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Welcome to the School of English at Kent
This handbook is something between an instruction book and a survival guide. It attempts to anticipate most of the questions you may have as a new or a returning student in the School. Your first port of call for any queries this document does not answer should be the School of English Office which is open daily from 10.30am to 12.30pm, and again from 2.00pm to 4.00pm. 

We are asking all students to be familiar with the information in this handbook. It is available as an electronic copy on the School of English website (http://www.kent.ac.uk/english/).
As soon as you have your e-mail address and internet access you should look at this website in detail and take some time to learn your way around it. The site is packed with useful information about module content, departmental life, and the study of literature in general. Many lecturers will use the University’s online e-learning environment, Moodle, to inform you of required reading, lecture programmes and essay titles. 

We expect you to take your academic work seriously. You must attend all classes and lectures (and in some cases screenings), and keep up to date with your coursework. There are strict deadlines for handing in essays that, if not adhered to, will result in marks of zero for your essay.

But this shouldn’t stop you having an active social life: the Students’ Union offers an array of services including bars, cafés and shops. All registered students are automatically members of the Union and can take advantage of all the facilities, including the myriad of clubs and societies: see the University of Kent Student Portal (http://www.kent.ac.uk/student/) and the Students’ Union website (http://www. kentunion.co.uk) for more information. So have fun, make new friends, relax, but do not get behind with your work.

I hope you have an enjoyable year with us. If there is anything in this handbook that is not clear, please ask. Good luck in your academic endeavours this year!

Bernhard Klein

Head of School

September 2010
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1
Offices and Staff

Location of Offices

The School of English is in Rutherford College Extension, a two-storey building on the Gulbenkian Theatre side of the main college. All full-time teaching staff in English have their offices in the School building, as listed below. Once term is under way, the office hours of all members of the teaching staff will be displayed on the noticeboard just inside the main entrance, which faces the theatre.

Opposite the main entrance is the English Office, with its team of administrative staff. The office will be your first port of call if you need information on modules or administrative matters, wish to contact members of staff outside their usual office hours, or submit coursework essays. The English Office will normally be open on weekdays from 10.30am to 12.30pm, and from 2.00pm to 4.00pm. On the noticeboards around the office and the main entrance to the School you will find routine pieces of information.

Academic Staff

This alphabetical list provides the email address, office number, and telephone number of each member of the academic staff. If you are on campus you do not need to use the prefix 82. Up-to-date details of staff roles, office hours, study leave etc can be found on our website at http://www.kent.ac.uk/english/people/profiles/index.htm .
	NC32 
	David Ayers
	d.s.ayers@kent.ac.uk
	82 3454

	NC12 
	Jennie Batchelor
	j.e.batchelor@kent.ac.uk 
	82 7053

	NC30 
	David Blair 
	d.a.r.blair@kent.ac.uk
	82 7481

	NC6 
	Peter Brown
	p.brown-2@kent.ac.uk
	82 7942

	NC34
	Paddy Bullard
	paddy.bullard@kent.ac.uk
	82 4517

	NC33 
	Henry Claridge 
	g.h.claridge@kent.ac.uk 
	82 3358

	NC36 
	Rosanna Cox
	r.cox@kent.ac.uk
	82 3757

	NC35 
	Vybarr Cregan-Reid
	v.cregan-reid@kent.ac.uk
	82 4185

	NC35a 
	Patricia Debney
	p.debney@kent.ac.uk
	82 7495

	NC31 
	Abdulrazak Gurnah
	a.s.gurnah@kent.ac.uk 
	82 7543

	NC39 
	David Herd
	d.herd@kent.ac.uk 
	82 7506

	NC9
	Sarah James
	s.james@kent.ac.uk
	82 7287

	NC43
	Andy Kesson
	a.kesson@kent.ac.uk
	82 7290

	NC22
	Bernhard Klein
	b.klein@kent.ac.uk 
	82 4244

	NC4 
	Donna Landry
	d.e.landry@kent.ac.uk 
	82 4745

	NC13 
	Ariane Mildenberg
	a.mildenberg@kent.ac.uk 
	82 7590

	NC2 
	Jan Montefiore
	j.e.montefiore@kent.ac.uk
	82 3044

	NC38 
	Will Norman
	w.norman@kent.ac.uk 
	82 3975

	NC10 
	Marion O’Connor
	m.f.o’connor@kent.ac.uk 
	82 7448

	NC45 
	Alex Padamsee
	a.padamsee@kent.ac.uk
	82 3031

	NC18
	Catherine Richardson
	c.t.richardson@kent.ac.uk 
	82 4656

	NC3 
	Caroline Rooney
	c.r.rooney@kent.ac.uk 
	82 7948

	NC5
	Simon Smith
	s.smith-376@kent.ac.uk
	82 3423

	NC40 
	David Stirrup
	d.f.stirrup@kent.ac.uk 
	82 3440

	NC37 
	Scarlett Thomas
	s.thomas@kent.ac.uk 
	82 4164

	NC44
	Cathy Waters
	c.waters@kent.ac.uk 
	82 3749

	NC11 
	Sarah Wood
	s.wood@kent.ac.uk 
	82 7485


Administrative Staff

	School Administration Manager

	NC19
	Helena Torres
	h.m.torres@kent.ac.uk  
	82 7461

	
	
	
	

	Admissions and Student Support Officer

	NC23
	Emma Bainbridge
	e.bainbridge@kent.ac.uk
	82 3402

	
	
	
	

	Undergraduate Studies Administrator

	NC20
	Sarah Anthony
	s.l.anthony@kent.ac.uk
	82 4495

	
	
	
	

	Secretarial Office Staff

	NC14/15/16/17
	Joan Keyes
	j.keyes@kent.ac.uk 
	82 7133

	NC14/15/16/17
	Claire Lyons
	c.lyons@kent.ac.uk 
	82 4165

	NC14/15/16/17
	Anna Redmond
	a.l.redmond@kent.ac.uk 
	82 7521

	NC14/15/16/17
	Carole Stallwood
	c.a.stallwood@kent.ac.uk
	82 3054

	NC14/15/16/17
	Gill Tobin
	g.m.tobin@kent.ac.uk  
	82 7494


Associate and Assistant Lecturers

The following are due to undertake some part-time teaching for the School during the current academic year. At the time of writing not all details have been confirmed. Further information will be posted as it becomes available.

	Associate and Assistant  Lecturers 2010/11
	Email address

	
	

	Nazneen Ahmed
	n.a.ahmed@kent.ac.uk 

	Sarah Anthony
	s.l.anthony@kent.ac.uk 

	Liz Askey
	e.a.askey@kent.ac.uk 

	Emma Bainbridge
	e.bainbridge@kent.ac.uk 

	Tom Band
	t.e.band@kent.ac.uk 

	Petr Barta
	p.barta@kent.ac.uk 

	David Blair
	d.a.r.blair@kent.ac.uk 

	Melanie Caiazza
	m.caiazza@kent.ac.uk 

	Lucy Carlyle
	l.carlyle@kent.ac.uk 

	Gonzalo Ceron-Garcia
	g.ceron-garcia@kent.ac.uk 

	Joanna Collins
	j.p.collins@kent.ac.uk 

	Jonathan Cranfield
	j.cranfield@kent.ac.uk

	Jenny DiPlacidi
	j.diplacidi@kent.ac.uk 

	Felicity Dunworth
	f.e.dunworth@kent.ac.uk 

	David Ellis
	d.g.ellis@kent.ac.uk 

	Dorothy Fryd
	d.fryd@kent.ac.uk 

	Ipshita Ghose
	i.ghose@kent.ac.uk

	Ben Grant
	b.j.grant@kent.ac.uk 

	Ben Hickman
	b.hickman@kent.ac.uk 

	Sarah Horgan
	s.horgan@kent.ac.uk 

	Robert Ivermee
	r.ivermee@kent.ac.uk 

	Denise Jackson
	d.b.jackson@kent.ac.uk 

	Clive Johnson
	c.s.w.johnson@kent.ac.uk 

	Joanna Labon
	j.l.labon@kent.ac.uk 

	Robert Maidens
	r.s.maidens@kent.ac.uk 

	Paul March-Russell
	p.a.m.russell@kent.ac.uk 

	Monica Mattfeld
	m.mattfeld@kent.ac.uk 

	Andrew McGuinness
	a.f.mcguinness@kent.ac.uk 

	Filippo Menozzi
	f.menozzi@kent.ac.uk 

	Tinashe Mushakavanhu
	t.mushakavanhu@kent.ac.uk 

	Irene Musumeci
	i.musumeci@kent.ac.uk 

	Kaori Nagai
	k.nagai@kent.ac.uk 

	Sonia Overall
	s.overall@kent.ac.uk 

	Tara Puri
	t.puri@kent.ac.uk 

	Maria Ridda
	m.ridda@kent.ac.uk 

	Jill Ridley
	j.d.ridley@kent.ac.uk 

	Courtney Salvey
	c.salvey@kent.ac.uk 

	Clemency Schofield
	c.m.l.schofield@kent.ac.uk 

	Nora Scholtes
	n.scholtes@kent.ac.uk 

	Matthew Shoard
	m.shoard@kent.ac.uk 

	Phillip Stevenson
	p.a.stevenson@kent.ac.uk

	Sheila Sweetinburgh
	s.m.sweetinburgh@kent.ac.uk 

	Juha Virtanen
	j.p.virtanen@kent.ac.uk 

	Helen Wicker
	h.e.wicker-23@kent.ac.uk 


Academic Officers

	Head of School
	Bernhard Klein

	Director of Research
	Donna Landry

	PhD  Director
	David Herd

	Director of Graduate Studies
	Abdulrazak Gurnah

	Director of Learning and Teaching
	Jan Montefiore 

	Chief Examiner
	Peter Brown

	Deputy Chief Examiner
	Cathy Waters

	Long Essay Convenor
	Emma Bainbridge

	Senior Tutor (up to Dec 2010)
	David Blair

	Student Support Officer (from Jan 2011)
	Emma Bainbridge

	Deputy Senior Tutor
	Patricia Debney

	Chair of the Staff-Student Liaison Committee
	Simon Smith

	Year Abroad Programme, Overseas
	Henry Claridge 

	Year Abroad Programme, Europe
	Simon Smith (Autumn)

Ariane Mildenberg (Spring/Summer)

	Organising Team, Research Seminar
	Brian Dillon

	Organiser, Creative Writing Series
	Patricia Debney

	Equal Opportunities Officer
	Sarah James

	Library Representative
	Alex Padamsee

	Chair, Web Committee
	David Stirrup

	Director of the Centre for Creative Writing
	Scarlett Thomas

	Director of the Centre for Studies in the Long Eighteenth Century
	Jennie Batchelor, Donna Landry

	Director of the Centre for Gender, Sexuality, and Writing
	Jan Montefiore

	Director of the Centre for Modern Poetry
	David Herd

	Director of the Centre for Postcolonial Studies
	Caroline Rooney, Alex Padamsee

	Deputy Director of the Centre for Medieval and Early Modern Studies
	Sarah James

	Director of the Centre for American Studies
	David Stirrup


2
Teaching Arrangements

These arrangements apply to students studying on the full-time programme. Students on the part-time programme are contacted directly by the Undergraduate Studies Administrator with details of modules, lectures, and seminars.

