Academic Writing Rules - Grab Sheet

When writing any assignment – It must be academically written. 
This means considering several factors…  

· No slang terms

· Use full words – No shortening (can’t, won’t, shouldn’t)  

· No abbreviations like etc, e.g., i.e. (use terms like … ‘for example’, …’and so on’. 

· Introduce acronyms properly - National Health Service (NHS) can then be referred to as NHS throughout your essay  

· Must be written in 3rd person – as if telling a story – (no use of I, we, you, us) 

· Must make use of paragraphs.  Paragraphs should be meaty, they are not one or two sentences long. 

· Always one point per paragraph.  

· Don’t ask the reader a direct question  

· Always give your essay a title (this may be directed by your lecturer)  

· Never give your opinion – unless asked for it  
   
Have excellent sentence structure

·  When standing alone, every single sentence should make complete sense  

· If it does not then you have poor sentence structure  

· Poor sentence structure can be fixed by either   
· Re-wording the sentence, or  
· Joining the sentence to the one before with the correct punctuation.  
 
· Always provide a citation to show where you have retrieved your sources from (at least one for every 100 words of your word count). 

·  Use appropriate spelling, punctuation, and grammar  

·  Use size 12 font in a professional style  

· Line space your essay at 1.5  

·  2 spaces after each full stop  

· Rule of Number - One to Nine (in words) 10 + (in digits)

· Always submit a draft 
