Word Count Guidelines   
All Level 5 CIPD submissions have max. word count requirements noted in the task guidance supplied to all students. There is a further requirement that word count number is noted on the front of assignment submissions. 
Purpose of word count limit 
The purpose of a word limit is to give all students a clear indication of the maximum length of a piece of assessed written work, the amount of work expected, and therefore how much detail they should go into and how they should allocate time to one piece of assessed work in relation to others. Writing to set word limits is a skill required within some professions, as well as an academic skill. Word limits are set appropriate to the assessment outcomes.
[bookmark: _GoBack]Typically in all academic submissions there is a strict -/+10% word count policy adherence; otherwise the work is marked down or failed. However there is some flexibility in CIPD Level 5 submissions especially given the Pass/Refer criteria, and the need to ensure all criteria is met first and foremost. Consequently tutors have tolerated a word count slippage e.g. up to 20% in initial assignments (1st or 2nd units) as the students get used to answering the questions appropriately to CIPD standards. It is also common for tutors to encourage students to answer the question as best they can while in draft stage, and then work on leaning back their answers so that their final submission is succinctly written. Anything being submitted over 4000 say for a 3000 would start to become a concern.
Why is word count important?
Reducing the word count lets you add more detail and content to your argument, and allows you to use more words for cohesion and transition devices. This may improve your writing overall.
See: https://www.ucl.ac.uk/ioe-writing-centre/develop-academic-voice/reducing-word-count
Good tips when you are often over or under word count
If your work exceeds the word count, consider the following suggestions for cutting it down:
· The first sentences of paragraphs are often superfluous. Check that they are necessary to the point you are making, and if they are not, then delete them.
· Quotations often use up an excessive number of words. Check that the quotation is necessary to your argument, and, if it is, cut it back to as few words as possible.
· Check for superfluous words. All of us use some words out of habit, like ‘however’. 
· Check that you need each and every ‘however’ you have used.
· Be direct. Rather than write ‘this essay attempts to evaluate’ write ‘this essay evaluates’ and drop phrases like ‘it could be argued that’ where possible.
· Remove sections where you - over-explain your point, over-specify your point, repeat yourself, or write off-topic or ramble
· Check the commentary is actually answering to the specific requirements of the criteria on the mark-sheet – if not, consider whether you need it, and could it be at cost of material not covered which you will prevent you from passing.
See below for further detailed tips:
http://owll.massey.ac.nz/academic-writing/word-limits-and-assignment-length.php
http://writetodone.com/trouble-sticking-to-your-word-count-try-these-editing-tricks/
https://eastasiastudent.net/study/reduce-word-count/
Use of tables to house free word count
You may have been advised to use tables as a way to retain key content that you feel you need to answer the question – but to use them carefully! They are not to be used to dump content (cheat word count).  They can be used to house analysis or summarise comparisons/contrasts/lists or list bullet points for example.
Where word count is not included
	 Abstract/Executive Summary
 Title
 Contents page
Reference list
Bibliography
Footnotes (these should be used for references only; those containing large amounts of  text will be treated as if they were part of the main body of text). 
 Appendices (use an appendix when you wish to include material in your assignment that is important, but not directly relevant to your main argument)
 Words used in tables, graphs and other forms of data presentation (including titles of 
figures) unless there has been no effort to present the table contents succinctly – paragraph dumping into tables is not allowed
Equations 
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