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Introduction 

This guide will give you all the information you need to present your written work at the standard 
undergraduate study requires. It includes guidelines on how to format your essays correctly, how to 
cite and reference your sources, and an example of student work to illustrate these principles in 
action. Alongside these notes, you will also find further details on assessment and the marking 
process. We include, for instance, tables of marking criteria, to 

http://www2.le.ac.uk/library/help/referencing/footnote
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Formatting an Essay: An Example 

  
 

 

Give 
student 
number 

 
 

 
 

 

 

Indent 
each new 
paragraph, 
except 
after a 
heading, 

  
 

 

When referring to 
multiple items in a 
single footnote, 
separate them with 
semi-colons. 

Give the range of 
pages for journal 
articles and essays 
taken from longer 
collections. Use 
‘pp.’ before essays, 
but not before 
journal articles. 

Underline 
 

 
 

Footnotes 
should be 
placed at 
the ends 
of 
sentences
   

  

Single 
inverted 
commas 
should be 
used for 

 
  

 
 

 
 

 
 

Place all 
punctuation after 
quotation marks.  

All work should be double-spaced 
throughout, with the exception of 
footnotes, which should be single-spaced. 
Main text should be in 12 pt typeface; 
footnotes should be 10pt. 
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 Number pages 
throughout. 

Use ‘ibid.’ to show 
when you are 
referring to the 
same source as the 
previous note. 

Use shortened 
forms when citing 
a source for the 
second time, and 
on all subsequent 
occasions. 

Use line or page 
numbers in 
brackets when 
citing your main 
text for the second 
time, and on all 
subsequent 
occasions. 

Indent all 
quotations of 
three lines or more 
in length, and use 
single spacing. Do 
not use quotation 
marks. 

Use a colon to 
introduce indented 
quotations and 
whenever a quote 
starts a new 
sentence. 

Put the titles of 
longer texts (novels, 
plays, book-length 
poems, critical 
monographs, edited 
volumes) in italics. 

Use ‘p.’ to refer to a quotation on a single 
page, and ‘pp.’ to refer to a range of pages. 
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Divide your bibliography into 
primary sources (texts you are 
analysing directly) and 
secondary sources (works 
discussing the texts or their 
contexts). 

Always begin 
your 
bibliography on a 
new page. 

For works with 
multiple authors, 
invert only the 
name of the first 
author given. 

Give the range of 
pages for journal 
articles and essays 
taken from longer 
collections. Use 
‘pp.’ before 
essays, but not 
before journal 
articles. 

Put the author’s 
surname first, 
and list texts 
alphabetically by 
surname. 
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Assessment and Examinations 
Frequently Asked Questions 

How will I be assessed? 
Broadly speaking, half our modules are assessed by coursework and half by exam. There are also 
modules that require you to complete groupwork projects, oral presentations, short exercises, and so 
on, to help you develop a range of important skills. Your choice of third-year modules will allow you 
to increase the proportion of whichever method you prefer. See the module descriptions on 
Blackboard and in the Department Handbook for details. Remember that you must not submit work 
for assessment which has already formed part of another assessment: cutting and pasting your own 
words into another piece of assessed work without acknowledgement is a form of plagiarism. Non-
assessed work can, however, be re-submitted as part of an assessed essay. 

How often will I be assessed? 
In the first year there are six modules (with two optional modules in a subject of your choosing if you 
are a single honours English student), and in the second and third years there are six modules in both 
years. In each year three modules are taken in each semester. Most modules are assessed by course 
work, usually in the form of a written essay or oral presentation, although some may have a written 
examination component. Consult the descriptions of the individual modules in the Handbook and on 
Blackboard. Dates and times of exams will be posted on the Exam Office webpage, which can be 
accessed here: www2.le.ac.uk/offices/sas2/assessments.  

Do I have to submit non-assessed work? 
Although it does not contribute to the overall outcome of the module, non-assessed work plays an 
important role in instruction, giving you the opportunity to practice core academic skills and receive 
valuable feedback, which will in turn enable you to improve subsequent work and to prepare for the 
final examination. 

