GENERAL PROCEDURE FOR WRITING AN ASSIGNED ESSAY IN THE DEPARTMENT OF ENVIRONMENTAL AND GEOGRAPHICAL SCIENCE

1.
Introduction: what is an essay?

An organised collection:

of YOUR IDEAS

on an assigned theme or subject

carefully constructed and written

and professionally presented

In an essay you are expected to show full and accurate knowledge of the material that is relevant to a particular topic. The topic is usually approached in the form of a problem, which is set by the particular essay question or a statement on which you should lead discussion. In response to this problem you develop an argument, which is built up step by step, using different points to support it. These points are based on available evidence (facts) and the ideas and interpretations suggested by other writers. You must indicate where you found these ideas and this evidence, and this is generally done by citing the your sources within the text and listing them in a list of references at the end of the essay. You must make sure that what you write can be clearly understood by the reader who marks your essay.

It will be up to the lecturer or tutor concerned to evaluate the essay and decide whether or not your essay is convincing and authoritative. You must make sure that you back up your argument (case) with sufficient evidence, or it will receive a lower evaluation.  

2.
The structure of your essay

Title page—This consists of: student name and number, lecturer or tutor name, full essay title, essay due date, Department, plagiarism statement.

Introduction paragraph-- This consists of general points or attention-grabbing details leading to the main idea. For instance, there are several means that effective writers use to "hook" their readers: beginning with an amusing or interesting anecdote, beginning with a question, beginning with a quotation, and beginning with a startling or paradoxical statement. The main idea is often written at the end of this paragraph in a thesis statement, which may also contain three or more reasons (written very succinctly) for supporting this main idea. Each of these reasons should be elaborated on in the body paragraphs that follow. Note: A thesis statement does not always come at the end of the introductory paragraph--some essays have the very first sentence as the thesis statement. 

Arguments—Arguments put forward must be shown to be relevant, evidence convincing and examinable for both sides. It consists of several paragraphs depend on the length of the essay. 

Body paragraph No.1--This often begins with a transition word or words like "First" or "The first of these reasons" and gives examples and/or details relating to the first supporting reason.

Body paragraph No.2--This often begins with a transition word or words like "Next" or "Second" or "Another reason" or "The second of these reasons" and gives examples and/or details relating to the second supporting reason. 

Body paragraph No.3--This often begins with a transition word or words like "Finally" or "Last" or "The final reason" and gives examples and/or details relating to the third supporting reason (which is often the strongest of the three supporting reasons). 

Concluding paragraph--This paragraph may begin with "In conclusion" or "To conclude" (although some markers find these somewhat mundane) or "Clearly" and often restates the thesis statement in different words. It may move from there to a general comment about life, or to a final important point, or to a suggestion about future action that may be needed. Some writers like to end with a relevant quotation, or end with a question, or end with a prediction or warning. Another concluding technique is to end with some idea or detail from the beginning of the essay (thus bringing this idea full circle). Yet another means of concluding is to end with an allusion to a historical or mythological figure or event. 

3.
Citations, quotations and illustrations

· Citations within the text are applied to particular items of fact or pieces of evidence.  A citation is used to indicate that the point in question is attributable to the work of someone who is an authority on the matter concerned.

· Citations may be built into your essay in several ways, e.g.

“The theory of natural selection as developed by Darwin (1859) produced a revolution in the natural sciences”.

“Darwin’s (1859) theory of natural selection produced a revolution in the natural sciences”.

“Natural selection theory (Darwin, 1859) produced a revolution in the natural sciences”.

· Short quotations (3 or 4 lines) may be set in quotation marks in the body of a paragraph, but longer prose quotations should be set out as a separate paragraph(s), and indented so that they stand out clearly. Indented quotations should not be placed in quotations marks. Do not quote merely to impress, or at greater length than is absolutely necessary.

· Passages omitted from a quotation must be indicated by three dots (…) or four dots (….) where there is a full stop.

· The source of each quotation must be indicated by a note in brackets at the end of the quotation e.g. “I did it my way” (Sinatra, 1975).

