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1. Introduction

Welcome to the School of English!  

This booklet is intended to give basic information for new students on the School’s MA programmes.  Please keep your copy with you throughout your programme as a reference source on assessment deadlines, marking criteria and how to present your written work.  If you have questions or problems that are not addressed in the following pages please contact the relevant person from the list below.

2. Staff Details

Key Contacts

Your first point of contact if you have any administrative queries is the Postgraduate Co-ordinator, Carole Stallwood email: C.A.Stallwood@kent.ac.uk ext. 3054. She is based in the English Office (NC17) which is found facing the main entrance to the School of English, Rutherford Extension.  The English Office is open from 10.30am – 12.30pm and 2.00pm – 4.00pm, Monday – Friday.  

The Director of Graduate Studies for taught MA Programmes is Sarah Wood.  Her office is in Rutherford Extension (NC11; email: s.wood@kent.ac.uk; ext 7485).  Academic matters relating to the taught MA programmes should be addressed to her.  Office hours will be posted outside her room; email or phone her for an appointment if you have any difficulty making contact.

The Head of the School of English is Peter Brown (NC6; ext. 7942; email: P.Brown@kent.ac.uk)

The PhD Director is David Herd (NC39; ext. 7506; email d.herd@kent.ac.uk)

The School Administration Manager is Helena Torres (NC19; ext. 7461; email h.m.torres@kent.ac.uk)

The different taught MA programmes have the following programme directors:

MA in Creative Writing: Scarlett Thomas (NC37; ext. 4164; email s.thomas@kent.ac.uk)
MA in Creative Writing (Paris): Scarlett Thomas (NC37; ext. 4164; email s.thomas@kent.ac.uk) and Peter Read (CW NW 157; ext 7410; email p.f.read@kent.ac.uk)

MA in Critical Theory: Sarah Wood (as above)

MA in Dickens and Victorian Culture: Cathy Waters (NC44; ext. 3749; email c.waters@kent.ac.uk)
MA in Eighteenth-Century Studies: Jennie Batchelor (NC12; ext 7053; email j.e.batchelor@kent.ac.uk) and Donna Landry (NC4; ext 4745; d.e.landry@kent.ac.uk)
MA in English and American Literature: Sarah Wood (see above)

MA in English and American Literature (Paris): Peter Read (CW NW 157; ext 7410; email p.f.read@kent.ac.uk)

MA in Postcolonial Studies:  Alex Padamsee (NC45; ext. 3031; email: a.padamsee@kent.ac.uk)
MA in Postcolonial Studies (Paris): Peter Read (CW NW 157; ext 7410; email p.f.read@kent.ac.uk)

This alphabetical list provides the contact details of academic staff within the School of English. If you are on campus you do not need to use the prefix 82.  

Information on staff research interests can be found on the School website in the ‘People’ section http://www.kent.ac.uk/english/people/profiles/index.htm 

	Title
	Name
	Room
	Kent email address
	Extn

	Prof
	David Ayers
	NC32 
	d.s.ayers@kent.ac.uk 
	82 3454

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

	Dr
	Stella Bolaki
	NC9
	s.bolaki@kent.ac.uk
	

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

	Dr
	Paddy Bullard
	NC34
	p.s.bullard@kent.ac.uk 
	82 4517

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

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

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

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

	Mr
	David Flusfeder
	NC43
	d.flusfeder@kent.ac.uk
	82 7490

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

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

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

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

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

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

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

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

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

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

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

	Dr 
	Ryan Perry
	N3 S7
	r.perry@kent.ac.uk
	82 7474

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

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

	Ms
	Amy Sackville
	NC43
	a.sackville@kent.ac.uk
	82 7481

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

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

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

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

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


3. Programme Structure

Taught MA students in the School of English will study either full-time over one year, or part-time over two.  

As a full-time student you will take two 30-credit modules a term in Autumn and Spring terms. You will also be required to attend the School ‘Postgraduate Training Programme’.  The training programme comprises five sessions in the Autumn Term.  It is compulsory for students on all literature programmes, and strongly recommended for students on the Creative Writing programme, particularly those who have future plans which involve research.  During the Summer term and over the summer you will be writing a 60-credit dissertation (or equivalent) to be submitted by 31 August.