Stage 1

The teaching arrangements for Stage 1 are organised centrally by the Humanities Faculty. Details of modules are in the Faculty of Humanities Stage 1 Handbook (https://www.kent.ac.uk/humanities/undergraduate/handbook/index.html). Lecture and seminar timetables are available during induction week via the student portal.

Stage 2 & 3 Modules
A. CORE MODULES

The English Core Modules in Stage 2, 2010/11:

	Period 1
	Period 2

	Literature

	EN555
	Medieval and Tudor Literature

Convenor: Sarah James
	EN556
	Early Modern Literature, 1590-1660

Convenor: Andy Kesson

	EN628
	Early American Literature

Convenor: Alex Padamsee
	EN630
	Modern American Literature

Convenor: Henry Claridge

	EN650
	Elizabethan Drama

Convenor: Catherine Richardson
	EN651
	Jacobean Drama

Convenor: Sarah James

	Creative Writing

	EN613
	Reading and Writing the Self

Convenor: Patricia Debney
	EN614
	Individual Writing Project

Convenor: Scarlett Thomas


The English Core Modules in Stage 3, 2010/11:

	Period 1
	Period 2

	Literature

	EN635
	Eighteenth-Century Literature, 1660-1750

Convenor: Donna Landry
	EN636
	Eighteenth-Century Literature, 1750-1830

Convenor: Donna Landry

	EN640
	Nineteenth-Century Literature

Convenor: Cathy Waters
	EN641
	Modernism

Convenor: Abdulrazak Gurnah


Your personal timetable will appear on the Student Data System prior to the start of term.  Please log in via the Student Portal to check details such as lecture and seminar times, room numbers and seminar teachers’ names.  

Assume that teaching starts on the first day of the term, so go to the first meeting. And remember that teaching rooms are spread across the whole of the campus, so make sure you know where your seminar room is located in advance of the first session.  For further room information, please consult the Exams and Timetabling web pages.
Most correspondence with the department is by email, so it is vital that you check your University of Kent email regularly. At the start of term you are likely to have some information from your Core Module seminar leader(s) already, but if you have not been contacted you should establish who your seminar leader is and initiate contact or, at the very least, be present at the first seminar. 

· If you are unable for reasons of an unavoidable timetable clash to attend the seminar group to which you have been allocated, you should initially see the module convenor, or attend the first lecture, which often functions also as an organisational meeting where changes can be made on the spot. 

· If you are registered for a module, but you have not been allocated to a seminar group, please contact the module convenor for allocation to a group.

· If your name does not appear at all on a particular module list and you think it should, you should enquire initially in the English Office to clarify your registration. Do not just turn up at a group for which you are not listed. 

B. SPECIAL MODULES

The English Special Modules in Stage 3, 2010/11:
	Period 1
	Period 2

	Literature

	EN546
	Romanticism and the Novel: Walpole-Scott 

Convenor: David Blair
	EN573
	20th Century American Short Story

Convenor: David Stirrup

	EN572
	19th Century American Short Story

Convenor: Paul March-Russell
	EN588
	Innovation and Experiment in New York, 1945-1995

Convenor: David Herd

	EN575
	Fantasy and Desire in Early Modern Literature

Convenor: David Blair
	EN647
	The Literature of Terror

Convenor: Vybarr Cregan-Reid

	EN578
	Chaucer

Convenor: Peter Brown
	EN657
	The Brontes in Context

Convenor: Cathy Waters

	EN580
	Charles Dickens and Victorian England

Convenor: Cathy Waters
	EN633
	Bodies of Evidence: Reading the Body in Eighteenth Century Literature

Convenor: Jennie Batchelor

	EN583
	Postcolonial Writing

Convenor: Abdulrazak Gurnah
	
	

	EN658
	American Crime Fiction

Convenor: Will Norman
	
	

	EN659
	Contemporary Irish Writing

Convenor: Bernhard Klein
	
	


	EN593
	English Long Essay Period 1

Convenor: Emma Bainbridge
	EN594
	English Long Essay Period 2

Convenor: Emma Bainbridge

	EN597
	Postcolonial Long Essay 

Convenor: Emma Bainbridge
	EN598
	Postcolonial Long Essay

Convenor: Emma Bainbridge

	Creative Writing

	EN600
	Reading and Writing Short Fiction

Convenor: Patricia Debney
	EN632
	Reading and Writing the Innovative Contemporary Novel

Convenor: Scarlett Thomas

	EN549
	Reading and Writing Poetry

Convenor: Jan Montefiore

	
	


Note that some Special Modules involve a second weekly slot (used for lectures, workshops, screenings, or other activities) in addition to the seminar. Please consult your timetable online to check your seminar group details. If you have any queries you should contact the module convenor. 

Changing a Module

For all queries about entry to and exit from English modules please email Gill Tobin (g.m.tobin@kent.ac.uk) in the first instance.  

Please note, however, that there is NO automatic right to change any English modules. This will depend entirely on whether places in your preferred module are available, and whether the change is compatible with your overall pattern of modules taken during Stages 2 & 3. By the start of the academic year, most modules are likely to be full or almost full.

Module Requirements and the Awarding of Coursework and
Examination Grades in Stages 2 & 3

A detailed set of guidelines concerning the criteria for seminar and essay (including examination) assessment is provided in the ‘Learning & Teaching’ section of this dossier.

A. Assignments

All one-term English Literature Core Modules require you to write two essays during the module. Creative Writing Core Modules require you to submit a portfolio of writing.

The majority of English Special Modules also require you to write two essays during the course, with an optional third. Essays for both Core and Special Modules should have a minimum word length of 2,000 words, and a maximum of 2,500 words, including quotations. You should include a word-count at the end of your essay. However, some modules have different requirements, which will be made clear by the seminar leader at the beginning of term.
B. Seminars
One-term English Core and Special Modules comprise a norm of 10 seminar sessions of 2 hours each. Creative Writing Modules have 2-hour seminars but no separate lectures.

Attendance at seminars is a formal requirement. Repeated absence is likely to be notified by your seminar leader to the Student Support Team. In all Stage 2 & 3 English modules you will receive a seminar mark of zero if, by the end of the module, you have attended fewer than 60% of the seminars.
Seminars are not teaching sessions in which students can be passive: student performance in seminars is monitored and evaluated according to the criteria outlined in the ‘Learning and Teaching’ section of this dossier. If you have to miss a seminar because of illness or other valid reason, please contact your seminar leader as soon as possible afterwards to find out what you have missed and what work needs to be prepared for the next meeting. There are one or two ‘reading weeks’ in each term, when there will be no seminar or lecture. Reading weeks are set by the convenor and seminar leaders, so seminars and lectures for a specific module are likely to have the same reading week, though there may be exceptions to this. Reading weeks may differ between modules.

C. The Awarding of Coursework Grades
Essays, seminar performance and examination work contribute as set out below to the final module mark awarded in Core and Special Modules.

Core Modules:

(i)
the marks for essays 

(40%)
(ii)
the seminar mark 


(10%)
These are conflated to provide a single ‘Coursework Mark’ on your transcript.


(iii)
Examination by 3-hour paper 
(50%)
Creative Writing Core Modules:

Reading and Writing the Self
(i) interim assignment


(20%)
(ii) portfolio of writing 


(60%)
(iii) seminar performance 

(20%)
Individual Writing Project

(i) statement 



(20%)
(ii) portfolio piece
 

(60%)
(iii) project’s oral presentation 
(20%)
Special Modules:
(i) the mark arising from your written work, which will be usually two (or best two) essays, or in some modules three pieces of work 

(90%)
(ii) the seminar mark 







(10%)
Please note:

Coursework marks, as given by first markers, can be altered at any time up to and through the final Examiners’ Meeting happening at the very end of the academic year (usually in June). Marks may either be lowered or raised during this process; they are changed only on the explicit instruction of the External Examiner.

External Examiners read essays and exams across the whole range of marks awarded in a given year, including essays and exams which have attracted first-class grades, with the explicit remit of ensuring that marks in this zone are being awarded with internal consistency and in line with what constitutes genuine first-class work at their own and other universities where they examine. This is how the whole system self-regulates across the UK.

Marks changes, when they occur, will therefore have emerged from the External Examiner’s report on the internal marking of the module. Such changes are binding – marks cannot be changed again by School of English staff.
3
Assignments

Deadlines and Concessionary Extensions

Stage 1

In Stage 1 deadlines for assignments are set and managed by the individual modules. You need to make sure that you know when the deadlines are. This applies both to those modules offered by the School of English and to those offered by other departments. If you are having difficulty meeting Stage 1 deadlines, therefore, decisions about extensions will have to be made by your seminar leader or the module convenor. If, however, there are significant and/or confidential factors which are affecting your ability to meet your deadlines you should consult with the English Student Support Team, who may be able to help to broker extensions, if appropriate, without your having to disclose your problems in detail to a number of individual teachers. 
The concessionary procedures are dealt with at Faculty level and you can find the relevant information at https://www.kent.ac.uk/humanities/undergraduate/local/concessions.html
Students are encouraged to consult the Student Support Team before submitting concessionary evidence to the Faculty Office. 
Stages 2 & 3

Please be aware that the following notification of deadlines is binding. Students have a responsibility to familiarise themselves with this information.
Note also that the following deadlines for the submission of written work for modules in English & American Literature and Creative Writing apply only to modules offered by the School of English, but they apply to all such modules, and to all students taking these modules, whether or not they are registered for degrees in English. Joint-Honours students should ensure that they are aware of the different deadline regime that may apply in their other subject, but must stick to this one for their work in English.

DEADLINES


ALL CORE AND SPECIAL MODULES

· Autumn Term. All coursework assignments required for Autumn Term modules must be submitted by 12pm on the Friday of the last week of term – i.e. Friday 17th December 2010.
· Spring Term. All coursework assignments required for Spring Term modules must be submitted by 4.00pm on the Monday following the last day of the term – i.e. Monday, 11th April 2011.
For submissions protocols and procedures see the sections below on ‘Coursework submission’ and ‘Layout of first page …’. 

PLEASE NOTE: No assignment submitted after these deadlines will be accepted for marking, unless the deadline has been formally extended on concession – see below. 
Enforcement of Deadlines

The Essay Collection Boxes will be cleared shortly after the deadlines. Assignments submitted after this will be held in the Office and will not be passed to the seminar leader for marking until we receive authorisation from the Student Support Officer. If you have missed the deadline, you are required to contact the School of English Student Support Officer as soon as possible to explain the reason for the late submission. 

Concessionary Extensions

Individual teachers cannot offer extensions to these deadlines, so don’t even ask. If you are going to be prevented by illness or other exceptional circumstances from handing in an essay by these deadlines, you can apply to be allowed to submit it late and to have it accepted and marked without penalty.

Full-time students should make concessions applications of this kind to the Student Support Officer for English, as early as possible after the need for an extension is known and no later than the deadline concerned. There is a form on which applications should be made. This can be obtained from the English Office or from the Student Support Officer directly. Appeals on medical grounds should be accompanied by medical evidence.

