if you prefer, remember).

Now, let’s say I don’t want to quote Gardner word for word. I want, rather, to paraphrase her argument. This is how I do it:

As Helen Gardner argues, the main idea of the opening of The Waste Land is the contrast between different kinds of fear associated with the coming of spring (Gardner 1968, 90). 

It not only indicates where I can find Helen Gardner’s idea, but it also shows where my use of her idea ends. My next sentence will be my own, based on my own ideas, or will begin a new reference. Wherever and whenever I use a source I have to indicate where my use begins (‘As Helen Gardner argues...’) and where it ends (with the Author/Date citation, or with a number leading to a footnote or endnote).

Let’s say I just want to refer, very slightly, to Helen Gardner:

Helen Gardner (1968, 90) is right in The Art of T. S. Eliot  to see fear as the main theme of the opening. But the fear is mingled with thrill and excitement.

The idea about excitement here is my own, and the reference to Helen Gardner is slight, but still requires a citation, which in this case immediately follows the naming of Gardner.
In all the correct examples above I have acknowledged my use of Helen Gardner’s book, which will appear in my Bibliography.
Use your tutor’s lectures or handouts should also be referenced, not because they are especially jealous of their spoken words or handouts, but because referencing locates the proximate source of ideas or words that you do not wish to claim as your own. Let’s say your lecturer says in a lecture:

Chimps just don’t ask you, “What did you mean the other day when you said you thought I wasn’t up to representational painting?”
And in your essay, you write, 

Whatever the linguistic accomplishments of chimpanzees they are not going to ask anything like, “What did you mean the other day when you said you thought I wasn’t up to representational painting?” (Foster 2008)

And your bibliography contains the entry: 

Foster, M. 2008. Lecture, St. Mary’s College.
Author surname and intials go first. Then the date.





A chapter in a book. Author Surname and names or initials. Date. ‘Title of essay in inverted commas’. In name of editor, (ed.), Title of Book in Italics. Place of publication: Publisher. Page numbers of the chapter. 
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