As a part-time student you will take one 30-credit module a term in Autumn and Spring terms of both years.  You will also take the School ‘Postgraduate Training Programme’ preferably in your first year; this programme is compulsory for Literature students and strongly recommended for students on the Creative Writing programme, particularly those who have future plans which involve research.  During the Summer term and the summer of your second year you will be writing a 60-credit dissertation (or equivalent) to be submitted by 31 August.  You should begin to think about your dissertation subject in the Summer term of your first year.  

It is possible to change your attendance status, for instance from full-time to part-time: if you wish to do so, please consult the Director of Graduate Studies, Sarah Wood.

Module Choice

You should have received information from the School of English regarding module registration in August and have chosen your modules by now.  If this is not the case you should contact the Postgraduate Co-ordinator, Carole Stallwood, as soon as possible.  

It is possible to change a module you have registered for, but to do so you must consult the Director of Graduate Studies, Sarah Wood.   The specialist MA programmes have their own course requirements which you can consult on the postgraduate web pages  ‘Choosing your MA modules’ http://www.kent.ac.uk/english/postgraduate/taught/index.htm    

Timetable 

The timetable is available on the School of English website. http://www.kent.ac.uk/english/postgraduate/taught/index.htm 

Seminars will begin in the first week (commencing 26 September) unless you hear otherwise from the module teacher.

4. Assessment

4.1 Taught modules and assignments

Each taught module in Autumn and Spring is assessed on the basis of a 5-6,000 word assignment for Literature modules and 7–8,000 in the case of most Creative Writing modules.  Word length includes notes and quotations, but excludes appendices and bibliographies. You should enter the word count figure at the end of your essay.  You will be penalised if you exceed this word limit.  

Any assignment that has had to be re-submitted as a result of a Fail mark will, if it passes, have a mark capped at 40.  

Satisfactory completion of your coursework allows you to proceed to the Dissertation.

· Submission

You must hand in two copies of your assignment to the School of English Office at the Canterbury Campus.  In addition you must submit an electronic copy of each essay via Moodle by the deadline.  You should print off the first page of the receipt which will be issued via email, and bring it with the hard copies of the assignment.  You will be required to complete the blue Assignment Cover Sheet (available from the English Office) and sign the plagiarism statement.  Rutherford Extension is normally open to students between the hours of 8.30am and 6.00pm.  
· Deadlines 

Autumn assignments: 
Electronic copy via Moodle 
12 NOON FRIDAY 13 JANUARY 2012
Hard copies 


12 NOON FRIDAY 20 JANUARY 2012

Spring assignments: 
Electronic copy via Moodle
12 NOON FRIDAY 4 MAY 2011

Hard copies 


12 NOON FRIDAY 11 MAY 2012

· Enforcement of Deadlines

You are expected to meet these deadlines.  Work submitted after these deadlines will not be accepted for marking unless the deadline has been formally extended on concession.

· Concessionary Extensions

Module teachers or Programme Directors cannot offer extensions to these deadlines.  If you are likely to be prevented by illness or other exceptional circumstances from handing in an essay by these deadlines, you must apply for a concessionary extension.  Please note that equipment failure is not grounds for a concessionary extension.

You should make concessions applications of this kind to the Director of Graduate Studies, Sarah Wood, as early as possible after the need for an extension is known and no later than Monday 9 January 2012 for Autumn assignments and Monday 30 April 2012 for Spring assignments.  The Concessions Form can be found at http://www.kent.ac.uk/english/postgraduate/locality.html.  APPLICATIONS ON MEDICAL GROUNDS MUST BE ACCOMPANIED BY MEDICAL EVIDENCE.

Failure to obtain a concessionary extension will mean that your essay will not be marked and you will be awarded a mark of zero.

4.2  The Dissertation

In the summer term and over the summer vacation, you write a 12-15,000 word Dissertation or its equivalent; the word length includes notes and quotations, but excludes appendices and bibliographies.  Excess word length will be penalised.

You must inform Carole Stallwood of the proposed subject of your Dissertation by Monday 27th February 2012, so that supervision arrangements can be organised.  Students on the MA in Creative Writing will be asked to submit a 300-word outline of their dissertation project to Carole Stallwood by Monday 6th February.  

Supervision will be conducted on a weekly (half-hour) or fortnightly (one-hour) basis throughout the Summer Term.  There will be no supervision beyond the end of the Summer Term.  