Teachers’ Intermediate Deadlines

Seminar leaders are likely to set intermediate deadlines in assigning written work, and students are expected to meet these. Students should take responsibility for enquiring about possible extensions to intermediate deadlines in advance of these module-specific deadlines. Enquiries should be directed to teachers. Work submitted after a teacher’s intermediate deadline, but within the final School deadlines listed above, will be graded without penalty, but not necessarily receive the benefit of extensive comment and feedback from the marker.
Coursework Submission
This information applies to students handing in any piece of work to the School of English, whether it be a literature essay, a piece of creative writing, or a project. To avoid unnecessary delays in passing your essays to teachers for marking, please read the following instructions to make the whole operation as trouble-free as possible. You don’t have to wait until the eleventh hour before the deadline – you can hand in your essay early: the submission process is always easier ahead of the rush. 

CANTERBURY – Canterbury Campus: 
Assignments should be handed in to the English Office using the essay collection box outside the English Office door. The building is open until 7pm.

TONBRIDGE – Tonbridge Centre and West Kent College: 

Assignments should be handed at the Tonbridge Centre Reception, Avebury Avenue, via the collection box. The Centre is open Monday to Thursday until 7pm and on Fridays until 1pm. Essays will be forwarded to the English Office for processing.

All students:

· Each hard copy of the assignment must be attached to a School of English Assignment Cover Sheet, duly completed. The plagiarism statement must be signed. Cover sheets are available outside the School of English Office.

· The first page of the assignment should be set out in accordance with the layout in the ‘Standard Layout’ page of this dossier. It must include your name, your email address, your seminar leader’s name, the module code, the module title, the title of the assignment and question number (if appropriate). This layout applies for all work submitted.

· The body of the assignment should then run on after all the above information on the same sheet.

· Ensure that the pages are numbered and securely held together. A plastic cover is highly recommended to keep all of your papers together. Supplies are available outside the English Office.
Stage 1 & 2 students:
· in addition to the hard copy submission (see above) a copy of each essay must be submitted via Moodle. Students are required to attach the receipt generated by the electronic submission of the essay to Moodle to the FRONT of the pink coversheet. Essays will not be marked without this receipt. 

The receipt should look like this

Hello A. Student
This receipt acknowledges that TurnitinUK received your paper.
Below you will find the receipt information regarding your paper submission: 

	Paper ID: 
	44*******

	Author: 
	A. Student

	Paper Title: 
	essay

	Assignment Title: 
	'The Rights of Women'

	E-mail: 
	astudent@kent.ac.uk 


· The plagiarism statement must be signed.

Stage 3 students:
· you must supply two copies of each assignment, together with one completed Assignment Cover Sheet per assignment. (NB: if you are presenting creative work, please do not use a presentation folder for the second copy of assignments.) 

Please note: If the submitted paper copy of your assignment is incomplete in any of the ways indicated above, a member of office staff will email you with the details and your work will be retained and NOT PASSSED FOR MARKING, in the office until all requirements are met.
Collection of Assignments

Marked coursework may be returned to you by your seminar leader. If that seminar leader is no longer teaching you, you can collect your coursework from the English Office on presentation of your student card. Work will be posted to students studying off the Canterbury Campus.
Standard Layout of First Page of Assignments

Please ensure the first page of your assignment contains the following information:

	[Seminar Teacher’s Name]




[Your Own Name]










[Your Email Address]










[Date]






[Module Code and Title]






    [Assignment Title]

Assignment Text ……………………………………






[Page Number]









The English Long Essay (EN593 & EN594)

The Postcolonial Long Essay (EN597 & EN598)

For Final-Year Students 2010/11
The Long Essay is an opportunity for you, as a Single-Honours English student or an English and Postcolonial student, to pursue a topic of your own enthusiasm (subject to availability of appropriate supervisor) under one-to-one supervision, to develop your own critical and research skills, and to plot and structure a critical argument on a large scale. The chosen topic may arise from work done on any of your modules, or it may be independent of any of your coursework so far. In the event of the former, the topic must extend your reading, both primary and secondary, well beyond what is required by the routine work of the module from which it may have arisen. You will be expected to demonstrate your grasp of your topic by exploring relevant critical debates and by positioning your own developed point of view within the context of such debates. It is important to note that the amount of work put into the Long Essay should be the equivalent of the work you would have put in had you taken a Special Module.

Supervision

You are advised to do as much primary reading as you can before you meet your supervisor for the first time. For example, if your project is to enquire into an aspect of Joseph Conrad’s writing, it would be advisable to start reading as soon as you can those of Conrad’s works you wish to consider. The supervisor will advise on further reading when you meet. During the term in which you take the Long Essay module, there will be a maximum of six individual supervisions: we regard three as the minimum level of supervision. These are not timetabled, and it will be up to the individual student to agree the pattern of supervisions with her/his supervisor. This is not a ‘taught’ course, but an exercise in which the supervision will come in the form of research guidance as the ideas for the essay develop. The Long Essay is essentially your own project. Supervisors will NOT comment on a full-scale draft of the Long Essay, but they are able to give advice on a detailed plan.

Applications

Students wishing to take the Long Essay module will need to apply online at http://www.kent.ac.uk/english/long-essay.html . Please note that this application form asks not only for your name, course code and essay title but also for a short description of your chosen topic in up to 200 words, plus a basic bibliography of at least five titles. Students will be emailed in the Spring term of their Stage 2 year with details of the deadline. Applications will be considered by a Long Essay Committee who will allocate supervisors to the successful candidates.
Essay Presentation

The Long Essay should be a substantial piece of work (see first paragraph, above), but it should not exceed 8,000 words, inclusive of quotations, foot- or endnotes, and bibliography. Guidance on presentation of reference notes and bibliography is given further below in this dossier, in the section on ‘Formal Conventions for English Essay Writing’. The Long Essay should be word-processed and double-spaced, and the School of English Assignment Coversheet attached.  The plagiarism statement must be signed.

Deadline

Two completed copies of the Long Essay should be submitted to the English Office by the following deadlines: 

· Autumn term: 12pm, Friday 17th December 2010
· Spring term: 4pm, Monday, 11th April 2011
Cover sheets are available outside the School of English Office. You will need to come to the English Office during its opening hours and fill in the Long Essay Module Evaluation Form. Late submissions will be subject to the same penalties and covered by the same concessions arrangements as for other courses.
Assessment

Your final mark for this module will be based 100% on the mark given for the Long Essay. The Convenor/Coordinator of the Long Essay modules in 2010/11 is Emma Bainbridge, e.bainbridge@kent.ac.uk ). Please contact her for any general queries.
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4
Learning and Teaching
The information on lectures, seminars, workshops and written work in this section of the dossier aims to give clear guidance on how to prepare and improve your work, how to present it in written or verbal form, and how marking criteria are applied (what distinguishes a first-class essay from an upper-second-class one, for instance). Please also consult the English Writing Website (http://www.kent.ac.uk/english/writingwebsite/) for further suggestions on essay writing, seminars, and reading.
.
Lectures, Seminars, Workshops: Expectations and Assessment

Within your Stage 1 modules you will be given an introduction to the key skills that will help you learn more effectively. All modules offered by the School are taught via seminars, and may combine seminars with lectures and/or workshops.

1. Lectures
These are designed to demonstrate different approaches to literary study, and to provide contexts (historical, cultural, literary, theoretical) for critical understanding. Some lecture series may directly relate to seminar topics, and enable information to be distributed to many students at once, whilst other series may aim to develop alternative readings which stimulate independent thought beyond the immediate texts. In the course of your studies you should expect to find a range of different approaches concerning the link between lectures and seminars.

2. Seminars and workshops
These encourage, and depend upon, contributions from all members in a sharing of knowledge. We place particular value on seminars and workshops, and accordingly evaluate student participation as part of overall module marks.

Effective seminars and workshops enable all in the group to participate in the exchange of ideas. Such exchange requires good listening skills as well as contribution of individual thought, well presented and coherently argued. Skills developed in seminars (perhaps in group work, individual presentation, preparation for debate) are valuable within social and work settings. Evaluation of seminar and workshop performance introduces another mode of assessment (currently 10% for Diploma/Degree/Stages 2 & 3 Literature courses) to student examination.

3. Assessment of seminar participation and contribution 
(Literature courses)

Evaluation of seminar performance is designed to encourage active participation, to place value on oral skills as well as academic writing, and to increase confidence in communication. Effective seminars rely upon everyone to participate in a sharing of knowledge – not only by contributing ideas but by listening to others and responding to their observations. Listed below are some of the criteria employed by teachers for assessing oral performance: your teacher will inform you if there are any different or additional criteria for the assessment of oral performance.
Attendance at seminars is expected as a matter of course. Failure to attend at least 60% of seminars in a module will result in a seminar mark of zero.
4. Criteria for assessment of overall oral (seminar) performance in a module


preparation: careful preparation for seminars, including:

· reading;

· research;

· individual and/or group contributions.


content: effective contribution to seminar debate, including:

· selection and analysis of material;

· coherence of argument;

· development of ideas beyond ‘received’ lecture or seminar information.


participation: effective participation in seminars, including:

· raising questions and initiating debate;

· responding to other members and reflective listening;

· (where relevant) working in groups.

In addition to the assessment of overall seminar performance, some teachers may require a formal seminar presentation.

5. Criteria for assessment of formal seminar presentations

organisation and content:

· effective selection of material;

· analysis of material;

· development of argument;

· coherent structure to presentation.


delivery:
· awareness of and engagement with your audience;

· management of time.

In preparation for seminars (whether assessed through presentation or otherwise), you will wish to read widely and thoroughly, be ready to present independent thought, modify your views in response to alternative approaches, be attentive to other seminar members, respond and use questions to promote discussion. You should try not to use a script or simply read your notes, and you should be ready to give and to receive creative feedback. You should also remember that seminars are intended to allow freely-developed discussion in an enabling atmosphere – and that ‘evaluation’ is intended to be a productive means to an end rather than being itself the entire purpose of the process!

For further advice on seminar performance and presentations see on-line advice and guidance offered by the University’s Student Learning Advisory Service (http:// www.kent.ac.uk/uelt/learning/), part of the Unit for the Enhancement of Learning and Teaching – situated between the campus banks and the Grimond building.
The Gower Guide to Good Oral Presentations software is available on all public PCs on campus.

6. Creative writing modules: 
assessment of workshop participation and contribution

Particular details of attendance will be provided by your seminar leaders. Participation in workshops will be evaluated by the following criteria:

· willingness to contribute to the discussion of others’ work in progress;

· perceptiveness and sensitivity of the comments made about others’ work;

· quality of response to others’ comments on students’ own work.
For further information please consult the ‘Discussion’ section of the English Writing Website (http://www.kent.ac.uk/english/writingwebsite/discussion/index.php).

Written Work: Essays and Examinations (Literature Modules)

Clearly, all written work should follow the conventions for word-length, presentation and referencing (detailed in this dossier), and must be submitted by the required deadlines, to avoid penalties being incurred (also detailed in this dossier). Particular advice for the presentation and marking of Creative Writing work will be provided by your seminar leaders. All students should be aware that there are especially strict rules that apply to plagiarism (literary theft, presenting the ideas of another person without acknowledgement, as if they are your own): see section 7 below.

1. Note-taking
Whether you are preparing for a seminar or to write an essay, you should take careful and thorough notes. Systematic referencing at this stage can save you precious time later. In particular, you should record where ideas came from (author, details of the source, web site address, page numbers) so that you can provide full references, and avoid, perhaps inadvertent, plagiarism: this detailed note-taking will enable you to differentiate at a later stage between your own ideas and those of others.