In what format should my work be submitted? 
You need to upload an electronic copy on to Turnitin. All work should be submitted in a clear and 
legible form, following the Department’s requirements laid out in this Guide. The Turnitin software 
accepts the following file types: Word, Text, Postscript, PDF, HTML, and RTF.  

Must I observe word-limits? 

Yes. The word limit on written work is absolute. It includes quotations and footnotes, but excludes 
bibligraphies and appendices. You will need to be selective to ensure that you have allowed yourself 
scope to fulfil the marking criteria to an acceptable standard. The Department of English does not 
have a policy of allowing a certain percentage above the limit. If your first draft exceeds the limit, you 
will need to edit it to make it more concise. If your essay is considerably below the word limit, you 
have probably not understood what the assignment requires of you and should contact your seminar 
tutor for advice. 

When are my assignments due in? 
Deadlines for assessed assignments are published on the section of Blackboard for each module. 
Individual tutors will set deadlines for non-assessed work.  

What happens if I fail? 

You will usually be allowed to resit failed exams and resubmit failed coursework during the exams 
period in September (usually the first full week, but check the Exams Office 
website: www2.le.ac.uk/offices/sas2/assessments). All students must ensure that they can be 
available during the re-sit period. For a re-sit or resubmitted piece of work, the maximum mark is 40. 

When will my essay be returned? 
Marked essays are normally returned within 21 days of submission. Feedback on written exams will 
also be supplied after marks have been finalised by the Board of Examiners, and further information 
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Each form of assessment you undergo will have its own designated coversheet, which has been 
tailored to reflect the different requirements of each task, and to frame your feedback accordingly. It 
is vital that you read through (and act upon) any feedback given to you. Should you require any 
additional feedback you may consult with your Personal Tutor, who can offer specific guidance on 
your performance in examinations. For non-assessed essays you may consult with your module tutor 
during his or her office hours (times are on the tutors’ office doors) or contact your tutor by email to 
make an alternative appointment. A further useful resource is Learning Development, located in the 
Careers Service Information Zone, in the David Wilson Library. Module convenors will also offer 
feedback sessions once marks have been returned, at which you will be given the opportunity to ask 
tutors for further information about your marks. 

Assessment Procedures 
You must be present for all examination papers you are required to sit. Anybody who is unable to 
attend should submit to the School of Arts Office a completed mitigating circumstances form with 
appropriate documentary evidence. 

First Year 
The first year of your course is a qualifying year only. Completing it gives you the right to proceed to 
the second year. For a single-subject degree in English the marks for first-year modules do not count 
in any way towards the final assessment and the class of degree. 
 

In order to proceed to the second year of the course, you must obtain the 80 credit-units for your four 
double-modules of English and the 40 credit-units for your Option modules. To obtain the credit-units 
for each module you must: 

a) meet your academic obligations, such as attendance at classes (see the Academic 
Obligations section later in this Guide) 

b) submit all specified essays, dissertations, or project-work, completed in accordance 
with the Department’s requirements as to length, layout, and style 

and, in the assessment process: 
c) achieve a mark of at least 40 in each module contributing to the total of 60 

credit-units being sought in that semester. 
Subject to the achievement of an overall average of 40%, modules may be passed at a level sufficient 
for the award of credit (marks between 35% to 39%). This means that students with a credit-weighted 
average of less than 40% overall will be deemed to have failed all modules in which a mark of less than 
40% has been obtained; students with a credit-weighted average of 40% or more overall will be 
deemed to have failed only those modules in which a mark of less than 35% has been obtained. 
 
In short, this means that if you get a module mark of between 35 to 39 but have an overall average of 
40 or above then it will be deemed a ‘pass for credit’ mark and you won’t be asked to retake it (and 
indeed won’t be able to). However, any marks of 34 or below will be deemed a fail and in most 
circumstances, require a retake/resubmission regardless of your overall average. Students should also 
be aware that pass for credit is not necessarily applied to modules taken outside the Department of 
English, even if the relevant conditions are met. 
 