Students on the MA in Creative Writing will receive one hour of supervision in the Spring Term and two hours in the Summer Term (normally this means there will be three one-hour meetings, each based on draft work).  There will be no supervision beyond the end of the Summer Term.  Part-time students can choose to use some of their allocated supervision time in the summer of their first year.
· Submission

Two copies of your dissertation must be submitted to the English Office.  In addition you must submit an electronic copy of your Dissertation via Moodle by the deadline.  You should print off the first page of the receipt which will be issued via email, and bring it with the hard copy of your Dissertation.  

· Deadlines

The completed dissertation must be handed in by 12 NOON FRIDAY 31 AUGUST 2012.

· Enforcement of deadlines and Concessionary Extensions

Failure to meet the deadline will mean your dissertation will not be marked and you will be awarded a mark of zero for this module.  Procedures for applying for concessionary extensions are the same as for the submission of your module assignments.  Concessions applications must be made by 12 noon Friday 24 August 2012.
4.3 Presentation of Assignments and the Dissertation

All written work for assessment must be clear and accurate in its presentation.  You will receive advice about citation systems and other aspects of presentation in the ‘Research Methods’ seminars.  Poorly presented assignments and dissertations will be penalised.  A standard form of conventions for literary essays and standard requirements for the submission of creative work are given later in the handbook.

4.4 Marking Scales and Criteria

Distinction: 70 and above

Merit: 60-69

Pass (coursework): 40-59; (dissertation): 40

Fail (coursework): 39 & below

(    Criteria for Literature Essays
Distinction

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

For students to achieve a top distinction the work will demonstrate

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

Merit

Essays and dissertations must demonstrate a detailed knowledge of the basic material, engage intelligently with relevant critical material, and demonstrate an understanding of the conceptual issues raised by the subject.  Merit work must demonstrate the ability to shape, control and develop a considered and logical argument without being reductive.  The work should be well presented and written with clarity.

Pass

Essays and dissertations must demonstrate a sound knowledge and understanding of the basic material and relevant critical work.  Pass work should be competently structured and argued.  The presentation should be clear and accurate, and any errors in writing should not be such as to impede the reader's understanding.

Fail

Essays and dissertations will show only a superficial knowledge of the basic materials and an inadequate understanding of the relevant critical work.  A weak structure, lack of coherence in the argument, poor written English and short work can all contribute to a fail mark. Where incompetence is manifested, it should be of a scale which outweighs the positive aspects of the candidate’s performance.

(
Criteria for Creative Writing Assignments
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

· Scope

· Independence

· Importance (How serious and worldly is the work?)

· 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

Work in this band will demonstrate an unusually high level of ambition, scope and independence, and the student will have taken many impressive risks in choice of material and in its execution. This will be highly sophisticated, important and very innovative work, with significant depth, resonance 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. Students will clearly have read and thought at a level well beyond what is expected on the module. Work in this band will be supremely 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

Work in this band will demonstrate a very high level of ambition, scope and independence and the student will have taken impressive 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. Students will clearly have read and thought very widely beyond the module, and the work they produce 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

Distinction work will demonstrate a high level of ambition, scope and independence and the student will have taken substantial 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 well beyond what might be predictable or simply appropriate. Students will clearly have read and thought widely beyond the module. Work in this band will be very 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 very few surface errors in the work, and no repeated grammatical, syntactical or spelling errors. Its presentation and formatting will be excellent.

60-70

Work in this band will be fairly ambitious, or very ambitious but not fully realised. This is work with a good amount of depth, intellectual structure and importance, although a few of its qualities may be difficult to discern. There will be noticeable scope, and a good sense of independent thinking beyond what is covered in seminars and tutorials. 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 slightly 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

Work in this band will generally have some ambition, and may in fact 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. The work may lack sophistication and scope, and may be heavily influenced by the work of others. 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’ or basic structure and form. There will be some surface errors and repeated grammatical, syntactical or spelling errors in the work, but its general presentation and formatting will be good.

40-50

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 below average. 

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.
4.5 Further Assessment Regulations
Students are referred to the Humanities Faculty website for detailed information about the Credit Framework which provides information about assessment regulations, including resubmissions http://www.kent.ac.uk/humanities/postgraduate/taught.html. 