Try to structure your notes, perhaps by author / subject, linking them to other discussions of the same theme elsewhere, so that ‘linear’ notes (organised by reference to their book title, for example) can relate ‘laterally’ to other texts or discussions of the same topic. Some students find that colour-coding ideas with marker pens is an effective means of cross-referencing. Whatever organisational means you use, it will enable you to revise and structure your thoughts more effectively.

2. Preparation of essays

Those reading and marking your essays will be looking for evidence of independent thought, conveyed in a well-structured essay which embodies coherent argument, incisive quotation (from primary and secondary sources), and which acknowledges, questions and develops ideas from, and beyond, those sources.

3. Independent thought
By all means use secondary sources (i.e. criticism) but remember that quoting published criticism does not, of itself, give your essay authority. If a critic seems to have made a useful point, show how it is useful and put it to work in the service of your argument. Try to approach critics critically in order to develop your own ideas about a text.

4. Structure
An essay should have a beginning, a middle, and an end. Plan your essay carefully before writing it. Consider how you are going to organise your material in order to answer the question. An essay plan is like a map showing you the route your argument will follow. A well-thought-out structure is like a skeleton. It gives your essay shape and ensures that it will stand up, rather than wobble like a jelly. Once you have a plan and a structure you may write a rough draft. Having finished the draft, put it aside for a day or so – it is very difficult to see what is wrong with something you have just written – then go back to it with a detached and critical eye. Check the structure and the continuity of argument; cut out unnecessary detail and verbiage; polish the expression. This editing stage is crucial –  expect to make a good many changes. Too often the only difference between a rough and a final draft is the handwriting or lay-out.

5. A coherent argument
An essay is a short piece of writing which should make a coherent and decisive argument. Do not feel the need extensively to recapitulate the received wisdom on any topic: rather, the received wisdom should be your point of departure. The essay should provide just enough documentation to show how its claims might be justified. The first paragraph should be an introduction which outlines the area of enquiry, and the approach of the essay. In subsequent paragraphs, the argument should be developed point by point, with a new paragraph for each new point. You should try to make clear the connections between each point as the argument proceeds: the essay should not consist of a series of disconnected ideas or observations. The final paragraph may briefly summarise the arguments and define your conclusions, even if your conclusion is that the evidence is ambiguous. The argument should be organised around four, five or six main paragraphs, each containing a fresh stage in the argument but growing out of the one which has come before, and feeding into the one to follow. In developing your argument you will need to use evidence from the text(s) under discussion. Show how this evidence supports your argument.

6. Use of quotations
Try not to leave quotations to speak for themselves. A quotation of four or five lines should be followed by as many lines of analysis and commentary. The quotation should not be assumed to be self-explanatory: you should only use a quotation if you have something to say about it. Quotations taken out of their original context are sometimes ambiguous, and in such cases it is a good idea to make clear what you understand the quotation as meaning; but do not merely repeat what a passage is fairly obviously saying: analyse it, taking account of style as well as content. (See also below: ‘Formal Conventions for English Essay Writing’, section 17.)

7. Academic Integrity, plagiarism and honesty

What is academic integrity?
While you are at university, you are expected and required to act honestly regarding the work you submit for assessment in your courses. General Regulation V.3: Academic Discipline states that students are required to act with honesty and integrity in fulfilling requirements in relation to assessment of their academic progress.

General Regulation V.3 specifies that any attempts to:

· cheat

· plagiarise

· improperly influence your lecturer’s view of your grades

· copy other assignments (your own or somebody else’s) or

· falsify research data

will be viewed as a breach of this regulation.

The full details of this regulation including disciplinary procedures and penalties are available at: http://www.kent.ac.uk/uelt/quality/credit/creditinfoannex10.html
Most students do not have any problems understanding the rules and expectations about acting honestly at university, although some are not familiar with academic expectations and plagiarism.
What is plagiarism?

General Regulation V.3 states that plagiarism includes reproducing in any work submitted for assessment or review (for example, examination answers, essays, project reports, dissertations or theses) any material derived from work authored by another without clearly acknowledging the source. 

In addition, certain departments or subjects may define plagiarism more narrowly. This means that if you read, study or use any other work in your assignment, you must clearly show who wrote the original work. This is called referencing and correct referencing will help you to avoid accusations of plagiarism.

What is referencing?

Referencing means acknowledging the original author / source of the material in your text and your reference list. Examples of source material which should be referenced include:

· exact words (written or spoken)

· summarised or paraphrased text

· data

· images (graph, tables, video, multimedia etc.)

· pictures or illustrations

· ideas or concepts

· theories

· opinion or analysis

· music or other performance media

· computer code

· designs, drawings or plans
A variety of referencing styles are in use at the University of Kent. Specific style guides can be accessed from your department (see section 17 below), library or UELT website. Good referencing and avoiding plagiarism are pre-requisites to good writing.

If you are unsure about essay writing in general or want to make sure that you will receive the good marks you deserve, you can visit the Student Learning Advisory Service based in the UELT building. For details see:

http://www.kent.ac.uk/uelt/learning/index.html
Further information for students on Academic Integrity can be found at: http://www.kent.ac.uk/uelt/ai/index.html  

Please also refer to the ‘Writing’ section of the English Writing Website (http://www.kent.ac.uk/ english/writingwebsite/writing/article9_p1.htm) which includes a section about plagiarism. Please note that plagiarism identified in one piece of work can trigger investigation of all work done by the student concerned.
8. Analysis
Plot summary and mere description should be avoided. Examiners will want to see how you analyse what you have read. Be very selective in your use of materials. When preparing your notes, you will accumulate more material than you can use. In particular, you will often find that you have a plethora of quotations to justify your argument. Do not attempt to use all of your material in one essay. Use only the best and most decisive quotations in the most effective manner for your argument. A good essay is one that concentrates on argument, making use of well-selected quotations at key points. A common error is to make only one or two points and document them repetitively: in these cases the argument often becomes muddied or disappears entirely.

9. A clear, fluent style
There is no recipe for this, nor any one style that beats the rest, but here are a few suggestions. There is nothing wrong with short, clear simple sentences. It is good to vary your sentence structure (e.g., a couple of short, punchy sentences followed by a longer summarising one) but do not let your sentences run out of control. The longer a sentence the more likely it is to collapse under an accumulating weight of subordinate clauses and dangling participles. Do not fling adjectives about with gay abandon. Avoid clichés like 'gay abandon' or, worse, 'the end of the day' ('the beginning of the night'?). Think about style. Whose style do you admire? Why? How does it work? Can you learn something from it? Colloquial contractions (especially ‘don't’, ‘can't’ and ‘won’t’) should not be used, and abbreviations should be avoided. ‘E.g.’ might be used in a parenthesis or footnote, but ‘for example’ is better; and ‘etc.’ at the end of a list should be avoided (use ‘and so on’ instead).

10. Apostrophes
Apostrophes denote possession:

· e.g., the student's books (1 student)

· e.g., the students' books (more than one student)

· e.g., Tom’s and Mary's books.

They also indicate a contraction:

· e.g., it's not far to go now. (it’s = it is)

N.B. ‘its’ (the possessive) does not have an apostrophe (e.g., ‘the dog wagged its tail’).

11. Standard abbreviations
The following are standard abbreviations as used in references and the bibliography:

p. 
= page

pp.
= pages

l.
= line

ll.
= lines

Bk.
= Book [as in Bk. 3, ll. 124-66]

Vol.
= volume

ed.
= editor OR edited by

eds.
= editors [where a volume has more than one]

12. Checking and re-reading

If your spelling is shaky then use a dictionary. Make a list of words which you consistently mis-spell and learn how to spell them. Particularly if you are word-processing your essay, and have a spell-check facility, there is no excuse whatever for submitting essays with spelling errors. Re-read and if necessary rewrite your work to ensure that it is properly punctuated, and to check that unusually long sentences are syntactically correct. Ensure that it all makes sense and that ideas are linked within a clear structure. Ideally, leave an interval between writing, reading and submitting, so that you can appraise it with fresh eyes.
13. Presentation

Before you submit your essay (by the required deadline and as specified in the course or module conventions), ensure you are presenting it together with a fully completed cover sheet that details your name, module title and code, supervisor, essay title and date. Proper presentation of referencing and bibliography is important! Please consult the 'Formal Conventions for English Essay Writing’ (section 17, below).

14. Marking criteria, Literature essays

There is no definitive list of qualities associated with each class, but the following are some of the criteria which are employed by teachers when marking essays, written assignments and exams. Particular strengths in one element may sometimes compensate for deficiencies in another. The importance of any element may vary from one kind of written work to another, and from one marker to another. Markers will always take account of a student’s level in her or his programme of studies. They will also always bear in mind what is possible in the amount of time or the word length available for an exam, a coursework essay or written assignment, or a Long Essay.

90-100

Stage 1: Distinction

Stages 2 & 3: First Class

Outstanding work, brilliantly demonstrating

a) a  superlative command of the primary texts, showing outstanding  breadth and depth of knowledge and understanding, and consummately  supported by quotations from and/or references to  the  concepts and text(s) discussed,

b) a deep understanding of the wider significance of those concepts and texts (i.e., of how they might be related to their historical period, or to other ideas and texts, or to critical theories and methods),

c) an exceptional ability to organise, develop and express ideas and arguments in an  eloquent and sophisticated manner

d) an outstanding capacity for critical analysis

e) striking and sustained originality in argument

f) outstanding ability to engage with, and where appropriate contest, the terms of a question

g) Letter- excellent punctuation and spelling 

h) Immaculate citations and bibliography

80-89

Stage 1: Distinction

Stages 2 & 3: First Class

Exceptional work, impressively demonstrating

a) a comprehensive command of the primary texts, showing exceptional  breadth and depth of knowledge and understanding,  and amply supported by quotations from and/or references to the concepts and text(s) discussed,

b) an impressive sense of the wider significance of those concepts and texts (i.e., of how they might be related to their historical period, or to other ideas and texts, or to critical theories and methods) 

c) impressive ability to organise, develop and express ideas and arguments in a lucid and sophisticated manner

d) highly developed capacity for critical analysis

e) sustained originality in argument

f) impressive ability to see where a question may be problematical 

g) Letter- excellent punctuation and spelling 

h) Immaculate citations and bibliography

70-79

Stage 1: Distinction

Stages 2 & 3: First Class

Excellent work, consistently demonstrating

a) a thorough command of the primary texts,  showing breadth and depth of knowledge and understanding, ably supported by quotations from and/or references to the ideas and text(s) discussed, 

b) a sense of the wider significance of those concepts and texts (i.e., of how they might be related to their historical period, or to other ideas and texts, or to critical theories and methods) 

c) an excellent ability to organise, develop and express ideas and arguments in a lucid and sophisticated manner

d) strong capacity for critical analysis

e) significant originality in argument

f) ability to see where a question may be problematical

g) Excellent punctuation and spelling 

h) Exactitude in citations and bibliography

60-69

Stage 1: Merit

Stages 2 & 3: Upper-Second Class

Essays, written assignments, exams demonstrate:

a) detailed knowledge of the texts which are the subject of the essay, assignment or exam question

b) firm grasp of concepts, ability to explore complex issues and contexts without being reductive

c) judicious acquaintance with secondary material

d) clear sight of the point of the question 

e) well-structured argument in response to the question

f) lucid and grammatically accurate writing 

g) correctness of citations and completeness of bibliography

50-59

Stage 1: Pass

Stages 2 & 3: Lower-Second Class

Essays, written assignments, exams demonstrate:

a) active and diligent engagement with the module

b) accurate knowledge of the texts studied

c) attempt to respond directly to the topic or question

d) writing clear and correct enough for comprehension despite some errors in punctuation, spelling or syntax

e) minimalism in citations and bibliography

40-49

Stage 1: Pass [continued]

Stages 2 & 3: Third Class

Essays, written assignments and exams show:

a) evidence that the module has been followed but not that the primary materials and basic concepts studied on the module have been adequately understood

b) sketchiness in the response to the question or topic

c) lack of clear focus or direction

d) poor grammar, mispunctuation and/or misuse of words

39 and below

Stage 1: Fail

Stages 2 & 3: Fail

Essays, written assignments and exams show:

a) only superficial acquaintance with some of the materials studied in the module

b) far less than the expected length

c) lack of coherence in the argument 

d) writing rendered nonsensical by errors 

15. Marking Criteria, Creative Writing

Creative writing assignments at all levels will be assessed on the basis of the following:

· Ambition (including level of risk-taking and overall vision)

· Depth

· Intellectual structure (how ideas are put together)

· Sophistication

· Importance (How far is it engaged with the world beyond the writer?)

