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ASSESSMENT

1. Assessment Instruments

For assessment purposes, all students must submit assignments from time to time, and sit examinations if scheduled. Assignments range from reading reports, journals, reaction papers, seminar participation, tests and exercises to major essays and research papers. 

Specific details of the assessment scheme appear in the subject outline for each subject. It is essential that you familiarise yourself with these details as soon as you receive your subject materials so that you understand how the subject is to be assessed. You will then be able to direct your study and learning appropriately and effectively. 

If you have any queries about the assessment scheme you should talk to your lecturer(s). Do this sooner rather than later so that your study and learning do not suffer through being misdirected. 

Essays are to be formatted according to the Faculty of Education Assignment Guide 2007 (unless directed otherwise from your lecturer). This formatting is based on the American Psychological Association (APA) guidelines.

2. Grading System

Subjects will normally be graded in the following manner:


HD
85-100%
High Distinction


D
75-84%
Distinction


C
65-74%
Credit


P
50-64%
Pass


PT
45-49%
Pass (Terminating)


PS
50-64%
Pass with supplementary assessment


FS

Fail, supplementary assessment available


F
0-49%
Fail



FF

Fail, supplementary assessment attempted


FW

Fail (late withdrawal)

A failing grade may be awarded in a subject even when percentages above 50 are achieved but where minimum requirements in essential components have not been met.

3. Completion Codes



S

Satisfactory



U

Unsatisfactory


AD

Audited


IC

Incomplete



W

Withdrew without penalty



DE

Deferred
4. Grade Distribution

Whereas the distribution of a set of scores gained from marking student scripts within a subject is a relative measure of quality rather than an absolute measure it may be appropriate, in some circumstances, to redistribute scores in order to approach a level of parity across a range of subjects within a course.

5. Submission of Assignments

Assignments are to be submitted to the Faculty of Education office by 5:00pm on the due date.  Any submissions after this time are subject to a penalty. The submission box is on the right-hand side of the office door and is clearly marked.  The secretary will date-stamp and record all assignments received each day. Remember to keep an electronic copy of your assignment.

6. Assignment Extensions

If circumstances prevent you from completing an assignment by the specified due date, you may apply for an extension.  Any request for an extension should be made before the due date.  Extensions will be granted where substantial reasons are given that warrant an extension being given; however, extensions may be refused.

All requests for an extension should be submitted on the ‘Extension Request Form’.  A copy is this form is found at the back of this handbook.  Requests should be submitted to and discussed with the lecturer of the subject for which the extension is being sought.  Sympathetic consideration is given to any reasonable request for an extension of time but you may be asked to submit a medical certificate if ill health seriously delays your work.  Job commitments and extracurricular activities are not accepted as grounds for granting an extension; you are expected to plan ahead for these activities.

If an extension is granted, the lecturer will provide a signed extension slip indicating the new due date.  This slip should be attached to the assessment task when it is handed in.

7. Late Assignments

Late assignments will normally attract a penalty of 10% of the available marks for each college day late.  Please refer to your subject outline for specific information pertaining to the subjects in which you are enrolled.

Note that although seriously late assignments may receive a ‘zero’ mark, the student is not absolved from completing that work.

All assessment tasks that are identified as compulsory components must be completed to a satisfactory standard before the student can be eligible for a passing grade.  Please refer to your subject outline for specific information pertaining to the subjects in which you are enrolled.

8. Requirements for a Passing Grade

To receive a passing grade, you must:

· Attend 85% of all scheduled class meetings (including lectures and tutorials).

· Complete all required assessment tasks.    

A student who achieves a mark of over 50% but who has not submitted a required assessment task will not be awarded a passing grade.

9. General Guide to Criteria for Grading Assignments

Below is a general description of an assignment that would receive each of the grades.

	85 – 100%

High Distinction
	High quality, independent work.

Superior range of highly relevant concepts and information

Shows substantial depth, fullness, and complexity of thought

Fluent and persuasive expression of ideas

Superior, consistent and comprehensive coverage of material

Superior documentation



	75 – 84%

Distinction
	Identifies a very comprehensive range of relevant concepts 

Advanced conceptualisation, interrelation and assessment 

Effectively organised and makes use of fluent and persuasive expression.