4.6 Plagiarism

Your attention is drawn to the following section on the University web pages on Academic Integrity : http://www.kent.ac.uk/uelt/ai/students/index.html It is important that you read this information before you prepare for your first assignment.  

Candidates are expected to show a good level of discernment as to the authority and validity of websites and other electronic resources drawn on for their work.
5. Formal Conventions for Assignments and Dissertations

Dissertation and Essay Presentation: Citation Systems, Bibliography, Etc.

5.1 Literature Essays

Documenting Sources

These notes describe the citation and documentation system known, generally, as ‘Works Cited’.  This is the system described in the MLA Handbook for Writers of Research Papers, 6th Edition (New York: MLA, 2003) and in the MLA Style Manual and Guide to Scholarly Publishing (New York: MLA, 1998).  This system has largely replaced the ‘older’ MLA system of footnote documentation and the similar MHRA system used in this country.  It is, above all, characterised by parenthetical (‘in-text’) citations keyed to a list of works cited.  Its virtues are that it is very easy to use; it dispenses with footnotes (other than for substantive purposes), and thus with much of the ‘apparatus’ that goes with them (Latin abbreviations, bibliographic data, etc,); the reference is made immediately at the point of use; it is increasingly the ‘standard’ in many fields of scholarship (though see the notes on exceptions below); and it does not interrupt the ‘flow’ of the reading experience.

‘Works Cited’, however, is still in its infancy and you will find in both published and unpublished scholarly texts some minor differences in its use and application.  What is described here should be applicable to work at the Master’s level and beyond at the University of Kent and, indeed, elsewhere.

Parenthetical (‘in-text’) citations: Books
You can use a parenthetical citation in a number of ways: (i) after a ‘run-in’ quotation; (ii) after an indented quotation; (iii) or simply to indicate your paraphrase of, or reliance on, a source from which no direct quotation has been made.  The system requires you to put the author’s name and the relevant page(s) number in parentheses at an appropriate point (usually at the end) in your sentence or after the indented quotation.  Thus

(i)

Smith argues that ‘the novel is simply a forgery and there is nothing further to say about it’ (Smith 17).

(ii)

Smith writes:


the novel is simply a forgery and there is nothing further to say about it.








(Smith 17)

(iii)

Smith shows convincingly that the novel is nothing more than a forgery (Smith 17-22)

In each case the parenthetical citation directs us to a work by Smith that is included in our list of Works Cited.  If we turn to the list of Works Cited we should find this:

Smith, Alan. Forgery and the Novel. London: Third-rate Publishers, 2003.

Note the sequence of details: author’s surname (followed by comma); author’s first name(s) (followed by period); title of book in italics (followed by period); place of publication (followed by colon); publisher (followed by comma); year of publication.  Surname and first name are reversed to enable alphabetisation of the list of Works Cited.

A ‘problem’ obviously arises if Alan Smith has written more than one work to which we wish to refer.  Here the older ‘Works Cited’ system of using the date of publication (or in the case of works published in the same year, a letter after the date – e.g. 1999a, 2000b) has been replaced by a shortened version of the title.  Thus, (Smith, Forgery, 17); again, the citation invites us to look at the full bibliographic details of the work in our list of Works cited.  If our list of Works Cited contains both articles and books by Smith from which we have quoted (or to which we have referred) we will distinguish between them by means of the shortened version of the title, making sure that the type-face corresponds with our list of titles at the end of the essay.  Thus:

(i) (Smith, Forgery, 17)

(ii) (Smith, ‘Forgeries’, 3)

(iii) (Smith, Five Forgeries, 17)

Examples (i) and (iii) are clearly different books, whilst (ii) is an article/essay.

If Smith is the editor of a collection of essays and not, strictly speaking, the author, you still use his surname for the purpose of your in-text citation.  Thus:

(Smith, Essays, 25)

But your entry in the list of Works Cited will indicate that he is editor of the collection.  Thus:

Smith, Alan, ed. Essays on Forgery.  London: Third-Rate Publishers, 2002.

Parenthetical (‘in-text’ citations; articles
Again, ‘Works Cited’ makes this very simple.  We give in parentheses author’s name and the relevant page(s):

Smith shows that the work ‘was published by a press that specialised in forged manuscripts’ (Smith 145)

In our list of Works Cited we will list Smith’s article:

Smith, Alan, “Manuscripts and Forgeries.”  Journal of Forgery Studies 12 (2003): 140-50.

