How to write your BSc Project or Mini-Project Write-up: Instructions

Instructions for Laboratory and Clinical BSc projects

Remember you are presenting your work as a submission to a Journal, it is NOT a thesis.

Please note that failure to follow the format below will lead to loss of marks on the write-up.

WARNING: Writing a paper always takes much longer than you think.

Plagiarism: Plagiarism will not be tolerated and manuscripts will be checked for plagiarism. Plagiarism is a form of cheating and is taken extremely seriously by the College.  Collusion, that is, the unacknowledged use of one person's work by a student, as if it were his or her own, even with the former's consent, is also a form of cheating and will be treated as such.  Any suspected cases will be reported directly to the College and if proven, disciplinary action will be taken which may lead to the student being asked to withdraw from the College 

(Cheating offences policy and procedures: https://workspace.imperial.ac.uk/registry/Public/Procedures%20and%20Regulations/Regulations/Exam%20Regulations%202010-11/Cheating%20Offences%20Policy%20and%20Procedures.pdf).   

You are advised to read the College’s statement on plagiarism: http://www3.imperial.ac.uk/studenthandbook/advice/plagiarism/ and if you are unsure seek advice from your supervisor. You may also wish to re-visit the e-module in the OLIVIA module on plagiarism.

Submissions

Submission should be typed on one side of paper, with double spacing, Arial font (size 12) and 25 mm margins on all sides. Please number the pages starting with the title page and insert a Footer with your name to appear on every page. The text excluding your reference list, tables and figures and their legends, abstract, title page and acknowledgements, should not exceed 5,000 words. 

Any acknowledgement you wish to make should be placed at the end of your manuscript prior to references. 

You will be required to submit electronically only via Blackboard: http://learn.imperial.ac.uk/  where we will set up a project submission portal for your course.

Please remember the deadline for submission is 2 pm on Thu 24 May 2012.

We recommend however you provide one soft bound hard copy of your write-up to your project supervisor, as a matter of courtesy. 
A 1% penalty for every 1% over the word limit will be applied. Please state you final word count on your title page. 

A 5% penalty applies for every day late (counted in 24 hour slots after the 2 pm deadline).

Title page

This should be succinct and ideally less than 100 characters. Please provide also the name of the Department where the work was performed and its address. You should indicate the BSc Course, and the name of your supervisors, and the final word count. 

Agreed Project Contribution by Supervisor and Student

This form must be completed, signed and dated by both you and your project supervisor, scanned in and a copy of it inserted in to the write-up file, after the Title page, before you submit.  Write-ups without this form inserted will not be considered. 
It is your responsibility to ensure the form is completed by you and your supervisor and inserted in to your write-up.  You can download and print the form from here: https://education.med.imperial.ac.uk/Staff/contribution.doc 

Abstract

The abstract should start on a new page, and must include statements on the study objectives, a brief summary of background information, methods, results, etc. Abbreviations are limited to universally accepted terms. References are not permitted. The abstract in total should not exceed 300 words. Up to eight key words should be added for indexing. 

Main text

Each section of the main text should start on a new page and should be divided into appropriate headings, e.g. Introduction, Methods (including study population if relevant), Results, Discussion and Conclusion. Sub-headings may also be used. The technical basis of new experiments should be detailed in full; previously published techniques should be described briefly and the appropriate references cited. Statistical methods should be detailed where appropriate. 

The following link has some useful advice on writing papers:

www.icmje.org/manuscript_1prepare.html
References

Use the Vancouver style of references and list on a separate sheet at the end of the manuscript. The links below will provide you with examples of Vancouver reference style:

http://student.bmj.com/student/static-pages.html?pageId=2#ref
http://www.nlm.nih.gov/bsd/uniform_requirements.html
Please note, contrary to the instructions given in this last link, please list ALL authors of the publication and NOT the first six authors followed by et al. 

We recommend the use of a tool such as EndNote or Reference Manager for reference management and formatting. 
Units and Abbreviations 

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.