A consistent and comprehensive coverage of material

Superior documentation



	65 – 74%

Credit
	Identifies comprehensive range of concepts and information

Shows clarity of thought but may lack complexity

Generally fluently expressed

Comprehensive and consistent documentation

All criteria met and no major deficit



	50 – 64%

Pass
	Identifies some relevant concepts but may distort or neglect parts of the question

May have generalisations without supporting detail or detail without generalisations 

Expression acceptable, but perhaps inconsistent or incomplete

Basic documentation

Deficits but on balance an acceptable piece of work.



	Fail
	Fails to identify adequate range of concepts or information

Fails to interrelate or assess content 

Incoherent expression

Very poor documentation


10. Checklist for assessing your Essays

Content and Task-Fulfilment

Does the essay answer the question?

Has the task requirement been followed (ie. to analyse, describe, compare, evaluate)?

Is the format and style appropriate to the topic/task?

Has the topic been covered adequately (breadth and depth)?

Is the content relevant?

Is the information factually correct?

Are generalisations supported by evidence?

Is the information given as evidence academically respectable?

Does the conclusion follow-on from the information presented?

Are technical terms used appropriately?

Are all necessary definitions given?

Does the essay refer to appropriate sources regarding main issues?

Organisation and Argumentation

Does the introduction provide a clear opening statement, which indicates how the topic is going to be treated?

Is there a logical organisational structure to the essay?  

Have appropriate sub-headings been used?

Are there clearly marked stages to the treatment of the topic?

Does the thesis develop a position?

Does the conclusion follow from the argument presented?

Presentation

Is the text typed? If this is not possible, is the text legible?

Is spelling accurate and are sentences grammatically well formed?

Is the reference system consistent, thorough and correct?

Are all sources acknowledged?

Are all quotations used appropriately?

Is a list of references included?

Is the essay of the prescribed length?
PLAGIARISM

Whenever you use or quote from the work of some other person, you must acknowledge your source.  Not to do so is to pass off someone else’s ideas as your own; an offence that is considered in a very serious light and is known as plagiarism. It is not possible to list here every instance where you should make due acknowledgment. However, the following general guidelines apply.  In essays and assignments you should acknowledge:

· quotations 

· all material paraphrased or summarised from other sources

· factual material not commonly known and accepted in the discipline under study

· a line of thinking borrowed from someone else

· tables, diagrams, maps and illustrations derived from other sources

· information derived from web-sites or other electronic sources

Sources should be referenced in the style recommended for the subject to which the assignment relates. In addition, all sources used in an essay or assignment should be acknowledged in the reference section of your assignment.

Policy on Academic Dishonesty

It is College policy that academic dishonesty by students in any form is not acceptable and that work submitted for assessment purposes must be the independent work of the student concerned (or, where joint/team work is permitted, of the students concerned.)

Plagiarism, or copying another's work without proper acknowledgment, is not permitted, nor is it permissible for anyone to allow another person to copy their work for the purpose of assessment. 

Plagiarism is the use of someone else's ideas or words as if they were one's own. Any of the following, without full acknowledgment of the debt to the original source, counts as plagiarism or academic dishonesty:

1.
Direct duplication in an assignment or publication, by copying another's work or allowing it to be copied, whether from a book, article, web site, another student's assignment, or any other work 

2. Paraphrasing of another's work closely, with minor changes, but with the essential meaning, form and/or progression of ideas maintained

3. Copying or quoting another source without appropriately identifying all quoted or paraphrased material, and acknowledging the source
4.
Piecing together sections of the work of others into a new whole

5.
Submitting one's own work which has already been submitted for assessment purposes in another subject

6. Producing assignments in conjunction with other people (eg another student) when independent work is required

Refer to page 53 of the Avondale Handbook 2007-2008 for an explanation of the policy on plagiarism.

Penalties for Plagiarism 

Where instances of plagiarism are established, penalties as outlined in the Avondale Handbook 2007-2008, p 53, will be applied, as follows:

Minor instances of plagiarism will bring penalties ranging from deduction of marks to re-submission of an assignment. This may result in a limited “Pass” for the assignment. Students in their second or later semester of post-secondary study will be penalised more heavily than beginning students.