Note, again, the sequence of bibliographic details: author’s surname (followed by comma); author’s first name(s) (followed by period); title of article (in inverted commas – I have used double quotation marks here); title of periodical/journal (in italics); volume number; year of publication (in parentheses), followed by colon; continuous pagination of the article.

We must always give the continuous pagination of the article since our reference in our list of Works Cited is to the whole article, not a particular page or section of it.  Again, if confusion might arise from Smith’s having written several articles (or other works) that we cite, we identify the specific work by a shortened version of the title: e.g. (Smith, ‘Manuscripts’ 145).

For internet/on-line citation the present practise is to give a parenthetical citation by brief title only (or author and title) without a page reference, and providing the full URL in angle brackets (() in the list of Works Cited.  Standard practise here is still in its infancy; above all, be consistent in your citation of internet/on-line sources.

Parenthetical (‘in-text’) citations: ‘primary’ works
‘Works Cited’ documents by author’s surname, but in an essay or dissertation you will probably be referring to a body of primary works by a single author or by two or three authors, and here you may prefer to identify the works by their titles.  Thus:



In my younger and more vulnerable years…






(The Great Gatsby 7)

Strictly speaking, in ‘Works Cited’ this citation is wrong.  But you can see that in many ways it is more efficient than a citation by the author’s name and greatly expedites the reading.  I would recommend this, in most cases, but you must not do it for secondary (critical, historical, etc) works.  If you want to shorten the titles of the works you are discussing (e.g., Gatsby or GG) always ensure that you provide your reader with a ‘key’ at the beginning of your essay.

Documenting Without the Author’s Surname
‘Works Cited’ allows you to provide a parenthetical citation with the page reference only if the author’s surname is self-evident.  Thus:

(i) Smith argues that ‘the novel is simply a forgery and there is nothing further to say about it’ (17)

Equally, the page reference alone can be given if Smith’s point is paraphrased.  Thus:

(ii) Smith shows convincingly that the novel is nothing more than a forgery (17-22).

Obviously with both examples (i) and (ii) there can be only one work by Smith in our list of Works Cited.  If Smith is the author of more than one work from which we quote, or to which we refer, we are going to need to identify the work by a shortened version of the title.  Let us say we are quoting from an edition of Henry James’s The American Scene:

In The American Scene James writes ‘The following pages duly explain themselves…’ (3).

Obviously, this has the benefits of economy, efficiency and readability, but if you are going to give pages references without the author’s surname you must be doubly careful to ensure that the context makes clear from whom you are quoting.  If you want to be on the safe side I would recommend that you always provide the author’s name, and a shortened version of the title of his work if necessary, in your parenthetical citation.

Footnotes/Endnotes
‘Works Cited’ dispenses with footnotes and endnotes for the purposes of documentary citation.  But you will almost certainly have some footnotes or endnotes in your essay.  Number them, in Arabic numerals, sequentially (not per page) with a superscript number at an appropriate point in the sentence.  Your footnote can be used to amplify, briefly, what you are saying; to identify further works your reader might consult; to indicate a particular kind of indebtedness to a source; to explain an allusion or a meaning; and many other uses.  But you no longer need footnotes for the purposes of documentation.  This means, of course, that you will never use Ibid. or op.cit. again in your essays.  (Do not use Ibid. in parenthetical citations where the source is the same as that given immediately above.)

Your word-processing program will generate footnotes at the foot of the page, if you instruct it to do so.  You can, of course, collect up all your footnotes and present them at the end of your dissertation as endnotes.

Exceptions
‘Works Cited’ began as an American system for the social sciences.  In these disciplines timeliness of research is important and thus many citation systems use a modified form where the date of publication (of book, article, date, etc) is invariably given in the parenthetical citation: e.g. (Smith, 2003, 197).  In medicine, law and most of the natural sciences there are documentation systems that are particular to the discipline, but ‘Works Cited’ is widely used in the citation of book sources.