Illustrations/ Figures: 

If you use a previously published figure, please cite its source. An illustration or a schematic would be classified as a figure. Make sure you refer to figures in the text as Fig 1 etc. Your figures should be printed on separate sheets, should be numbered consecutively and placed at the end of the manuscript, after the reference list and before the tables. Each illustration should be accompanied by a legend clearly describing it. Make sure your figures are RELEVANT. Only sub-divide a figure into sections (i.e. a, b and c. etc.) if it is really necessary. You can use colour in your figures but must make sure they are printed in colour and included as such in the submitted copies of your write-up. It is unusual for a paper to have a large number of figures although this does vary with the field. If you present more than 6 figures you will be penalized unless it is clear to your examiner why you need more than 6 figures. Note that papers with more than 6 figures are rarely published.

Tables: Again it is rare for there to be more than 6 tables. They should be printed on separate sheets, should be numbered consecutively, and placed at the end of the manuscript, after the figures. Each table should have a legend clearly describing it and include definitions of any abbreviations used. Do not embed tables within the body of the manuscript.
Ethical considerations: Any work involving human beings should comply with the principles laid down in the Declaration of Helsinki; Recommendations guiding physicians in biomedical research involving human subjects. The manuscript should contain a statement that the work has been approved by the appropriate ethical committees related to the institution(s) in which it was performed and that subjects gave informed consent to the work. Patients' and volunteers' names, initials, and hospital numbers should not be used.

Studies involving experiments with animals should confirm that their care was in accordance with institution guidelines, that the work was carried out under the appropriate licences and that permission has been obtained from the relevant ethical committee.
Put in Methods or on a single page after the Acknowledgements page.
Appendices: Where you feel necessary to include additional, supporting information, this should go at the end of the manuscript, after the tables.  They are not included in your final word count and may include the following types of content: text documents such as patient questionnaires, graphs, tables, figures, graphics, illustrations, audio, and video. Cite all supplemental material consecutively in the text of your paper.

Format Check List for Laboratory and Clinical Projects

	Technical Requirements

	Font
	Arial 12, 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)

	Units of Abbreviation
	See p.2

	Plagiarism
	See p.1

	Figures
	Up to 6, each on separate sheet with its legend; all figures should be placed after the list of references;

	Tables
	Up to 6, on separate sheets, after the figures;

	Total Word Count
	No more than 5,000 words, excluding figures/tables and their legends, abstract, acknowledgements, title page and references;

	Sections

	Title Page
	See p.1

	Agreed Project Contribution by Supervisor and Student Form
	Copied after Title page; must be completed, signed and dated by both you and your supervisor.

https://education.med.imperial.ac.uk/Staff/contribution.doc 

	Acknowledgements Page
	At the end of manuscript, before the Reference List

	Ethical Considerations 
	See p.3

	Abstract 
	See p.2

	Main Text 
	See p.2

	Supporting Information/Appendices
	See p.3




Instructions for Systematic Review BSc Projects

Systematic reviews are commonplace in medicine, and they have replaced more traditional narrative reviews. Systematic reviews are used to summarise research evidence and inform both practitioners and scientists in that field. Such reviews have to be conducted with high levels of rigor and aim to answer a clearly defined research questions. These reviews are based on a pre-defined protocol which can be replicated by others – similar to defining your methods in a scientific study. 

There are various guides available for performing systematic reviews, and the Cochrane Handbook is a useful reference and can be freely accessed from http://www.cochrane-handbook.org/    

The characteristics of a review include: 

· a clearly stated and defined set of objectives with explicit detail on eligibility criteria for studies;
· an explicit, reproducible methodology;
· a systematic search that attempts to identify all studies that would meet the eligibility criteria;
· an assessment of the validity of the findings of the included studies, for example was this a high quality study, were there any biases?
· a systematic presentation, and synthesis, of the characteristics and findings of the included studies. You need to interpret the findings and present them in a balanced and impartial summary
Many systematic reviews contain meta-analyses which involve the use of statistics to summarize the results of independent studies; however, this is not always relevant or possible. 