· Form (including structure)

· Content (including choice of material, setting and characterisation)

· Style (including language, editing and presentation)

Although the rubrics below will give some idea of a ‘typical’ submission in each band, work that is excellent in one area but poor in another will be placed in an intermediate band as appropriate. It is very important that you familiarise yourself with the assessment criteria so you can see what you are aiming for.

90-100
Stage 1: Distinction

Stages 2 & 3: First Class

Work in this band will demonstrate an unusually high level of ambition, and the student will have taken many risks in choice of material and in its execution. This will be highly sophisticated, important and very innovative work, with significant depth and an excellent intellectual structure that is perfectly controlled and handled. Students producing work in this band will have perfected their form, content and style to a standard beyond many of the writers on the module’s reading list, and will have made choices that are unusually complex, nuanced and daring, and go well beyond what might be predictable or simply appropriate. Work in this band will be highly confident, and students producing it will be aware that important work can appear modest, and that serious work is often very funny. There will be no surface errors or repeated grammatical, syntactical or spelling errors. Its presentation and formatting will be excellent.

80-90
Stage 1: Distinction

Stages 2 & 3: First Class
Work in this band will demonstrate a very high level of ambition, and the student will have taken risks in choice of material and in its execution. This will be highly sophisticated, important work, with recognisable depth, and an excellent intellectual structure. Students producing work in this band will have given a lot of thought to their form, content and style, and will have made choices that are complex, nuanced and daring, and go well beyond what might be predictable or simply appropriate. This work will be of a similar standard to some of the writers on the module’s reading list. Work in this band will be highly confident, and students producing it will be aware that important work can appear modest, and that serious work is often very funny. There will be no surface errors or repeated grammatical, syntactical or spelling errors. Its presentation and formatting will be excellent.

70-80
Stage 1: Distinction

Stages 2 & 3: First Class

First class work will demonstrate a high level of ambition, and the student will have taken some risks in choice of material, or in its execution. This will be sophisticated, important work, with recognisable depth, and a good intellectual structure. Students producing work in this band will have given a lot of thought to their form, content and style, and will have made choices that are complex and nuanced and go beyond what might be predictable or simply appropriate. Work in this band will be confident, and students producing it will usually be aware that important work can appear modest, and that serious work is often very funny. There will be very few surface errors in the work, and no repeated grammatical, syntactical or spelling errors. Its presentation and formatting will be excellent.

60-70
Stage 1: Merit

Stages 2 & 3: Upper-Second Class

Work in this band will be fairly ambitious, or very ambitious but not fully realised. This is work with a fair amount of depth, intellectual structure and importance, although some of these qualities may be difficult to discern. There will be sophistication in the work, although this may well be concentrated in one area rather than applying to the whole piece. Form, content and style will be appropriate and well-managed, if predictable in places. There will be few surface errors or repeated grammatical, syntactical or spelling errors in the work, and its presentation and formatting will be very good.

50-60
Stage 1: Pass

Stages 2 & 3: Lower-Second Class

Work in this band will generally have low ambition, or be so ambitious that realisation is very difficult. This work will be accomplished in terms of basic form, content and style, and the student will have made mostly appropriate choices in these areas. However, many aspects of the work may seem predictable, or even clichéd in places. The work may be unsophisticated in various ways: this is where we find stereotypes, forced rhymes and other elements of low-level generic writing. It is not that work in this band does not show promise, but often the student needs to think much more about the importance of the work beyond its ‘entertainment value’. There will be noticeable surface errors and repeated grammatical, syntactical or spelling errors in the work, and its presentation and formatting will often be below average.

40-50
Stage 1: Pass (continued)

Stages 2 & 3: Third Class

Work in this band will either lack ambition, or (rarely) be so ambitious that realisation is virtually impossible. While the work will show evidence that the student has met the minimum learning outcomes for the module, the work will seem unaccomplished in terms of form, content and style, and the student may have made some inappropriate choices in these areas. Many aspects of the work will seem predictable, clichéd and hurried, with most elements lacking sophistication or importance. There will be little evidence that the student has read widely, or perhaps too much evidence that the student has become bogged-down in genre fiction and its tropes. The work will be unsophisticated in various ways and may fall well below (or, rarely, go well over) the word-limit. There will be many surface errors and repeated grammatical, syntactical or spelling errors in the work, and its presentation and formatting will often be well below average. 
39 and below

Stage 1: Fail

Stages 2 & 3: Fail

Failing creative work will tend to have serious problems of syntax, spelling and grammar and little discernible overall vision. There will be almost no ambition, and verbal or other cliché will often replace real imaginative engagement with the material. Structural problems may well mean that the work is seriously under the required word-length. Failing work will show little or no evidence of adequate engagement with the course.
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16. Formal conventions for English essay writing 
(for use in routine essays and Long Essays)
The following is a brief ‘style sheet’, summarising the most important conventions you should follow in the formal presentation of your written work. For aspects not covered by this section please consult one of the many publications that deal with the finer points of stylistic conventions, such as The MLA Handbook for Writers of Research Papers, or simply ask your seminar leader or any member of staff. 
i. Basic text and block quotation

If you are typing or word-processing, your main text should use (as this text is doing) 1½-spacing between lines or double-spacing. It should also allow a reasonable margin on the left and right-hand sides. When, however, you decide to quote, as, for example, from this well-known passage from Hawthorne’s The Scarlet Letter, your quotation should be single-spaced and indented thus:

The women, who were now standing about the prison-door, stood within less than half a century of the period when the man-like Elizabeth had been the not altogether unsuitable representative of the sex. They were her countrywomen; and the beef and ale of their native land, with a moral diet not a whit more refined, entered largely into their composition.1

After quoting, you return to the left-hand margin and to 1½ or double spacing. The same conventions apply if you are quoting from a critical source; and if you are quoting poetry or dramatic verse, it must always be quoted as verse, retaining the lineation and any other stanzaic features, such as indented lines.

ii. Text and briefer quotation

If you are quoting only a brief phrase of prose, or of verse, it is permissible to incorporate it in the body of your own text. Thus, for example, if I were to speculate on why Hawthorne regards Elizabeth I as ‘man-like’ but a ‘not altogether unsuitable representative’ of womanhood, I would simply incorporate the quoted phrases in single inverted commas (and the acknowledge the source in a foot- or endnote). Equally, if I were to pause to contrast this with the poet Spenser’s view of Elizabeth as a ‘Goddesse heavenly bright, / Mirrour of grace and Majestie divine’, I could again do this without breaking for formal quotation, but remembering to use the slash (/) to indicate the line-break and retaining the capital letter at the start of the new line.

When splicing quotation into your own prose in this way, however, you should always make sure that your sentence remains syntactically coherent, e.g.: 

Macbeth realises that ‘supernatural soliciting […] cannot be good’ because he immediately becomes prey to a ‘suggestion / Whose horrid image doth unfix [his] hair / And make his seated heart knock at [his] ribs / Against the use of nature’. 

Writing in 1849, Thoreau declared that ‘the only place which Massachusetts [had] provided for her freer and less desponding spirits, [was] in her prisons’. 

Square brackets are used to indicate where, as in these examples, a pronoun (‘his’ for ‘my’) or the tense of a verb (‘had’ for ‘has’, ‘was’ for ‘is’) has been altered to adjust the quotation to the surrounding prose, or where the hiatus in a quotation is your own rather than the author’s original (as in the Macbeth quote).

· You will notice that the title of Hawthorne’s novel as used above is in Italic script. If you have a word-processor, this is the correct way of indicating the title of a novel or book. If you merely have a typewriter, the proper convention is to underline titles (without inverted commas). (Please note that the School does not accept essays written in longhand.)

· If, however, the title you are using is the title of, let us say, a short story or essay from a compilation of such, or a single poem from a collection of poems, then the appropriate convention is to use single inverted commas for the story or poem and italics or underlining for the book or volume. Thus Thomas Hardy’s story, ‘The Withered Arm’, is part of his Wessex Tales, and Yeats’s poem, ‘Sailing to Byzantium’ is found in the volume The Tower, which is incorporated in his Collected Poems.

iii. Referencing

All quotations need to be properly attributed, i.e. their sources – the book, article, internet site, lecture, and so on, where you found or heard them – have to be given in notes that become part of the essay. These notes should be numbered consecutively throughout the essay. You can either list them on each page as footnotes, or list them together at the end as endnotes. Most word processing software (such as Microsoft WORD) will have an automatic referencing function allowing you to choose between foot- or endnotes. Decide which you prefer, and stick to it throughout your essay.

iv. Referencing primary texts (e.g., novels/poems/plays)

When you quote from a text for the first time, the quotation should be followed by a number either in superscript as the 1 on page 32 beside the quotation from Hawthorne, or in brackets (1). In the note to which the number refers, the reference should read thus:

1. Nathaniel Hawthorne, The Scarlet Letter [1850], in Nina Baym et al. (eds.), The Norton Anthology of American Literature (New York and London: Norton, third ed. 1989), p. 1189. All subsequent references are to this edition.

Or, if you were using a different text:

1. Nathaniel Hawthorne, The Scarlet Letter and Selected Tales, ed. Thomas E. Connolly (Harmondsworth: Penguin, 1970), p. 78. All subsequent references are to this edition.

You should always list the principal author of the text you are quoting, the title (plus year of original publication, if appropriate), the editor of the edition you are using (where appropriate), the place of publication, the publisher, the date of publication, and the page number(s) of the passage you are quoting. All these details can be found in the edition you are using, usually on the reverse of the title-page or on the title-page itself.

Thereafter, whenever it is clear in your essay that you are quoting from the same edition, you need only put a page number in brackets after your quotation. There is no need, in other words, to footnote each subsequent reference individually.