The penalties for more serious plagiarism are as follows:

· First offence: Penalties range from substantial deduction of marks to zero marks for an assignment.
· Second offence:  (counting all subjects taken at Avondale): Fail grade for the subject.

· Third offence: (counting all subjects taken at Avondale): The student be discontinued from further study at Avondale.

Where a lecturer suspects a student of serious plagiarism, the following procedures shall apply:

1. The lecturer shall normally discuss the matter with the student.

2. Should a case of serious plagiarism be established, the lecturer shall confer with the Dean of Faculty and, if necessary, other colleagues, to determine the appropriate penalty.  As part of this process the Dean shall check the student’s Academic Office file for any previous plagiarism offences.

3. The Dean of Faculty shall report all instances of serious plagiarism to the Academic Registrar who will keep a record in the student’s file of the date, the subject involved, the nature and extent of the plagiarism, and the action taken.

ESSAY PRESENTATION GUIDE

1. Formatting guidelines

The pages of the assignment should be numbered at the top right hand corner of every page (except the title page) and arranged in the following order:

Title Page (See sample on page 25)
This is the cover page and should contain the following information:

Your name

Subject code & name (eg ED539 Introduction to English Linguistics)

The lecturer’s name

The assignment title

The due date & date of submission

Details of any extension that may have been granted

The word length of the assignment (do not include the ‘References’ section or tables)

While this is page one (1), no numeral should be placed on it.
Without these details, the assignment either may not find its way to the lecturer or the lecturer may not be able to give you credit for your work.

Intellectual Property Statement – (to be placed on the bottom of the title page, see example p. 25​​)
This is a signed statement to certify that the assignment you are submitting complies with the College policy on ownership of intellectual property, and does not breach the policy on plagiarism.  

Abstract (centred heading on a separate page)

An abstract is not an introductory paragraph – it does not contain an overview (‘road map’) to the essay. Its style is blunt and terse. It summarises the argument and it briefly states the conclusion. This is not the place to quote or refer to specific research. It is easiest to write an abstract after you have finished your essay. It should not exceed 120 words, it should be double spaced, justified and included in one paragraph. The heading ‘Abstract’ should be centred, boldfaced and in size 12 font like the body of your essay.

Essay (start a new page – do not use the word ‘Essay’ as a heading) 

Centred, boldfaced heading, in size 12 font.

References (centred on a separate page)

 ‘References’ should be a centred and boldfaced heading, in size 12 font the same as your text in the main body of the essay.  Refer to page 15 in this Assignment Guide for formatting of individual references.

Appendices – if required (centred on a separate page)

Further points to be noted

· All assignments should be submitted on A4 paper, and only one side of the paper should be used.

· Spacing should be 1.5 lines or double.

· Use only 12-point fonts in the text and the headings.

· Margins should be 2.5cm top and bottom and 2.5cm left and right.

· An extra space should be inserted between paragraphs.

· Pages should be numbered at the top right hand corner, commencing on page two.

· Do not place the pages of your essay in individual plastic envelopes: your markers need to be able to write easily on any page. Rather, staple the pages of your assignment in the top left-hand corner of the page or if too many pages to be staples then place the pages in a ring binder.

· One space should be left between paragraphs. Do not indent the first line of each paragraph.  

2. Organisation of the text

Most assignments or reports are best presented in three sections: an introduction followed by the main body of the text, and a conclusion. (Note: ‘Introduction’ and ‘Body’ are not to be used as sub-headings whereas ‘Conclusion’ is optional).
Introduction 

The introduction should set the scene and entice the reader to continue to read the rest of the paper.  The introduction must clearly state the question/concept under consideration; that is, it must introduce your argument.  You may also find it useful to give an overview of the plan of your essay; this is one way of setting up your argument. In most instances it should not be more than one or two paragraphs. Include your thesis statement, indicating your (the writer’s) position on the assignment topic.  

Body

The body of the text should logically develop the arguments that support or explain the position the writer has taken (thesis statement) with respect to the question/concept under consideration. A logical order and progression of ideas is vital. Each paragraph should present one main idea and supporting evidence with researched support for that idea.  The body should be the major component of the assignment.