For more detailed outline of the systematic review, please check the following:

http://www.medicine.ox.ac.uk/bandolier/painres/download/whatis/Syst-review.pdf 

http://www.bmj.com/content/315/7109/672.full 

http://www.pitt.edu/~super1/lecture/lec7681/index.htm
Remember you are presenting your work as a submission to a Journal, it is NOT a thesis.
Please note that failure to follow the format below will lead to loss of marks on the write-up.

WARNING: Writing a paper always takes much longer than you think.

Plagiarism: Plagiarism will not be tolerated and manuscripts will be checked for plagiarism. Plagiarism is a form of cheating and is taken extremely seriously by the College.  Collusion, that is, the unacknowledged use of one person's work by a student, as if it were his or her own, even with the former's consent, is also a form of cheating and will be treated as such.  Any suspected cases will be reported directly to the College and if proven, disciplinary action will be taken which may lead to the student being asked to withdraw from the College 

(Cheating offences policy and procedures: https://workspace.imperial.ac.uk/registry/Public/Procedures%20and%20Regulations/Regulations/Exam%20Regulations%202010-11/Cheating%20Offences%20Policy%20and%20Procedures.pdf).   

You are advised to read the College’s statement on plagiarism: http://www3.imperial.ac.uk/studenthandbook/advice/plagiarism/ and if you are unsure seek advice from your supervisor. You may also wish to re-visit the e-module in the OLIVIA module on plagiarism.

Submissions

Submission should be typed on one side of paper, with double spacing, Arial font (size 12) and 25mm margins on all sides. Please number the pages starting with the title page and insert a footer with your name to appear on every page. The text excluding your reference list, tables and figures and their legends, abstract, title page and acknowledgements, should not exceed 6,000 words. 

Any acknowledgement you wish to make should be placed at the end of your manuscript prior to references. 

You will be required to submit electronically only via Blackboard: http://learn.imperial.ac.uk/  where we will set up a project submission portal for your course.

Please remember the deadline for submission is 2 pm on Thu 24 May 2012.

We recommend however you provide one soft bound hard copy of your write-up to your project supervisor, as a matter of courtesy.
A 1% penalty for every 1% over the word limit will be applied. Please state you final word count on your title page.

A 5% penalty applies for every 24 h late after the 2 pm deadline.

Title page

This should be succinct and ideally less than 100 characters. Please provide the name of the Department where the work was performed and its address. You should indicate the BSc Course, and the name of your supervisors, and the final word count. 

Agreed Project Contribution by Supervisor and Student

This form must be completed, signed and dated by both you and your project supervisor, scanned in and a copy of it inserted in to the write-up file, after the Title page, before you submit.  Write-ups without this form inserted will not be considered.

It is your responsibility to ensure the form is completed by you and your supervisor and inserted in to your write-up.  You can download and print the form from here: https://education.med.imperial.ac.uk/Staff/contribution.doc 

Abstract

The abstract should start on a new page, and must include statements on the study objectives, a brief summary of background information, methods, results, etc. Abbreviations are limited to universally accepted terms. References are not permitted. The abstract in total should not exceed 300 words. Up to eight key words should be added for indexing. 

Main text

Detailed instructions on the required sections and their writing up are available from the following link: 

http://www.sbirc.ed.ac.uk/documents/advice%20on%20how%20to%20write%20a%20systematic%20review.pdf
Please note that there are not specific limits on word count/page number per section of the write-up.  However, be mindful of the maximum word count for this type of BSc project being 6,000 words.  

References

Use the Vancouver style of references and list on a separate sheet at the end of the manuscript. The links below will provide you with examples of Vancouver reference style:

http://student.bmj.com/student/static-pages.html?pageId=2#ref
http://www.nlm.nih.gov/bsd/uniform_requirements.html
Please note, contrary to the instructions given in this last link, please list ALL authors of the publication and NOT the first six authors followed by et al. 

We recommend the use of a tool such as EndNote or Reference Manager for reference management and formatting. 
Units and Abbreviations 

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.