All students will receive a confirmation email from the Registry when their marks are available. 
Students will be given guidance by their tutors as to how well they have performed. Any student 
declared by a Board of Examiners to have failed any modules taken during the session will normally 
be allowed to re-sit any examination associated with a failed module in the September immediately 
following the end of the academic year in which the failure occurred, and students who have failed or 
not completed any elements of assessed course-work will normally be given the opportunity to (re-) 
submit the work either before the end of the academic year or by the end of the September 
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examination period. 
 
Second Year 
In order to proceed to the third year of the course you must obtain 120 credit-units for English. The 
requirements for obtaining the credit-units for each of the six double-modules in English that you take 
are the same as in the first year. The same rules about provision of information and the handling of 
failures also apply. 
 
Third Year 
You must obtain 120 credit-units for your six double-modules of English. 
The requirements for obtaining the credit-units for each of the six double-modules in English that you 
take are the same as in the first and second years. The same rules relating to the provision of 
information about first-semester performance also apply. Failures are, however, handled differently. 

Students who fail to satisfy the examiners in the final examinations may be allowed by the Board of 
Examiners to present themselves for re-examination on one subsequent occasion only, which will be 
in the following year (January and/or June), and they will be considered for the award of a classified 
degree in June of that year. The Board of Examiners will decide whether such students are required 
to re-sit all final-year modules or only those failed. 
 

Examination anonymity: The University has a system of anonymous marking for written examinations 
and assessed essays, and students must use their original UCAS numbers (printed on the Student 
Library Card). Students use the same number for the duration of their course. 
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The Assessment Process 
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The Assessment Process Explained 

After you submit your work or sit your exam, the administrator checks to ensure that all expected 
pieces of work have been submitted.  If work is missing but a mitigating circumstances form has been 
completed, this information is passed to the Mitigating Circumstances committee. 

First Year and Second Year essays and exams, and all Third Year work excluding Dissertations, go 
through a three-stage process: 

1. Calibration:  all members of staff involved in marking meet and, together, mark a sample of 
submissions. This ensures that all markers are looking for similar levels of achievement. 

2. Marking: each member of staff independently marks their batch of essays or exams, bearing 
in mind the calibration discussion. 

3. Moderation:  when all the essays have been marked, another member of staff, usually the 
module convenor, looks at a sample of work from each class for each marker, comparing 
decisions that have been reached. Along with the calibration meeting, this ensures uniformity 
of marking across the marking team. 

Third Year Dissertations usually go through a two-stage process: 

1. Marking: Staff mark the submissions of students and suggest a mark for each piece. 

2. Second marking: another staff member reads the marked essays, noting comments made by 
the first marker, but only looking at the suggested marks at the end of the process, after they 
have decided on their own mark. If there is a discrepancy between the marks, the two markers 
discuss the work in detail, and decide on a mark that both feel is fair. If necessary, a third 
marker can be called on, but this happens very rarely. Where student numbers make this 
process unfeasible, work may be moderated as in first- and second-year modules. 

Peer Observation of Marking: this happens every two years; each member of teaching staff is paired 
with a colleague who teaches on a different module and, after the marking process is completed, they 
compare and discuss their approach to annotation and feedback. This helps ensure uniformity of 
practice between different modules.  

At the end of each academic year, module convenors for each year of study meet as the Panel of 
Examiners and compare the marks given for each module, to ensure consistency. A sample of work 
from each module is sent to the External Examiners, academics from other universities, who are able 
to compare the work of Leicester students with work from their own and other institutions. This 
ensures parity of marking between different universities and the consistency of marking within the 
Department. External Examiners’ comments and information from the Panel goes to individual 
Module Meetings, where changes to assessment patterns and content of modules are considered, 
and to the Board of Studies, where any issues affecting the School as a whole are discussed. 
Comments from the Student-Staff Committee are also considered at these meetings. 
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The Board also has full details of any cases of plagiarism that may have been detected and it deals 
with any such cases in the light of the university’s guidelines. 
 