Conclusion 

The conclusion usually consists of one or two paragraphs that summarise the writer’s position with respect to the question/concept under consideration.  In it you should summarise the major points your essay has made, show how you have eliminated alternative proposals, and restate the argument.  The concluding paragraph must not contain any new data; anything you say here must have already been presented in the body of the essay. This is not a place to introduce new research or quotations.

Sub-headings 

The use of appropriate sub-headings serves a two-fold purpose:

· To assist you in the logical order and progression of ideas

· To clarify the structure and progression of your essay for the reader.

You will notice that articles in Educational journals invariably use sub-headings to alert the reader to the structure and progression of the essay.

In particular, the body of your essay should include several sub-headings outlining the structure of your argument.  The essay question itself will usually suggest what these sub-headings should be.

· Avoid over use of headings i.e. Do not use one heading per paragraph.

· Headings do not eliminate the need to create links between paragraphs. Refer to your lecturer’s instructions

Use of lists and bullet points

Lists of points and/or bullet points should be used sparingly. Where possible lists should be re-written to be integrated into the paragraph.  If lists are to be used they should be no longer than about 5 points.

REFERENCING GUIDE

Material quoted from another author’s work needs to be acknowledged. The following is a guide to referencing such work. 

There are three or four main referencing systems commonly used. This guide adopts the APA standard (American Psychological Association). What is most important in referencing, however, is consistency; two or more systems cannot be combined. Unless otherwise directed by your subject coordinator/lecturer this APA system is the required referencing system for all assignments within the Faculty of Education.

This is a simplified guide; further information may be obtained from publications such as Publication manual of the American Psychological Association (5th ed.), (2001). A copy of this book is held in the Avondale College library (808.06615/P96a).
What information must be referenced?

1.
Quotations

2.
Information paraphrased or summarised from other sources

3.
Factual information not commonly known or accepted in the discipline in which you are writing.

4. A line of thought borrowed from another author.

How many sources should I use?
Academic essays and reports should show evidence of wide reading.  You should aim to read and synthesis relevant information from a number of sources.  At an undergraduate level 10 sources would be considered a minimum in an essay of 1500 words or more. Note that this refers to the number of references appearing in your reference list.  It is most likely that you will need to read more sources than this in order to locate useful references. 

How many quotes should I include?

When writing a research essay, it is important to show evidence of wide reading and to include your findings.  Many students are tempted to do this by including a large number of direct quotations.  This approach does not lead to a smooth product and does not show analysis and synthesis of ideas.  You should aim to minimise the number of direct quotes included in your essay; direct quotations should not exceed 10% of the word limit for the essay.  

Your essay will be enhanced by the use of indirect quotes in which you paraphrase the author’s words.  (Remember to reference the source of these ideas as you would for direct quotes.)

IN-TEXT REFERENCING FORMAT

All references, whether quoted directly or paraphrased (indirect citation) are to be documented within the text by citing author, date of publication and, where appropriate, page reference immediately after the quotation or acknowledgment, enclosing the reference in parentheses. 

The acknowledgment of a source’s authors and the year of publication in the text of your assignment is called a citation.  Each citation enables the reader to locate the full bibliographic details of the source in the reference list at the end of the essay.  Citations must be used whenever you present a statement of evidence, or someone else’s ideas.

DIRECT QUOTATIONS

"Motivation is a key consideration in determining the preparedness of learners to communicate” (Nunan, 1999, p. 232).

Woolfolk (1990, p. 239) states, "Many cognitive psychologists believe certain types of knowledge are organised and represented in propositional networks".

Children learn through a process of identification; according to Harris (1980, p. 78), this involves “the imitation of someone who is admired as a person”.

· The use of page numbers applies equally to direct and indirect quotations. 

· The page number/s from which the quotation/s is/are taken is referred to only in the in-text quotations, not in the ‘References’ section at the end of the essay.

· Notice that the quoted sentence is capitalised only if presented after a comma and as a complete sentence.

· If there are two or more authors use all the names (see ‘multiple authors’). 

· Give the author's initials if the essay cites two authors with the same surname.

· If the assignment quotes more than one work published in the same year by the same author, add the letters a, b, c, etc to the date of publication - eg. (King, 1990a; King, 1990b).

· Multiple quotations from different authors are arranged in alphabetical order, and for a single year in chronological order. A semicolon is used to separate different references eg (Adams et al., 1984; Duke, 1993, 2000; Smith, 1984; Willis & Roger, 1971).