Illustrations/ Figures: 

If you use a previously published figure, please cite its source. An illustration or a schematic would be classified as a figure. Make sure you refer to figures in the text as Fig 1 etc. Your figures should be printed on separate sheets, should be numbered consecutively and placed at the end of the manuscript, after the reference list and before the tables. Each illustration should be accompanied by a legend clearly describing it. Make sure your figures are RELEVANT. Only sub-divide a figure into sections (i.e. a, b and c. etc.) if it is really necessary. You can use colour in your figures but must make sure they are printed in colour and included as such in the submitted copies of your write-up. It is unusual for a paper to have a large number of figures although this does vary with the field. If you present more than 8 figures you will be penalized unless it is clear to your examiner why you need more than 6 figures. Note that papers with more than 6 figures are rarely published.

Tables: Again it is rare for there to be more than 8 tables. They should be printed on separate sheets, should be numbered consecutively, and placed at the end of the manuscript, after the figures. Each table should have a legend clearly describing it and include definitions of any abbreviations used. Do not embed tables within the body of the manuscript.

Appendices: Where you feel necessary to include additional, supporting information, this should go at the end of the manuscript, after the tables.  They are not included in your final word count and may include the following types of content: text documents such as patient questionnaires, graphs, tables, figures, graphics, illustrations, audio, and video. Cite all supplemental material consecutively in the text of your pap

Format Check List for Systematic Review Projects 

	Technical Requirements

	Font
	Arial 12, 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)

	Units of Abbreviation
	See p.6

	Plagiarism
	See p.4

	Figures
	Up to 8, each on a separate sheet together with its legend; all figures should be placed after the list of references; 

	Tables
	Up to 8, on separate sheets, after the figures; 

	Total Word Count
	No more than 6,000 words, excluding figures/tables and their legends, abstract, acknowledgements, title page and references;

	Sections

	Title Page
	See p.5

	Agreed Project Contribution by Supervisor and Student Form
	Copied after Title page; must be completed, signed and dated by both you and your supervisor.

https://education.med.imperial.ac.uk/Staff/contribution.doc 

	Acknowledgements Page
	See p.5.

	Ethical Considerations Page
	See p.6

	Abstract 
	See p.5

	Introduction Section 
	See p.2 of the document available from the link on p.5 here (Under Main Text) 

	Methods Section 
	See p.2 of the document available from the link on p.5 here (Under Main Text)

	Results Section
	See p.3 of the document available from the link on p.5 here (Under Main Text)

	Discussion Section
	See p.3 of the document available from the link on p.5 here (Under Main Text)

	Supporting Information/Appendices
	See p.6




Instructions for Specialist Course mini-projects

The mini-project should have an upper word limit of between 3000 and 6000 words. This flexibility will reflect the specifics of the different specialist courses so that each specialist course sets word limit for the mini-projects as appropriate for the nature of the course and as advised by its Course Director. The mini-project should be assigned a maximum of 5 weeks, the equivalent of one module, to complete. 

All mini-projects will likely have a format closest to a standard journal paper but modified to allow the student to pursue the objectives of writing in these two disciplines. 

Please, refer to your specialist course leader for detailed instructions on the

format of the mini-project.

If you have not been given any course-specific instructions for the writing up of your mini-project, please follow those for the writing up of Laboratory and Clinical BSc projects, pp. 1-3.

Please note that your write-up must have the ‘Agreed Project Contribution by Supervisor and Student’ form copied in it.  

The form must be completed, signed and dated by both you and your supervisor, scanned in and a copy of it inserted in to the write-up file, after the Title page, before you submit.  

Write-ups without this form inserted will not be considered.
It is your responsibility to ensure the form is completed by you and your supervisor and 

inserted in to your write-up.  Depending on which specialist course you are doing, you can

download and print the form from here: 

For Death, Autopsy and Law students: https://education.med.imperial.ac.uk/Staff/DALagreed.doc
For History of Medicine students:

https://education.med.imperial.ac.uk/Staff/HMagreed.doc
For Medical Humanities students:

https://education.med.imperial.ac.uk/Staff/mhumagreed.doc 

Instructions for the Submission of BSc Project/Mini-project Write-Ups

You are required to submit:

1) 1 electronic copy of your write-up by the submission deadline - Compulsory
2) 1 soft-bound hard copy to your supervisor - Recommended

Your electronic copy must have the ‘Agreed Project Contribution by Supervisor and Student Form’ inserted after the Title page.  The form must have been completed, signed and dated by both you and your supervisor.  It is your responsibility to make this happen so please make sure that you have discussed and arranged a time to complete this form with your supervisor prior to the project submission deadline.