Students will note how important it is to meet all deadlines, take great care to observe examination-
paper rubrics – which exist to ensure not only that all candidates are treated fairly relative to one 
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For Single Subject and Joint Degree Students 
 

While every effort has been made to ensure that this information is accurate and current, students 
are advised to consult the University’s regulations online: www2.le.ac.uk/offices/sas2/regulations/. 

Pass/Fail threshold for the programme (at the first attempt an overall failure entails a resit; at the 
second attempt it entails course termination) 
 

Students who fail modules to the value of 45 credits or less may be considered for the award 
of a degree under the rules below, unless the department has specifically required a pass in a 
given module, in which case the student will fail the programme. 
 
Students who fail modules to the value of 50 credits, or have a weighted average mark of less 
than 35%, will fail the programme. 
 

First  
Modules to the value of at least 120 credits at 70% or better, a weighted average mark greater 
than or equal to 67%, and failed modules worth less than 40 credits 
 

Or Weighted average mark greater than or equal to 70% 
 
 
2.1  

Modules to the value of at least 120 credits at 60% or better, a weighted average mark greater 
than or equal to 57%, and failed modules worth less than 40 credits 

 
 Or Weighted average mark greater than or equal to 60% 
 
[Or Weighted average mark greater than or equal to 67% and modules to the value of at least 120 

credits at 70% or better, and modules to the value of 40 or 45 failed credits (Dropped class 
from 1st because of failures)] 

 
2.2  

Modules to the value of at least 120 credits at 50% or better, a weighted average mark greater 
than or equal to 47%, and failed modules worth less than 40 credits 

 
 Or Weighted average mark greater than or equal to 50% 
 
[Or Weighted average mark greater than or equal to 57% modules to the value of at least 120 

credits or higher, and modules to the value of 40 or 45 failed credits  
(Dropped class from 2.1 because of failures)]  

 
Third 
  Weighted average mark greater than or equal to 40% 
 
 [Or Modules to the value of at least 120 credits at 50% or better, a weighted average mark 

greater than or equal to 47%, and 40 or 45 failed credits 
 (Dropped class from 2.2 because of failures)] 

 
Pass 
 Weighted average mark greater than or equal to 35% 
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Additional Rules 
(a) Calculating the weighted average 

Three-year Programmes 
In order to calculate the weighted average, the scheme fixes the relative weighting of the third-year 
and second-year marks in three-year programmes at 60:40, on the grounds that most students 
perform better in their final year. The weighted average is to be calculated on the basis of all second 
and third year marks. The second year and third year averages are calculated first, and then combined 
with a weighting of 60:40 in favour of the final year average. If the modules in a year have different 
credit values (e.g. some 10 and some 20) then they are weighted by their credit value in calculating 
the year average. If all modules in a year have the same credit value the average for the year is a 
simple average. 

For the purposes of identifying students’ best performances on a module-by-module basis in order to 
meet the 120 credit threshold for a particular class, all second and third year modules are equal (only 
differentiated by their credit value where applicable). Differential weighting is only for the purposes 
of calculating the average mark between the two years. 

BA English (European) 
The same general principles apply to the calculation of the weighted average as for three-year 
programmes, but the second, third and fourth years are included, with a relative weighing of 20:30:50. 
For the purposes of identifying students’ best performance on a module-by-module basis, all second, 
third and fourth year modules are equal, but the credit threshold for a particular class is 160 rather 
than 120 credits. 

(b) Borderlines 

Descriptions of what constitutes a borderline result, and information on University procedures in the 
event of a borderline, can be found on the Student and Academic Services 
website: www2.le.ac.uk/offices/sas2. 
 
(c) Limits on the number of failed modules 

A student cannot graduate with more than 45 failed credits.  
 

BA English (European Union) Degree Classification 
The scheme of classification for the BA English (European Union) degree is similar to that for the BA 
English degree except that there are sixteen elements to be taken into account instead of twelve. Six 
of these are second-year modules from Leicester, four come from the student’s year abroad, and six 
are the Leicester third
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