Short Quotations         

Where the material used takes up less than three lines or fewer than 40 words, the quotation forms part of the main text of your writing, but is enclosed by quotation marks.

Any one given system of discipline is rarely able to meet the array of needs in a specific classroom situation.  Charles (1996, p. 222) found that “teachers build personal systems of discipline tailored to their students, situations, and preferences”.  To design a personal system of discipline teachers need to …

Or:

Any one given system of discipline is rarely able to meet the array of needs in a specific classroom situation.  It has been found that “teachers build personal systems of discipline tailored to their students, situations, and preferences” (Charles, 1996, p. 222).  To design a personal system of discipline teachers need to …

Long Quotations

If the quotation is direct but more than three lines or more than 40 words, it should be set apart from the main body of your writing so that it is easily identified. You can do this by introducing the quotation with a colon and indenting the quotation 1.5 cm from the left margin only, without quotation marks and single spaced. 
	Teachers need to recognise the cultural roots of cognition. Chisholm (1994) points out that logical reasoning and discourse styles develop within a cultural context:

Awareness of the cultural underpinnings of logic and thought inclines multicultural teachers to make their thinking explicit to students, to be less judgemental of students’ reasoning, and to look beyond learning disabilities to cultural and linguistic differences that may explain students’ academic performance. (p. 49)

It is unreasonable to penalise students who have …


· Note the placement of the full stop in a block quotation.  Compare this to the placement of the full stop in a short quotation.

Quotations from Secondary Sources

A secondary citation occurs when one author is cited by another author.  In the following examples Moore is the secondary source (the one you read), and Cummins is the primary source (the one cited by the secondary source).

In discussing the development of critical literacy as one form of educational change, Cummins (1996) is cited by Moore (2000, p. 53) as arguing that “genuine critical literacy threatens established systems of privilege and resource distribution because it reduces the potency of indoctrination and disinformation”. 

Or:

“Genuine critical literacy threatens established systems of privilege and resource distribution because it reduces the potency of indoctrination and disinformation” (Cummins, 1996, as cited in Moore, 2000, p. 53).

Or:

Cummins (1996, as cited in Moore, 2000, p. 53) argues that “genuine critical literacy …”

· For in-text referencing, both the secondary source and the primary source are to be acknowledged.

· For the list of ‘References’ show only the name and title of the work you actually read (secondary source).

Adding Information to a Quotation

At times there will be a need to insert information into a quotation that is not part of the original text.  This is usually done to help clarify meaning.  The additional information should be enclosed in square brackets.

McLaren (1998) proposes that “in education in individualist cultures attention tends to be paid to the former [convergent thinking], whereas in collectivist cultures emphasis is on the latter [divergent thinking]” (p. 163).

Omitting Information from a Quotation

When part of a sentence is omitted, an ellipsis (three periods - …) is used.  The ellipsis must be separated from the preceding and following text by spaces. 

*  Do not use an ellipsis (periods) at the beginning or end of a quotation.

 “It should not be impossible … to work towards creating a school which gives individual students an education which they find satisfying and worthwhile” (Skelton & Kerr, 1989, p. 15).

INDIRECT CITATIONS

When you paraphrase, you express another person’s thought in your own words.  The source of the material you use to develop a line of thought must be acknowledged.

NOTE: If you are referring to the same author in consecutive paragraphs you need to introduce the author by name with the date of publication in each paragraph.

* ‘Ibid.’ and ‘id.’ are not to be used in assignments for the Faculty of Education.

One way to build interpersonal relationships with children is to show an interest in them.  This means allowing time for them to share their interests and then making use of these interests in the teaching program (Partington & McCudden, 1992, p. 155).

Wlodkowski and Ginsberg (1995, p. 67) found that when learners work in a competitive framework, communication is often more difficult and more easily misleading.

Affective education, according to Eckermann (1994, p. 50), strengthens children’s confidence, positive attitudes to life, and self-worth.

A student’s metacognitive model is linked to his/her actual writing performance (Devine et al., 1993).

· If a whole work is being cited, omit the page numbers.

Multiple authors

Two authors: Always mention both names.