Supplementary bibliographies

Because ‘Works Cited’ covers sources, both primary and secondary from which you quote or to which you refer, it does not cover works you may have consulted but have not quoted from.  Some of these works may be amongst the most important you have read and you should, therefore, list them in a ‘supplementary bibliography’ or ‘further bibliography’; put this after your list of Works Cited.

Style Manuals
There are many ‘style manuals’ other than those published by the MLA mentioned above.  Many disciplines (Mathematics, Physics, Psychology, for example) have their own preferred methods of citation and scholarly presentation.  You don’t, of course, need to familiarise yourself with them, but if you want a very thorough, up-to-date and accessible manual that covers all matters of scholarly presentation, citation, format, and some matters of English usage (though for an American readership), you should consult The Chicago Manual of Style, 14th ed. (Chicago: University of Chicago Press, 1993).  The Templeman Library has copies.

5.2 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.

6. Resources and Support

6.1 Student Support within the School of English

After registration with the University, all administration pertaining to graduates is carried out from within the School of English. Your first point of contact for all administrative matters is the English Office.  

· Keeping in Touch

The main way that the School of English and other departments at the University of Kent will be contacting you is via email.  You will need to check your Kent email account regularly.  Please ensure that you notify the English Office of any changes in your postal address and keep us informed of any proposed modifications to your programme.  

· 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.

The academic member of staff in the School of English principally responsible for supporting postgraduate students on taught MA programmes is the Director of Graduate Studies, Sarah Wood. If any issue is troubling you which cannot be solved by your module teacher, please contact Sarah Wood either directly, or through the Postgraduate Co-ordinator in the English Office, Carole Stallwood.   She will be able to offer advice and support on academic and pastoral issues.  

If, for reasons of prolonged illness or difficult personal circumstances, you are unable to continue studying you can apply for a period of intermission.  This could be for a term, or in very serious circumstances a year; intermissions longer than a year are not normally allowed.  In such instances the first person to speak to is Sarah Wood. 

· Student Representation

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 School 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.  You will be contacted at the start of the academic year to be asked whether you are interested in becoming a course representative for English or Creative Writing. For more information on student representation and how to get involved visit www.kentunion.co.uk/representation 

· Facilities

The School of English has its own Common Room located in Rutherford Extension.  This can be used (when free) as a kind of lounge or place for informal collaborative work, and is a particularly handy and welcoming space for informal peer critiquing workshops.  The Graduate Notice Board, located next to NC28, will display information about upcoming conferences or calls for papers as well as any job advertisements that may be of interest.  

Room NC28 is the Computer Room, where there are a number of computers and printers for the exclusive use of graduates in English. Postgraduate students should ask at the English Office for the code that enables access to the Computer Room.

You have limited access to telephone, fax, and photocopying facilities as well as to Inter-Library Loan orders where the Templeman Library does not stock material you need. Please see the English Office for such access. The use to which you put this facility must always be clearly and demonstrably related to your research or academic career.  If in doubt, consult the Director of Graduate Studies Sarah Wood.

The University Templeman Library, at the heart of the Canterbury campus, provides essential resources to support you throughout your studies. The building itself holds over a million items including books, journals, DVDs and other multimedia resources. It offers a variety of study and IT facilities: group and silent study areas, presentation practice rooms, networked PCs, as well as wireless access, laptop loans, and a café.  A vast range of resources is available online, including full-text journals and newspapers, reference material, databases and bibliographies; you can access these from wherever you are with your Kent username and password.

The Library houses two archives of rare and unique material: the British Cartoon Archive, and Special Collections, with significant holdings in Victorian and Edwardian theatre, the history of science, local history, and early printed books.

The Library also provides a training and support network to help you make the most of its resources, including a Help & Enquiry desk service. Academic liaison librarians, who are your subject specialists, deliver one-to-one and group training and produce online subject guides which highlight the resources that are likely to be most useful for your studies. www.kent.ac.uk/library
6.2 Student Support at the University of Kent

In addition to the support you will receive within the School of English, the University of Kent has several central departments which offer you support in specific circumstances.  Some of these are listed below.

· The Graduate School

www.kent.ac.uk/graduateschool
Location:    Cornwallis South East Octagon (E3 on University's interactive Map www.kent.ac.uk/maps/canterbury/index.html)

Tel: (01227) 82 7838

Email:      graduateschool@kent.ac.uk 

The Graduate School works across the University to enhance the quality of the graduate student experience at all our campuses in order to create a vibrant postgraduate community at Kent. The School aims to ensure that the academic and social interests of graduate students, both taught and research, are appropriately provided for within the University.