· If you were quoting from a play, say, by Shakespeare, your first reference would in the same way cite the editor and the edition with, in this case, the Act, scene, and line numbers. Subsequent references would simply use a notation for these after each quotation, as, for example, 4.3.44-56.

· With poetry, you should again on the first citation make it clear which edition of the poem or poet you are using. For any poem longer than a sonnet or something of comparable brevity, subsequent references should put the line-numbers of the quoted lines in brackets, unless of course it is something like Paradise Lost or The Prelude, with Book and line numbers.

v. Referencing secondary sources (books)

When you quote from a secondary source, or refer to a point made in a secondary source (without necessarily quoting directly from it) for the first time, a number should refer to a footnote, which should read thus:

2. David S. Reynolds, Beneath the American Renaissance: The Subversive Imagination in the Age of Emerson and Melville (Cambridge, MA: Harvard University Press, 1988), p. 221.

Again, you need to give the full name of author, full title of book, place of publication, publisher, date of publication, and page number(s).

If it happens that your next footnote refers to the same source, then the note should read simply:

3. Ibid., p. 234. 

Ibid. is short for Ibidem, the Latin for ‘in the same place’. 

If, after some intermediate footnotes referring to other sources, you again refer to this book by Reynolds, the footnote should read thus:

8. Reynolds, p. 402. 

This obviously won’t do if you have two or more works by Reynolds to which you are making reference, or if more than one of the authors you are citing is called Reynolds. In these cases, you need a slightly longer quotation to avoid ambiguities. You can either use the full title or a short title (the preferred option):

12. Reynolds, Beneath the American Renaissance, p. 186. 

vi. Referencing secondary sources (articles and essays)

The titles of articles and essays are placed within single inverted commas and are not italicised or underlined. The titles of the books or periodicals from which they come, as well as the titles of any novels mentioned in the title of the article, however, are italicised/underlined. So footnotes will take the following forms:

1. P. F. Fisher, ‘Providence, Fate and the Historical Imagination in Scott’s The Heart of Midlothian’, in D. D. Devlin (ed.), Walter Scott: Modern Judgements (London: Macmillan, 1969), p. 102. 

2. Elizabeth Freund, ‘Twelfth Night and the Tyranny of Interpretation’, English Literary History 53 (1986), p. 477.

As you can see, for articles, you need to cite author, title of article, title of periodical, volume number of periodical, date of that volume (in brackets), and page number(s). When listing articles and essays as part of your bibliography (see next section) you will need to be able to give the page range (i.e., the starting and finishing page numbers of the essay within its volume), so note this information as you consult the piece. Thus for the Freund essay above, the bibliography citation would end ‘pp. 471-89’.

An immediately subsequent reference to an essay title can, like an immediately subsequent reference to a book, use ‘Ibid.’ with page number(s). Later references to it should use just the author’s name, as in the case of books above, except in cases in which more than one item by an author is used, or several authors share the same name. In these cases short or full titles need to be used. 

vii. Referencing secondary sources (websites)

When referencing websites, you need to include the electronic address of the website, printed between carets (< … >), and the date you accessed the material, plus any further information you have available, for instance author and/or editor names; name of database, title of project, book or article; any version numbers available; date of version, revision or posting; publisher information. Many websites will not provide all of this information, so try and include as much as you can. 

Example: ‘The School of English at Kent advises in its Year Abroad (YA) pages that “admission to a YA programme does not guarantee a year abroad”.’1

1School of English, University of Kent, ‘Year Abroad Study’, <http://www.kent.ac.uk/english/undergraduate/YA/index.html>, accessed 9 September 2009.

viii. Bibliography
At the end of your essay you must list all the books or essays that you have read, referred to, dipped into in search of a point; everything, in short, that you have consulted (even if it proved to be of little or no use), except standard reference works (such as The Oxford English Dictionary).

The bibliography should be divided into primary and secondary reading. Each section should be alphabetically sorted by author’s surname; and each item should give the publication details as laid out for the notes above. Note the above point about citing the page range for essays and articles. The bibliography and the notes should each be on separate sheets from the rest of the essay, unless both are very brief.

ix. Quotes within quotes

When you are using single inverted commas to indicate a brief quotation, and the passage you are quoting itself contains a quotation from another source (because it’s direct speech from a novel, for instance, or because you are citing a critic who is citing another critic), you should use double inverted commas within the single. Thus you might quote from Yeats’s essay, ‘The Moods’, in which he asserts that ‘argument, theory, erudition, observation, are merely what Blake called “little devils who fight for themselves”’, using this convention. Comparably, square parentheses [...] are used within round parentheses (...) when required.

ix. Edited quotation

When you omit a section of something you are quoting for reasons of conciseness or economy, the omission should be indicated by the use of three dots enclosed in square brackets, as in the first phrase quoted from Macbeth above in 17.i.b.
For further information please consult the English Writing Website: http://www.kent.ac.uk/english/writingwebsite/writing/index.php.
17. Formal conventions for the presentation of 
Creative Writing assignments
· Creative Writing essays should be presented in the same way as other English essays.

· Creative assignments in prose should be typed in 12-point and double-spaced. New paragraphs, including paragraphs of dialogue, should be indented, and there should be no extra white space between them, except where you wish to signal the beginning of a new section – normally a jump in time or setting. The easy way to do this is to type the piece exactly as it would appear if it were printed, and then to double-space the entire text. If you are unsure about how to punctuate dialogue, please look at a selection of fiction recently printed in Britain to remind yourself.

· Poetry should be single- or 1½- spaced. The usual contemporary expectation is that a poem should be aligned left (rather then centred or aligned right) and that the beginnings of lines should not automatically be capitalised, except as a conscious stylistic choice.

· All creative assignments should have a title.

Student Feedback: Module Evaluation Forms

Students on all English modules are required to complete an Evaluation Form at the end of the module. During the penultimate or final seminar of the module, the seminar leader will distribute the Evaluation Forms and then allow students 10-15 minutes at the end of the class to complete them. Having appointed one student to deliver the completed forms to the English Office, the seminar leader will leave the room. 

The idea behind this procedure is to make the process of review anonymous. Students are not required to write their names on the form, they complete them without a teacher present, and they are free to give whatever opinion they think appropriate. Students who are absent during this class are required to obtain an Evaluation Form from the English Office, complete it and submit it to the Office.

The form is divided into two parts. Page 1 invites comments from the students on specific questions. Page 2 requires students to assess different aspects of the module and their contribution to it on a scale of High to Low.

The completed forms are very important to the organisation and administration of English modules and to the School itself. Upon completion, the form is computer-analysed to produce a profile of student assessment of the module. This is useful for all the modules, but particularly so in the Core Modules where a number of teachers are involved. The analysis allows convenors and teachers to see the strengths and problems of the modules across all the groups. Student comments are vital in expanding on these issues, elaborating on student self-assessment as well as on their responses to important aspects of the module. These responses are studied by the Head of School, by convenors and by individual teachers, and they may also be studied by the School of English as a whole. Student responses inform the School on the successes and problems of its programme, and on what it can do to improve and develop this programme. The School takes this procedure very seriously, and expects students to do the same, by offering considered and full, written responses to the questions.
Finally, the Module Evaluation Forms are part of the staff peer review process and are valuable to individual staff members in assessing and developing the content and methods of their teaching.

Module Evaluation Forms are an important and valuable student contribution to the success of the programmes of the School of English. Please make every effort to complete these forms as fully as possible. 

Key Skills and Personal Development Planning
At University you should become an independent learner. Personal Development Planning helps students to take charge of their learning, recognise their strengths and weaknesses and plan for their short term and long term future. Each discipline has its own approach to PDP which fits with its curriculum and the typical career paths for its graduates, so you should ask your department for advice.

Personal Development Planning is available to every University student in the UK. At Kent it is a student-led activity supported by academic departments. For more information, see the PDP website at: http://www.kent.ac.uk/uelt/ced/themes/personal-development/index.html
Developing and articulating your strengths and skills

These pages on Key Skills are integrated into your participation in the Personal Development Planning (PDP) initiative. Information on this for Kent English students can be found on the PDP section of School’s website (http://www.kent.ac.uk/ english/undergraduate/pastoral/pdp.html). You will find there are links to further information and downloadable software. You should read these Key Skills pages in co-ordination with the guidelines for Personal Development Planning.

Why is this relevant?
As a student at the School of English you already have a wide range of skills – and while mature students have developed expertise in all manner of fields, students recently arrived from school or college may be suffering from ‘key skills fatigue’. Even so, it remains the case that you will develop many new strengths and skills over the course of your degree, and being able to articulate those that you have acquired at University can be of real benefit to you in the future (for instance in presenting yourself in applications and interviews). This is not to say that the study of English at degree level should be a utilitarian exercise; on the contrary, an English degree should allow you to explore and develop intellectual curiosity and innovation, imagination and creativity, critical rigour and awareness. But we also want to equip you with the tools to be able to articulate your strengths and skills, and this section of the dossier gives you some guidance as to how.

What are key skills?
Your degree in the School of English will teach you many subject-specific skills, such as the ability to reflect critically upon different literary genres, or evaluate alternative critical approaches to literary texts. Key skills are those fundamental generic skills that we develop as we learn and master new ways of doing things; in the case of English these might fall under the broad headings of communication (e.g., presenting information clearly and coherently), working with others (e.g., cooperating on group tasks), improving one’s own learning and performance (e.g., identifying one’s strengths and weaknesses), and information technology (e.g., researching on-line). The School of English prefers to integrate key skills in its teaching – for instance by encouraging students to develop communication skills in seminars – rather than treat them as a separate and isolated issue; as such, English modules both extend your knowledge and understanding of the field (your subject-specific skills) and allow you to develop your wider strengths and skills (your key skills).

Articulating your key skills in more detail
This section should be the most useful to you for thinking about how you are developing your key skills and how you might present those skills to someone else in the future. Below are some generic skills under broad headings that you are likely to develop in the course of your degree; begin to recognise those that apply to you and those that you are especially keen to improve upon. Would you like any further assistance in developing specific skills? Are there any skills that particularly concern or worry you? In both cases talk to your teachers and look at the range of on-line advice and seminars run by the University’s Unit for the Enhancement of Learning and Teaching (http://www.kent.ac.uk/uelt/index.html).

Communication skills
· evaluate different arguments and approaches, and be able to draw your own interpretations and conclusions;

· organise complex ideas and information in a coherent way, and communicate them effectively;

· write extended documents (such as essays), structuring the material and presenting arguments in a coherent way and ensuring that spelling, punctuation and grammar are accurate;

· present information orally, where necessary adapting your style for different audiences;

· take a lead role in group discussions, and create opportunities for others to contribute;

· listen and respond perceptively to contributions from others; 

· review your written and oral communication skills, identifying areas of strength and weakness and how to improve your performance.

Improving one’s own learning and performance
· review your learning and performance, identifying areas of strength and weakness and ways of further improving;

· identify your own aims for how to improve your work and the ways you learn;

· seek and actively use feedback and support from a variety of sources to help meet those aims, including taking the initiative in requesting feedback from those supervising your work, fellow students, university resources, on-line advice, study guides, manuals, etc.;

· manage time effectively (e.g., meeting deadlines);

· critically reflect on what is being learnt and how you learn, making judgements between what are the best learning methods for you.