“All classroom practices reflect teachers’ principles and beliefs, and different belief systems among teachers can often explain why teachers conduct their classes in different ways” (Richards & Rodgers, 2001, p. 251).

When accounting for the variety of approaches to teaching, Richards and Rodgers (2001, p. 251) suggest that, “All classroom practices reflect teachers’ principles and beliefs, and different belief systems among teachers can often explain why teachers conduct their classes in different ways”.  

· Join names in a multiple-author citation with ‘and’ (in text) or an ‘ampersand’ (&) in reference lists and inside parentheses.

Three to five authors:  The first time the source is referred to, use all authors’ last names; thereafter mention the first author’s name followed by et al. and the year of publication.

Six or more authors: Give the first author’s last name followed by et al.

When children are learning to talk, they often use telegraphic speech.  Yet, according to Fromkin et al. (1997, p. 418), such utterances reveal a grasp of the principles of sentence formation.

IN-TEXT REFERENCING FORMAT (ELECTRONIC SOURCES)

When citing information from electronic sources you must indicate the location of that information as precisely as possible.  Use page numbers or paragraph numbers if either is available in the document you are citing.  If neither of these is available, cite the heading and the number of the paragraph following it.  The important point is that you direct the reader to the location of the material.

	(Myers, 2000, ¶ 5)     OR

(Beutler, 2000, Conclusion section, para. 1)


LIST OF REFERENCES FORMAT

What is the difference between a bibliography and a reference list?

A bibliography is a list of all the sources you read in preparation for the assigned task.  It includes sources that you refer to in the body of your essay as well as other sources you read but did not refer to.

A reference list is a list of all the sources you referred to in the body of your essay.  For every idea referenced in your essay, there should be a corresponding listing in the references.  Your reference list should not include materials you read but did not mention in your essay.

Essays prepared for the Faculty of Education must include a reference list rather than a bibliography.

Formatting in the reference list

At the end of the assignment list the references containing full bibliographical details of all the sources you have cited.  (List only the sources you have read - not sources cited in references you read.)

· List all the sources (books, journals, reports, and electronic articles) in alphabetical order by author's or authors’ surname/s. Do not separate these into sub-sections.
· Use a hanging indent for each author’s source of information. Following the first line of each reference entry, indent (3 characters) every second and subsequent line.

· Use single line spacing for each entry and an extra space between one reference and the next.

· If more than one item by the same author is used, they should be listed chronologically (ie. earlier publication listed first).

A Book

Single author

Larsen-Freeman, D. (2001). Techniques and principles in language teaching. Oxford: Oxford University Press.

Multiple authors

Naiman, N., Frohlich, M., Stern, H. H., & Todesco, A. (1996). The good language learner.  Clevedon: Multilingual Matters.
Second or later edition of a book

Harmer, J. (2001). The practice of English language teaching (3rd ed.). Essex: Longman.

Book with sub-title

Achola, P., & Pillai, V. K. (2000). Challenges of primary education in developing countries: Insights from Kenya. Aldershot: Ashgate.

A Chapter in a Book

Lett, W. (1989). Creativity and giftedness. In P. Langford (Ed.), Educational psychology (pp 64-89). Sydney: Longman Cheshire.

· The page numbers indicate the inclusive page numbers of the chapter from which the quotation is taken and not to the particular page from which the quotation comes.  A journal article follows the same rule.

A Journal Article

Gellerman, S. W. (1986).  Why good managers make bad ethical choices. Harvard Business Review, 64(2), 85-97.

Note: The Journal title and volume number (64) is italicized.

A Report

Author known

Johnson, M. (1994). Schools of the future. Melbourne: Victorian Department of Education.

Sponsor (but no author)

Victorian Department of Education. (1994). Schools of the future. Melbourne: Author.

No author, no sponsor.

Schools of the future. (1994). Melbourne:  Victoria Publishers.

LIST OF REFERENCES FORMAT (ELECTRONIC SOURCES)

Electronic copy of a journal article retrieved from database source

Kimberly, M. (1999). Cooperative learning experiences: Meeting the needs of culturally diverse students. Journal of Family and Consumer Sciences, 91(2), 51-53.  Retrieved May 8, 2002, from ProQuest database.