 Write-up submissions without this form included will not be accepted. 

The submission deadlines are:

1) Tuesday 15 May 2012 at 2 pm for the specialist course Mini-Project write-up 

2) Thursday 24 May 2012 at 2 pm for the BSc Project write-up

Failure to submit the compulsory electronic copy by the relevant deadline above will result in a penalty

To ensure on-time submission and avoid penalties, please note the following:

1) You are advised to:

· Create, and regularly update, back up electronic files of your written material and project data

2) Ensure you submit the final version of your write-up as once submitted, you will not be allowed to re-submit by claiming you have not submitted the correct version.
3) Ensure you have included the Agreed Project Contribution form in the submitted electronic copy of your write-up. 
Submissions will take place via your course submission portal for project/mini-project write-ups on Blackboard: http://learn.imperial.ac.uk/ 

To access your relevant submission portal, you need to: 
1) login to Blackboard via the above link this link: http://learn.imperial.ac.uk/
2) select your BSc/Specialist course folder within Blackboard, e.g. ‘Year 4: Endocrinology Projects 2012’ or ‘Year 4: Medical Humanities mini-projects’; and

3) select the link to the portal for the projects/mini-projects;

You can find instructions for use of Blackboard and the submission portals at the top of the main Year 4 intranet page:   https://education.med.imperial.ac.uk/Years/4-1112/icanstructions.pdf 

The larger the file size, the longer will be the time taken to upload the document. You are encouraged therefore to upload the document from a College PC so as to avoid potential problems with your broadband/ISP supplier’s circuit especially if you have a low bandwidth circuit. If there are problems during the electronic submission, the portal will advise you what you should do, and we will advise you also of alternative means of electronic submission if the problem cannot be resolved in time.

If your write-up includes many images [photographs and/or scans] and diagrams you can also consider ways to reduce the file size. Microsoft Office applications all include a means of compressing images to lower pixel depth than the original, and to crop unnecessary edges to large images. For example, in the Office Help window, type in “compressing” and select “Reduce the file size of a picture” to see the explanation of how to do this. Fortunately, you only need to amend the compression settings for one image and this can then be applied to all images in the document, or just the one you have selected. Cropping images allows only a portion of the original to be viewed, but the entire image is retained and so there is no compression benefit unless you also specify to delete the cropped area of images. 

Please also ensure that your submitted file is in a document format acceptable to your course.

The preferred format of your coursework submission is “Word”.

The following formats are not acceptable:

· PowerPoint

· Excel

· Image scan of a whole Word document or a PDF of a Word document

Your submission will be subject to:

· Plagiarism check. 

· Penalty for Late Submission:

a) 5% will be deducted from the mark of the coursework for every day late up to 14 days after the deadline;

b) No mark will be assigned to coursework submitted more than 14 days late of the deadline;

· Penalty for Word Count:

a) 1% will be deducted from the mark of the coursework for each 1% above the prescribed word limit, as set by your course (but normally 2,500 words);

In the event of logging in problems to Blackboard and/or the coursework submission portal, please contact me and/or Miss Julie Edwards, Learning Technologist at FEO (j.edwards@imperial.ac.uk) and/or Dr Antony Aleksiev (a.aleksiev@imperial.ac.uk) immediately.
If you do submit late and you feel that you have a valid reason for this, you must submit a mitigating circumstance form. The relevant deadlines for submission are no later than: -

· Wednesday 16 May 2012 at 5 pm for Mini-projects 

or

· Friday 25 May 2012 at 5 pm for BSc Projects 

Submission of applications for mitigating circumstances must be made electronically, to feo.mitcircs@imperial.ac.uk as per the instructions here https://education.med.imperial.ac.uk/Years/mitcirc4.htm.

Professor Alison McGregor, Head of BSc Assessment
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