The transferable skills training programme for graduate students is coordinated by the Graduate School. Transferable skills are those skills which when developed, give graduates a clear edge in the job market and make graduate researchers more effective and efficient in their work. The Graduate School offers a broad range of sessions that are designed to hone competencies such as communication, presentation, networking, team working, career management and time management skills. Find out more about transferable skills training at: www.kent.ac.uk/graduateschool/skills/index.html   

The Graduate School aspires to be the hub of graduate activity at Kent.  The School provides opportunities for graduate students to meet and socialise and is especially keen to support student driven initiatives such as workshops and conferences. Take a look at what’s on offer at: www.kent.ac.uk/graduateschool
The development of The GradPost, a graduate newsletter written and edited by our own graduate students, has been supported by the Graduate School. The Graduate School encourages students to submit articles and become members of The GradPost editorial team as this is an excellent opportunity to make new friends and develop further skills. For more information see: www.kent.ac.uk/graduateschool/news/gradpost.html
▪
Student Learning Advisory Service

The Student Learning Advisory Service (SLAS) is a free, friendly advice service providing guidance and information on all aspects of effective learning and study skills to all students from the minute they arrive at the University until they finish their studies. SLAS is part of the Unit for the Enhancement of Learning and Teaching and is a popular resource for undergraduates, postgraduates, full-time, part-time, mature, European and international students. We offer:
· Individual and Confidential Advice and Study Guidance

· Mathematics and Statistics Support 

· A range of programmes, initiatives and resources aimed at helping students to achieve their potential while at University. 
If you have any problems affecting your studies, and don't know who to talk to or where to get help, we'll do our best to point you in the right direction.
	Contact Information

	
	Canterbury
	Medway

	( Where:
	UELT (between the banks and the Grimond Building)
	G0-06, Gillingham Building
	DB034, Drill Hall Library

	( Open:
	Monday – Friday 9.00 am – 5.00 pm
	Monday – Friday 9.00 am – 5.00 pm

	( Phone:
	Ext. 4016 or 
direct line 01227 824016
	Ext. 8884 or

Direct line 01634 888884

	( Email:
	learning@kent.ac.uk 
	learningmedway@kent.ac.uk 



	( Web site:
	http://www.kent.ac.uk/uelt/learning



· The Disability and Dyslexia Support Service

www.kent.ac.uk/ddss
The service offers support to students with disabilities, specific learning difficulties, medical conditions and mental health difficulties during their time at the University and can assist with the following:

•       applying for funding to pay for specialist equipment (e.g. software programs) 
        and helpers (e.g. note takers)
•       arranging support from specialist staff, according to individual needs;

•       helping you find out if you have dyslexia
•       talking to your lecturers about particular help you may need in lectures and 
        seminars

•       discussing any special arrangements you need for exams

•       contacting other departments about specific assistance you may require.

Students who require additional support must make contact with the DDSS and complete the registration form.

Contact Details:

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<mailto:accessibility@kent.ac.uk>

6.3 Activities 

· Research Seminars
The School runs a series of Research Seminars through the Autumn and Spring Terms featuring talks or readings by outside speakers, English staff, and research postgraduates.  A programme of these events will be published near the start of the academic year.  Everybody welcome.

The Centre for Colonial and Postcolonial Studies runs Research Seminars weekly during term-time.

The Centre for Medieval and Early Modern Studies runs Research Seminars weekly during term time http://www.kent.ac.uk/mems/index.html
· Readings

The Centre for Creative Writing runs a reading series in the Spring Term,  These visits by well known and established writers and others who have insight into the editing and publication process are arranged with MA students particularly in mind, and graduate Creative Writing students are expected to attend.  Students on other MA and undergraduate programmes are also extremely welcome.

· Conferences

Graduate student conferences are organised annually by School of English postgraduate students which are a great success.  ‘Future/s’ took place in March 2011. 

· 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/ 
6.4 Health and Safety

The School of English recognises its legal duty for providing a safe and healthy work place 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 School of English’s Health and Safety Policy can be found at: http://www.kent.ac.uk/english/documents/School-H&S-Policy.docx
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