*   When referencing material obtained by searching an aggregated database, follow the format appropriate to the work retrieved and add a retrieval statement that gives the date of retrieval and the proper name of the database. Note: URLs should not be underlined.

Internet articles based on a print (non-database) source 

Cheung, C. (2001). The use of popular culture as a stimulus to motivate secondary students’ English learning in Hong Kong [Electronic version]. ELT Journal, 55(1), 55-60.

· Many online publications are the same as their print versions.  Although this situation may change in the future, at present the same basic reference style is used as for the print version.  If you have only consulted the electronic version, you should add [Electronic version] after the article title. 

· If you have reason to believe that the electronic version is different to the print version (e.g. Format differences, page numbers not given, additional information included), the date of retrieval of the information and the URL must be added.

Guest, M. (2002). Time for a revolution in culture teaching and learning? The Language Teacher, 23(3). Retrieved June 10, 2002, from http://www.jalt-publications.org/tlt/files/02/mar/guest.html
Article in an Internet-only journal 

Royka, J. G. (2002, June). Overcoming the fear of using drama in English language teaching. The Internet TESOL Journal, 8(6). Retrieved June 24, 2002, from http://iteslj.org/Articles/Royka-Drama.html
· Use the complete publication date given (including month if given) on the article.

· In an Internet periodical, volume and issue numbers are often omitted. If they are not used, the name of the periodical is all that can be provided in the reference.

· Whenever possible, the URL should link directly to the article.

· If a URL needs to be broken to go to the next line, break it after a slash or before a period.  Do not add a hyphen.

Stand-alone document 

Author known 

Morgan, R. E. (revised 1999). The information tsunami is upon us. Retrieved May16, 2002, from http://www.creativeteachingsite.com/tsunami.htm
No author identified / no date
Brain-based learning. (n.d.). Retrieved May 21, 2002, from http://www.funderstanding.com/brain_based_learning.cfm
· If the author of a document is not identified, begin the reference with the title of the document. 

· Note: If the document has no author or date listed, you should carefully evaluate the reliability and the validity of the information before including it in your essay. For example Wikipedia and similar sources are not reliable nor valid sources for academic research.

Document available on university program or department Web site 

Allen, T. (n.d.). Developing a discipline plan for you. Retrieved May 7, 2002, from Humboldt State University, Teacher Preparation Web site: http://www.humboldt.edu/~tha1/discip-options.html
· Many Web sites are large and complex, such as those for a university or government agency.  When referencing a document within such sites, identify the host organisation and the department before giving the URL for the document. 
On the following page is a sample of a reference list
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USING ELECTRONIC SOURCES

Sources on the Internet

The information below has been adapted from the APA website

http://www.apastyle.org/elecmedia.html
The variety of material available on the Web, and the variety of ways in which it is structured and presented, can present challenges for creating usable and useful references. Regardless of format, however, authors using and citing Internet sources should observe the following two guidelines: 

1. Direct readers as closely as possible to the information being cited; whenever possible, reference specific documents rather than home or menu pages. 

2. Provide addresses that work. 

Documents available via the Internet include articles from periodicals (eg. newspaper, newsletter, or journal); they may stand on their own (eg research paper, government report, online book or brochure); or they may have a quintessentially Web-based format (eg Web page, newsgroup). 

At a minimum, a reference of an Internet source should provide a document title or description, a date (either the date of publication or update or the date of retrieval), and an address (in Internet terms, a uniform resource locator, or URL). Whenever possible, identify the authors of a document as well. 

The URL is the most critical element: If it doesn't work, readers won't be able to find the cited material, and the credibility of your paper or argument will suffer. 

EVALUATING INTERNET RESOURCES

In Internet publications, just as with traditional publications, there are strong, reliable sources of information and there are questionable sources.  Information taken from the Internet must be evaluated for its merit and accuracy.  When evaluating information sources from the Internet, keep the following criteria in mind:

· Who is the author and what are his/her credentials?

· Does the source cite academically respectable sources?

· Is the source biased?

· When was the information created and is it updated regularly?

· Who is the intended audience?

· What is the primary focus of the organisation/institution behind the sponsoring domain?

· Is the piece valuable as a source of primary or reference information for a topic?