Problem solving
· identify and define a problem or challenge (such as how to define and research an essay topic, how to overcome obstacles in research, how to manage a group presentation and/or groupwork, how to manage an extended essay);

· explore a variety of ways of solving problems (not forgetting imagination and lateral thought);

· manage each stage of problem solving effectively (for instance by obtaining specialist knowledge, skills and cooperation of others; keeping track of progress);

· critically reflect on the use of problem-solving skills (for instance by obtaining feedback from others, noting choices made and judging their effectiveness and impact upon the quality of work, adapting methods where necessary).

Working with others

· take a lead role in groupwork, and create opportunities for others to contribute;

· listen and respond perceptively to the contributions of others;

· establish and maintain cooperative working relationships, including motivating members of the group (for instance by offering support and encouragement) and resolving potential conflicts;

· plan and manage groupwork with others (such as negotiating possible methods for working together and, where relevant, identifying options and actions to be taken to complete work successfully, locating necessary resources, managing time scales, working with the group’s strengths and weaknesses);

· exchange feedback on the outcome of your groupwork;

· critically reflect on how groups work and the use of skills used in working with others (for instance by noting choices made and judging their effectiveness and impact upon the quality of work, adapting methods where necessary).

Information technology
· use IT (such as CD ROMs and the internet) to aid research and, where relevant, present information;

· compare information retrieved from different IT sources, and evaluate its quality and reliability (including consulting others on its reliability);

· where relevant, process information using databases / packages / other IT sources;

· develop and exchange relevant information where appropriate (such as using email or shared access to documents);

· critically reflect on use of your IT skills, obtaining feedback where relevant and noting choices made and judging their effectiveness and impact upon the quality of your work.

The Key Skills Grid for English degree programmes (see page 45) gives a summary of key skills and levels for English degree programmes. 

Key skill levels
Obviously you will be developing and refining your skills as you progress through your degree to honours level and beyond (postgraduate study). As a rough rule of thumb, we might expect students to demonstrate the following basic skill levels:

· Certificate / Stage 1 of the English degree marks a shift from being able to deal with straightforward tasks to being able to respond to the demands of more complex activities. This requires more explicit reasoning ability and increased personal responsibility for making decisions about one’s own learning and how tasks are organised. (Key skills level 3 as defined by the Qualifications and Curriculum Authority / QCA.)

· Intermediate - Honours / Stages 2 & 3 of the English degree requires a substantial degree of autonomy and responsibility for managing activities, and the ability to identify how key skills relate to a situation. At this level students would be expected to develop strategies for using key skills, to be able to monitor progress and critically reflect on the ability to use a relevant skill, and to be able to adapt the overall strategy where necessary. This should be the level of key skills attainment at graduation. (Key skills level 4 as defined by QCA.)

· Studying at postgraduate level requires an integrated approach to applying skills in communication, to working with others and to problem solving. The aim should be to improve your own learning and performance in the context of managing dynamically complex work. This means being able to explore the demands of your own work, including the need for any additional skills development, and to be able to formulate viable proposals to meet those demands. Planning and managing work, adapting strategies as necessary to solve problems, and gaining the commitment of others should all be possible at this level. (Key skills level 5 as defined by QCA.)

And finally ...
· If you want to think further about the skills you have developed in the course of your degree (perhaps with a view to how best to present them to others) then take a look at the University’s Unit for the Enhancement of Learning and Teaching website (http://www.kent.ac.uk/uelt/index.html) and Careers website (http://www.kent.ac.uk/careers/) with its advice on skills and job applications.

Key skills Grid for English degree programmes
	Key skill
	Certificate / Stage 1 of English degree

Early ama

Romanticism & Critical Theory


	Intermediate / Stage 2
Core modules (level I)
	Honours / Stage 3
Core modules (level H)

Special modules
	Postgraduate study
MA modules and PhD research

	Communication
· evaluate arguments;

· organise complex ideas;

· write extended documents;

· present information orally;

· participate in discussion;

· review your communication skills.

Improving one’s own learning and performance
· review strengths and weaknesses; 

· identify your aims;

· seek feedback;

· manage time effectively;

· critically reflect on how you learn.

Problem solving
· identify problems and challenges;

· explore alternative solutions;

· manage course of action;

· critically reflect on outcome.

Working with others

· lead, listen and respond to others;

· work co-operatively on group tasks;

· manage groupwork with others;

· exchange feedback;

· reflect on how groups function and groupwork skills.

Information technology
· use IT to aid research and present information;

· evaluate IT sources;

· process information using IT;

· exchange information using IT;

· reflect on IT skills
	Certificate / Part I of the English degree marks a shift from being able to deal with straightforward tasks to being able to respond to the demands of more complex activities. This requires more explicit reasoning ability and increased personal responsibility for making decisions about one’s own learning and how tasks are organised. (Key skills level 3 as defined by the Qualifications and Curriculum Authority / QCA.)


	(see Honours)
	Intermediate - Honours / Part II of the English degree requires a substantial degree of autonomy and responsibility for managing activities, and the ability to identify how key skills relate to a situation. At this level students would be expected to develop strategies for using key skills, to be able to monitor progress and critically reflect on the ability to use a relevant skill, and to be able to adapt the overall strategy where necessary. This should be the level of key skills attainment at graduation. (Key skills level 4 as defined by QCA.)


	Studying at postgraduate level requires an integrated approach to applying skills in communication, to working with others and to problem solving. The aim should be to improve your own learning and performance in the context of managing dynamically complex work. This means being able to explore the demands of your own work, including the need for any additional skills development, and to be able to formulate viable proposals to meet those demands. Planning and managing work, adapting strategies as necessary to solve problems, and gaining the commitment of others should all be possible at this level. (Key skills level 5 as defined by QCA.)


5
Resources and Support

The Personal Academic Support System
The aim of the Personal Academic Support System (PASS) is to ensure that you know whom you should go to with any query or anxiety you may have about your academic work, your progress or your personal circumstances, and that these lines of approach should be as quick, open, and effective as possible.

There are four ‘Schools’ of undergraduate study in the Faculty of Humanities, plus the Centre for American Studies. It is important that you are clear about which School (or Centre) you belong to, as the main provisions which PASS puts in place are on a School-by-School basis. Students registered as reading English and American Literature (all variants – Creative Writing, Year Abroad, etc.) or as reading English jointly with: Classics, Computing, Film Studies or Sociology are ‘housed’ with the School of English. If you are reading English in combination with any other Humanities subject or with Law you officially belong to the School to which the other subject belongs: this doesn’t mean that English will offer you no academic support in your work on English modules, but in cases of serious academic or personal difficulties you will need to go to the other School, where your academic record is held.

The academic in the School of English principally responsible for supporting undergraduate students with their academic progress is the Student Support Officer, email: english-senior-tutor@kent.ac.uk . This will be David Blair until 31/12/2010 (tel: 01227 827481) and Emma Bainbridge from 1/1/2011 (tel: 01227 823402). Their deputy is Patricia Debney (who can also be contacted via the ‘english-senior-tutor’ email address). If any issue is troubling you which is not mentioned in the checklist that follows, ask their advice about it. If any of the following issues is of concern, go in the first instance to the person indicated (if it is not the Student Support Officer/Deputy) and/or to the Student Support Officer/Deputy if you feel you need further advice. 

ASK FOR HELP EARLY: A PROBLEM IGNORED JUST GETS WORSE

A. Your academic performance. There are a number of levels on which you may become concerned about this:

· Essays (and other module-specific problems)

Approach your seminar leader in the first instance if you are anxious about an essay or unsure about how to improve your essay work in a module or if you feel you’re struggling intellectually with the module materials and frameworks. Seminar leaders will be willing to discuss an essay while you are working on it or after it has been marked and returned. 

· Seminars

Again, talk to the seminar leader if you are unsure of what is expected of you in seminars or how to improve in this phase of the work, or if you are concerned about your role in the dynamics of your particular seminar group. If you are having a broader problem – e.g., with your self-confidence in seminars, with contributing to discussion, with note-taking, attendance, etc. – see the Student Support Officer. Student attendance is recorded and checked, and if it is noticed at any point during the year that your attendance is becoming irregular or poor you are likely to be emailed by the Student Support team to see what concerns or difficulties underlie this.
· Exams

A lot of advice will be given towards the end of the second term in the form of lectures, seminars and handouts about how to approach revision and exam performance. Your seminar leader on any particular module is best-placed to give further advice and reassurance.

· General issues

If you have academic problems across all your modules – poor performance, difficulties in balancing demands and deadlines, loss of motivation – contact the Student Support team as early as possible. If you are experiencing health, financial, family or personal problems that are getting in the way of your academic work, also contact the Student Support team as early as possible. The Student Support team will treat everything in absolute confidence and will undertake to reassure and negotiate with your individual teachers as required. They will also advise you on, and help you with, applications for coursework and exam concessions.
B. Your programme of study

· Choosing modules for Stages 2 & 3 study
In the period before registration for Stage 2 & 3 modules at the end of the second term, you will be able to consult the Undergraduate Studies Administrator, Sarah Anthony, to discuss module choice and the shape of your proposed Stage 2 & 3 programme. Sarah Anthony will hold office hours during the pre-registration period. 

· Changing a module

In Stage 1, consult the Humanities Faculty Office.

In Stages 2 & 3, for all queries about entry to and exit from English modules please email Gill Tobin (g.m.tobin@kent.ac.uk) in the first instance. [NB there is no automatic right to change a module, so permission is dependent on availability of alternatives; there is also a deadline after which changes are not allowed.]

· Changing your degree subject/s

In Stage 1, 2 or 3, see the Admissions Officer/s of the relevant subject/s if early in the year. In the School of English this is Emma Bainbridge (e.bainbridge@kent.ac.uk).

C.  Intermission or withdrawal?
Intermission

It is important that you seek help if you are experiencing problems with your studies.

If you seek a period of intermission you are strongly advised to check the financial consequences with your sponsors. It is very important that your sponsor is consulted. 

Students take time out from their degree (known as intermitting) for a variety of reasons, mainly personal, but sometimes academic or financial. If you feel you need some time out, go and see your Student Support Officer or the University Counselling Service. Intermitting does not change the duration of your degree it just gives you the opportunity to take some time away from University should you need to. The University does not encourage students to take longer than normal to complete their studies but is willing to discuss this with you. Whatever is decided you will need to speak to your funding body to ensure that any funding you receive is not affected by intermission. 

Intermission is normally given for a complete academic year, or occasionally part of an academic year. Your Student Support Officer will ultimately be responsible for authorising your period of intermission. However, no intermission will be granted after the end of student examination/assessment confirmation

Possible reasons for leave to intermit are:

1. Personal Grounds - Family or personal reasons (other than illness) prevent you from continuing your studies.
2. Financial Grounds - Where your financial situation prevents you from continuing your studies.

3. Medical Grounds:

(a) Absence from the University due to medical or emotional reasons, or other such extenuating circumstances.

(b) Illness or extenuating circumstances, which are having a negative impact on your studies.

(c) Illness or extenuating circumstances that have interrupted your studies

When the reason for intermitting is medical, medical evidence will be requested from you. Before you return from intermission, you will be required to provide another medical certificate to testify that you are fit to return to your studies.

A few things to remember:

• Intermitting does not change the number of terms you will spend at the University, or your examination results.

