Name: Double-click and type your name in the header here



Where to use:  This template should be used for all written coursework and particularly essays.   It has been set up with convenient styles (see the Quick-Style ribbon) and keyboard shortcuts: Alt-N for "Normal", Alt-1 for "Heading 1", etc.
Format: Unless advised otherwise by your BSc, written coursework and particularly essays should include an abstract, introduction, discussion, and conclusion sections.
Word count:  There usually is a limit set by your course (for essays this is normally up to 2,500 words).  Every 1% over the set limit is penalised by taking 1% off your mark. Certain parts of your work will be excluded from the word limit and for that must be placed in text-boxes:

· Main title of your submission

· Abstract (if required by your course; check with your course or module lead)
· Figure and table captions and legends (see example below)

· Reference list

Text-boxes can only be used to exempt the main title of your submission, abstract, figure and table captions and legends, and reference list. Do not use text-boxes for any other purpose. 
To view the word-count, look at the footer of this page, or chose "Word Count" from the "Review" tab on the ribbon.
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This caption about the wall is NOT included in the word-count and must be put into a text-box (Photographer, 2004).

Referencing:  Any material in your work (including figures) that is based on a source (book, book chapter, journal paper, etc.) must be cited and referenced. 
The citations count as part of the text and must be written in Vancouver format: by putting the reference number, 1, 2, 3, etc. in brackets - [ ] or () (please be consistent with the type of brackets you use); the reference will appear with the same number in the Reference List at the end of your write-up. https://workspace.imperial.ac.uk/library/Public/Vancouver_referencing.pdf
All references cited in the text must be included in a Reference List at the end of the document.
 SHAPE  \* MERGEFORMAT 



Plagiarism: Be careful with your paraphrasing and referencing.  All written coursework is run through a plagiarism detection software – Turnitin – upon submission.  The consequences of a plagiarism offence can be severe.  Please check the policy and procedure for dealing with allegations of plagiarism offence by the Faculty: https://education.med.imperial.ac.uk/Policies/honesty.htm 
Late submission: You are required to submit but not pass coursework counting towards your in-course assessment.  Late submissions will be penalised by taking 5% off your mark for every day late up to 14 days after the deadline; ‘0’ mark will be awarded for more than 14 days late submissions. 


Submission of coursework:

Written coursework submissions in the BSc are now made only through your BSc portal on Blackboard: http://learn.imperial.ac.uk/   

This applies to coursework submissions in Part B AND Part C (electronic submission of BSc projects and specialist course mini-projects).  
To access your relevant BSc portal, you need to: 
1) login to Blackboard via the above link this link: http://learn.imperial.ac.uk/
2) select your BSc folder within Blackboard, e.g. ‘Year 4: Endocrinology BSc (2012-13)’; and

3) select the link to the portal for the coursework due;

The deadline and other details of each submission (e.g. the type of coursework, how to prepare it, word count, etc.) will be communicated to you by your BSc course (incl. your BSc’s intranet page).

Please follow the relevant instructions for writing up of coursework.  

The preferred format of your coursework submission is “PDF” - the following formats are not acceptable:

· PowerPoint

· Excel

· Image scan of a whole Word document
In the event of logging in problems to Blackboard and/or the coursework submission portal, please contact me at g.ryder@imperial.ac.uk immediately.
Griffin Ryder
Acting BSc Curriculum Administrator, FEO

May 2013
Title of BSc ICA & Project Submission





Figure 1.  A wall.
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Format check list for in-course assessment coursework:


Technical Requirements�
�
Font�
Arial 12, Single/Double-spaced throughout�
�
Page Margins�
25 mm (1 inch) on all sides�
�
Page Numbering�
Start from Title page�
�
Referencing�
Use the Vancouver style throughout (body text and reference list).


� HYPERLINK "https://workspace.imperial.ac.uk/library/Public/Vancouver_referencing.pdf" �https://workspace.imperial.ac.uk/library/Public/Vancouver_referencing.pdf�





Check the ‘Editing RefWorks Vancouver Settings’ document to organise your Reference List in the text box.�
�
Units of Abbreviation�
These should be given in SI units with the traditional equivalent in parentheses where appropriate. Conventions for abbreviations should be those detailed in Units, Symbols, and Abbreviations, available from the Royal Society of Medicine.�
�
Figures & Tables�
No more than 6 in total; captions and legends in text-boxes.  Should be situated throughout the document, in the relevant places and not at the end.�
�
Total Word Count�
As instructed by your BSc (for essays normally no more than 2,500 words) and excluding main title, abstract, figures & tables captions and legends, and reference list; note the word count of your work in the footer of the page.�
�
Sections – Each section should start on a new page�
�
Main title�
In a text-box.�
�
Abstract �
In a text-box (if required by your course; check with your course or module lead)�
�
Main Text �
Usually includes Introduction, Discussion, and Conclusion sections (for essays) – each has to be labelled with the relevant heading, which is NOT excluded from the word count.�
�









Page 2 of 3 Word-count: 627 (Double-click on this footer, then right-click on the number and select 'Update field' to update the word-count)