GENDER-NEUTRAL LANGUAGE

Gender-neutral language is language that treats men and women equally. The current focus on gender-neutral language is a response to our traditional forms of communication that, in a male dominated culture, discriminated against women by inadequately reflecting their role, status, and even their presence in society. Such discriminatory language is known as sexist language, and you are to avoid it in all your assignments. There are four major aspects of sexism in the English language: Invisibility, Dependence, Trivialisation and Stereotyping.

Invisibility ¾ Women are often invisible in language. This is due, in part, to the fact that the noun ‘man’ and the masculine pronouns ‘he’, ‘him’ and ‘his’ are used generically, being made to refer to both men and women. Terms like ‘chairman’ and ‘spokesman’ exclude women and when we use them we make it harder for everyone to accept or imagine women in these roles.

Dependence ¾ Women are often portrayed in language as being different from the norm or subordinate to men. Terms like ‘woman lawyer’ and ‘lady doctor’ imply that women are regarded as an oddity in certain situations and deserve special linguistic treatment. Similarly the use of ‘feminine’ suffixes added to the ‘masculine’ form of a word is frequently unnecessary - and often demeaning. For example: author/authoress; poet/poetess; host/hostess. Some social titles and terms of address for women imply the subordinate status of women. For example: Mrs Roger Davis; Mrs Howard, wife of Prime Minister John Howard. 

Trivialisation ¾ Women and women’s actions and occupations are often trivialised. This form of sexism is seen in expressions such as ‘he cried like a woman’, ‘even a housewife...’ or in the description of a woman as ‘an office girl’ when a man performing the same task is referred to as a ‘filing clerk’ or ‘data processing officer.’ Avoid such terms.

Stereotyping ¾ Women are often portrayed in stereotype. For example, they continue to be described mainly in terms of their roles as ‘wife of...’, ‘mother’, or ‘homemaker’. While the physical attributes and appearance of men are seldom emphasised, those of women are frequently described elaborately and often in contexts where they are irrelevant. The character stereotyping of women and men, for example, praising passivity and emotion in women, and aggression and lack of emotion in men - impoverishes the description of both sexes as human beings.

Be sensitive to the context of what you are writing. Not only should you be aware of what a particular word or phrase is saying, but also what it is not saying. If you intend to include both men and women when using words or phrases then use a word that always includes both sexes rather than one that sometimes includes one and sometimes both.

Avoid any term or title or phrase that suggests subordination of women to men. If, as a male writer, you are in doubt about a particular term, then try to view the term from a woman’s perspective. This will help you see any negative connotation more clearly.

If there is a need to quote from a published text that is written in sexist language, adopt one of the following approaches:

· The words in question can be paraphrased, not quoted directly, in such a way that the sexist expression is avoided.

· The word sic, enclosed in square brackets, can be inserted immediately after the sexist expression.

· The quotation can be left intact, since it should be clear that it is not the work of the author using it.

Although sexist language is generally seen as an affront against women, it can also be offensive to men. The pendulum swings both ways! Whether we are male or female, we must be sensitive to how the other might view our language and should write in such a way that we bring offence to no one.
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Word Length (excluding list of references): 

INTELLECTUAL PROPERTY STATEMENT

I certify that this assignment is my own work and is free from plagiarism.  I understand that the assignment may be checked for plagiarism by electronic or other means.  The assignment has not previously been submitted for assessment in any other subject or institution.

Name:
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                                                       (Please print)
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………………………………………………………
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Extension Request Form

(Lecturer’s copy)

Students who are seeking an extension on an assignment must complete the details below and then discuss the request with the lecturer of the subject for which the extension is sought.

Subject
………………..

Assignment
………………..

Due Date
………………..

I, ………………………….., request an extension of time for this task.  This extension is being sought for the following reason/s: 

………………………………………………………………………………………………………………………………………………………………………………………

· I have attached documentary evidence to support my request. 
I agree to submit this assignment on ……………………… (To be negotiated with lecturer)

Lecturer’s Signature
…………………………………………

Student’s Signature
…………………………………………

Date


…………………………………………

(
Authority for Late Submission of an Assignment 

Student Name: ……………………………

You have been granted an extension of time for the submission of your assignment as follows:

	Subject
	Assignment
	New Date

	
	
	


Lecturer’s signature  ………………………..                     Date:…………………..

This extension notice must be attached to your assignment.
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