· Footnotes are rarely used in EGS assignments; indeed, the so-called ‘Harvard’ system (see below) of referencing generally avoids footnoting.  This may be very different in other disciplines (e.g. History).

· It is acceptable to use illustrations (i.e. maps or diagrams) in your essay where this seems appropriate.  Each should be labelled consecutively as Figure 1, Figure 2 etc. (note: not map 1, or diagram 1 or somesuch).  Tables should be similarly enumerated.  Ensure that you provided a title for the illustration or table and cite its source.  Make sure that you include this source in the reference list at the end of the essay.  It is usually quicker to photocopy a map, diagram or table.  This is acceptable provided it is properly cited.

4.
Referencing

The style of referencing used in EGS department assignments is known as the Harvard system and is the same as that employed in The South African Geographical Journal.  Please check a recent edition in the library for additional help with this method.

All your references must be listed at the end of your work in alphabetical order and in the correct format. Please notice that the punctuation is important.

Books:
Author surname, initials. Date of Publication: Full title of book. Edition. Place of publication: publisher. e.g. Freeman, T.W., 1971: The Writing of Geography, University Press, Manchester. 

Journal articles: Author surname, initials. Date of Publication: Full title of periodical. Volume number: first and last page numbers. e.g. Cook, G.P., 1979: Modelling urban systems, South African Geographical Journal, 5, (4), 431-423.

Internet articles:
Give the full URL of the reference i.e http://www.uct.egs.ac.za/fccc
5.
EGS specific technical guidelines on assignments

As part of all courses in the department, you are required to submit a number of written assignments. The expectations of the lecturers and of the programme vary according to a number of factors:

· While most of these are individual submissions, some are collectively written as a product of group work.

· The form of the written assignments varies from essays, to reviews, to reports, to conference papers.

· Written assignments carry different mark allocations within the course, please check carefully the proportion of coursework marks that each assignment carries.

· Within these broad categories, individual lectures have different preferences, allowances, and stipulations related to the assignments that they set.

· In broad terms, the following technical guidelines should be applied to individual written assignments:

Format:

Your essay must be typed, typically printed out from MS Word or

 


Wordperfect file.

Font:


11 or 12 point – for readability

Line spacing:
1,5 –so that the lecturer can easily write comments in the text

Length:

(excluding cover page, references and any illustrative material)

Varies depending on number of marks available, usually between 1000 and 3000 words.

6.
Check list:

The following check list is a comprehensive criterion for the tutor to evaluate students’ essays. Therefore, students are advised to go though the following check list before submitting their essays. 

· Is every written sentence is directly related to your assigned topic (as stated in your thesis statement). Again, do not stray off the topic!

· Is my essay unified? Do all parts contribute to the main idea, and have I avoided digression? 

· Have I supported all generalizations that I made? 

· Have I given enough emphasis to each part of my essay?  

· Is my introduction interesting? Will it catch the reader's interest? 

· Does my thesis statement clearly delineate my assigned subject? 

· Does my conclusion give a sense of finality or completion?  

· Does the first sentence of each paragraph provide an idea about what each paragraph discusses? 

· Has each sentence been developed properly, using one or more of the following methods for developing paragraphs: examples, details, reasons, comparison/ contrast, cause or effect, etc.? 

· Does each sentence relate directly to the purpose of the paper as stated in the thesis statement? 

· Is there a clear transition from the last sentence of each paragraph to the first sentence of the next paragraph? Have I used effective transitional words or phrases?

· Have you used effective transitional words and phrases to connect the sentences so that they flow smoothly from one to the next and are coherent (i.e., "stuck together" or clearly connected)?

· Have you used mainly complex (rather than simple) sentences and used a variety of different sentence lengths? 

· Have you removed all slang, jargon, and unnecessary clichés?

· Is your vocabulary sophisticated and vibrant?  

· Have you introduced and handled quotations properly and them acknowledged accurately?

· Have you accurately cited all appropriate sources, all of which are authorities and included the full reference in proper format at the end of the essay?