• Intermitting is intended to relieve you of a disadvantage, not put you at an advantage to other students.

• You must check funding issues / implications with your Funding Body / the University Finance Office.

• If you subsequently want to change the period for which you have been permitted to intermit, you must seek approval from your Departmental Student Support Officer.
• If you have to go out of residence quickly for medical reasons, make sure you are seen by a doctor at the time so they can give you a medical certificate that reflects the severity of your condition.

• Make sure that you complete a ‘Change of Circumstances Form’ for your LEA if you intermit. If you wish to intermit you should discuss the matter with your tutor or departmental advisor in the first instance. Final permission will be granted by the Department Student Support Officer where there are good medical, financial or personal reasons, or where intermission can be shown to be in your academic interests.

Please note that if you have not had permission to intermit, your fees will not be adjusted – and you will be charged full fees for accommodation and tuition.

Withdrawal

If you wish to withdraw you should seek an interview with the Departmental Student Support Officer, to whom you must subsequently write confirming any decision to withdraw. Failure to follow these procedures will result in you being charged accommodation and tuition fees.

Please note that international students who are considering intermission or withdrawal should make contact with the Student Advice Centre (Kent Union) to discuss the implication this will have on their visa status.

D.  Year-on-year academic progress

The School’s role

Before the start of each academic year the stage 1 and stage 2 results of School of English students who are returning will be looked at by the Student Support Officer and/or the Deputy Student Support Officer. They will try to identify students who appear to have seriously under-performed the previous year for no known reason and will invite students to meet with the Student Support Officer or the Deputies to see what the student’s own perspective is and to discuss how to improve key areas of performance.  

Your role

Don’t wait to be asked. If as you start stage 2 or your final year you are concerned about your own progress, or perplexed about your lack of it, or disappointed by your examination marks, do not assume that the Student Support Officers will necessarily identify you and your worries from the data they have available to them. Make an appointment to see the Student Support Officer soon after the start of the year; do this by email directly to the Student Support Officer english-senior-tutor@kent.ac.uk. Some feedback can usually be obtained on specific exam marks if this is an issue, and the implications of stage 2 performance for final degree results can often be usefully clarified.

NOTE: Part-time programmes 

These arrangements apply with some variations to students studying for the Certificate, Diploma and BA through the part-time route. You should follow the advice issued specifically to part-time students which can be found in the Part-Time Studies Handbook.
Peer Mentoring Programme

The School of English operates a Peer Mentoring Programme which is designed to help new students settle into university life by providing support and assistance through peer mentoring. The programme is administered by Emma Bainbridge (e.bainbridge@kent.ac.uk).

Each mentoring group is made up of between eight and ten new students (mentees) and one existing student (mentor) who are able to pass on information gained during their first year at Kent. Peer mentors are voluntary undergraduate students in their second or third year who have undergone training to equip them for the role. Mentors will contact all their mentees and will arrange to meet with them during Welcome Week and Week 1.

All students entering the first year to study on the following programmes will be included in the School of English Mentoring Scheme: 

· English and American Literature 

· English and American Literature, and Creative Writing

· English, American and Postcolonial Literatures

· English and American Literature with a Year Abroad

· English and American Literature, and Creative Writing with a Year Abroad

· English, American and Postcolonial Literatures with a Year Abroad

· English and American Literature and Film Studies

· English and American Literature and Sociology

· English and American Literature, and Classical and Archaeological Studies

The programme will also include students joining the School of English in Year 2 (students who have completed their first year elsewhere).

Electronic Resources for School of English Students

The School Website

The School website (http://www.kent.ac.uk/english/) has been designed to function as a front window for the School of English, advertising our research and teaching strengths and acting as a virtual home for English students and staff. Current students at the School of English should familiarise themselves with the following specific sections of the site:

· People – get to know who we are!

· Undergraduate students – the most important pages on the site, including overviews of the degree, module descriptions, sources of advice and support for your problems, reading lists and downloads, and information about the School’s student magazine, Logos. Please note that the site is constantly being revised and improved, so check back regularly for updates.

· Events and news – the events and news pages provide information about visiting writers, lecturers and speakers. The School enjoys a healthy cultural life, with frequent visits from a diverse range of literary and cultural figures, so again, keep an eye on this page!

· Links – the Links page provides connections to key literary studies sites on the WWW. The page is divided into chronological sections (i.e., medieval, renaissance, etc.) in order to provide easier navigation.

If you notice a broken link or feel there is something you would like to see added to the Undergraduates page, email the webmistress Emma Bainbridge (e.bainbridge@kent.ac.uk). Mark the subject of your email ‘English website’.

The University of Kent’s Student Portal

Kent’s Student Portal (http://www.kent.ac.uk/student/) is the pre-eminent web resource for University of Kent students. It provides news, welfare support, examination guidelines and general information about student life in Canterbury. You are also able to access your coursework marks via the Student Data System. Be sure to make the site your first port of call for information about the university. 

It’s also recommended you make it your homepage (in Internet Explorer, click ‘Tools’, ‘Internet Options’, ‘Homepage’ and enter your address).
e-Learning and Moodle

The University Virtual Learning Environment, known as ‘Moodle@Kent’, is available to all students using their normal Kent log-in. It can be accessed via the student portal or direct at: https://moodle.kent.ac.uk/moodle/login/index.php
Online training guides for Moodle and general information regarding e-learning are available from the ’Student Support’ section of the e-learning website at:  

http://www.kent.ac.uk/elearning/documentation.html
Any technical problems with your Moodle modules should be directed to the IS helpdesk at: http://www.kent.ac.uk/itservices/help/ 

Information on how the Moodle module will be used on your course will be given to you by your lecturer at the start of term.

Student Representation and Activities Centre

Student Representation

Providing outstanding student representation is integral to Kent Union’s existence. There is student representation at all levels of University life. Every student will have a course representative who is elected to listen to the views of course mates and discuss them with staff at Department consultative meetings. There are elected student representatives who sit on Faculty and University wide committees as well as full time Sabbatical Officers who represent students’ needs on issues such as academic, welfare and social matters at University, local and national level. All representatives are elected in elections which take place either in October or March so YOU can decide who represents your needs! For more information on student representation and how to get involved visit www.kentunion.co.uk/representation 

Student Activities Centre

The Activities Centre aims to provide opportunities for students to develop skills outside of their academic programme, and to try new activities. For example, they offer the Kent Student Certificate in Volunteering which is a scheme that recognises the hours you put in as a volunteer for which you receive a certificate that can be added to your CV. There is also the STAND OUT scheme which offers professional training sessions on different skills such as public speaking or event planning. There are over 100 different societies on offer at Kent and over 40 sports teams so you are sure to find something that matches your interest. You can look them up on the web at http://www.kentunion.co.uk/
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Postgraduate study

Do you enjoy studying a particular area of English? Would you like to read in more depth, and develop your knowledge further, maybe even teach English at school or university level? If so, have you thought about going on to postgraduate study at Kent?

The most usual route for further study is to apply during your final year for a taught Master of Arts (MA) place. The taught MA requires a year's full-time study, or two years’ part-time. A range of different programmes is available: Medieval & Early Modern Studies; Postcolonial Studies; Critical Theory; Eighteenth Century Studies; Creative Writing, and the wider-ranging MA in English and American Literature. There are also options to study in Paris. The Director of Graduate Studies, Abdulrazak Gurnah, will be pleased to advise you further about what is offered. For each programme, there are certain undergraduate modules that you will find helpful – so it's worth thinking ahead and discussing with the Graduate Studies Director or your tutor how you will build up basic knowledge over the two years in the area you might want to pursue.

The School of English offers several studentships each year for the taught MA, including one fully-funded AHRC Research Preparation Master’s, one or two fee-waiver bursaries, the Ian Gregor Scholarship (which covers fees and provides a £500 stipend), the Sasha Roberts Scholarship (which is an award of £2,000), and a scholarship for a student on the Medieval and Early Modern Studies MA worth £5,000, awarded jointly with the School of History. All of these scholarships are highly competitive. Details are published on the School of English web pages and the University scholarship pages.
The University frequently has incentives for current Undergraduate students to continue to MA level, such as a 10% discount on fees, or a grant of £1,000.

An alternative to the taught MA is the research MA. This degree enables you to develop a specific area under individual supervision. Talk to the PhD Director, David Herd, if you would like to know more about this. However, for most new graduates the taught MA is the more appropriate course.

In the long term, you may have set your sights on studying for a Doctor of Philosophy. This entails three years' independent research (five years’ part-time), under individual supervision. The PhD is a must if you are interested in lecturing in higher education. The School of English, in conjunction with the Centre for Medieval & Early Modern Studies and the Centre for Postcolonial Studies, offers a choice of programmes: English, Postcolonial Studies, Medieval & Tudor Studies, and Creative Writing.

Taking a higher degree is hard work but can be very rewarding. The earlier you think about it, the more you will get out of it.
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Health and safety

The University of Kent recognises its legal duty for providing a safe and healthy workplace and suitable working environment for its staff, students and others (contractors, visitors, and the public) that could be affected by its work and undertakings. The full University Health and Safety Policy can be found at: http://www.kent.ac.uk/safety/UoKsafetypolicyFinal.pdf 

The Head of the School is charged with overall responsibility for the implementation of health and safety policy within the School, with assistance from the Health and Safety Coordinator Anna Redmond. Everyone who works in the School is expected to recognise that they have duties, to themselves and others, to work safely and to cooperate in producing a safe and healthy workplace for all.

Students should familiarise themselves with the following procedures, more detailed versions of which are posted on the Health and Safety notice board:

Fire Safety. Fire alarms are situated on both floors of Rutherford Extension, as are fire extinguishers. In the event of the fire alarm sounding, the building must be vacated quickly and calmly. The evacuation area for Rutherford Extension is on the Rutherford College causeway well away from buildings. Fire Marshals will be allocated to all outside doors to ensure that no one re-enters the building.

General Risk. Please notify the Health and Safety Coordinator of any hazards that you see in the Rutherford Extension building, or the College Reception Staff for hazards spotted in the colleges.

First Aid. Rutherford College Reception Staff, security staff and some kitchen staff have first aid certificates and can be phoned on any of the following extensions:



Reception
x 3400


Kitchen

x 3392


Security
x 3060/3300

Please note that Security staff are mobile, and may not be close to Rutherford in an emergency, so ext. 3400/3392 or the first-aiders in the College should be your first point of contact if speedy assistance is required.

Accident/Incident Reporting. All accidents should be reported to the Departmental Office and require completion of a form. Accidents within the main college building should be reported to Reception staff.

Useful links
University Counselling Service

Keynes College

Tel. 01227 823206 or 01227 764000 ext. 3206

Email: Counselling@kent.ac.uk 

http://www.kent.ac.uk/counselling
Disability & Dyslexia Support Service

Keynes College, University of Kent, Canterbury, Kent CT2 7NP (Via Keynes main entrance, Rooms Hg 7-9)

Open Monday to Friday: 9.00am – 5.00pm

Phone: 01227 823158

Email: accessibility@kent.ac.uk
Fax: 01227 824450

DDSS WEBSITE: www.kent.ac.uk/ddss
The Student Learning Advisory Service (SLAS)

http://www.kent.ac.uk/uelt/learning/index.html
University Medical Centre

www.kent.ac.uk/medical/
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