
Essay Writing Workshop



This is a considerably short essay of 2,000 words  
in length. 

It should be typed or word-processed at 12 pt  
and double spaced. 



I recommend that you make an essay plan in order to:

•  help you to choose and start to think about the essay 
question you are going to work on

•  organise and structure your essay

•  help and encourage you to collect and record your 
sources, before you start writing the final essay. 



What should your essay plan include? 
Your essay plan should include

•  Title/essay question

•  An outline of the introduction, which should include 
an indication of the main argument and how your 
essay will respond to the question

•  The basic content of the main body of the essay

•  A conclusion. 

•  An indicative bibliography (i.e. any primary and/or 
secondary sources you are likely to use in your essay) 



Primary and secondary sources
•  Primary sources are those images, objects or texts 

(including questionnaires, newspaper articles, 
websites) which you are going to analyse.

•  Secondary sources are academic texts; books, 
chapters or essays in books, articles from a journal 
which have a bibliography and refer to other  
authors and offer methods of analysis.



Reading
•  Identify the reading from your own research in the 

library and the Internet.

•  Take careful notes of all your reading. Remember 
to write full biographical details so that you will be 
able to acknowledge all your reading accurately 
(author, date of publication, title, place of publication, 
publishing house). In particular, remember to note 
down page numbers – you will need these too.

•  When reading try to identify key points, think about 
the author’s point of view/position in regard to the 
material. Do not simply describe what an author says, 
try to evaluate what is being said.



Structuring your essay
•  An essay needs an introduction, an argument/main 

line of reasoning (organised into paragraphs) and  
a conclusion.



In your introduction

•  Explain what the essay is going to do

•  Link in the essay title, explaining how you interpret 
the question

•  Start with the general and narrow the scope  
and focus

•  Identify the issues you are going to explore

•  Give definitions of any key terms

•  Give a brief outline of how you will deal with each 
issue and in which order

•  Length: about one-tenth of the essay 



Developing your argument or main line of reasoning:

Paragraph 1: 
This paragraph covers the first thing your introduction 
said you would address. The first sentence should 
introduce the main idea of the paragraph.  
Other sentences develop the topic of the paragraph. 
Include relevant examples, evidence, quotations  
and references to support your ideas. Lead up to the 
next paragraph. (one idea = one paragraph; no one-
sentence paragraphs!)



Paragraph 2 and other paragraphs: 
Follow the plan you outlined in your introduction  
The first sentence, or opening sentences should link  
the paragraph to the previous paragraph, then 
introduce the main idea of the paragraph.  

Other sentences should develop the topic of 
the paragraph.



In the conclusion:

•  Summarise the main arguments and themes

•  State your general conclusions

•  Make it clear why those conclusions are significant

•  Refer back to the essay question, and directly  
address it

•  Make recommendations, or suggest a way forward

•  Length: about one tenth of the essay

•  Remember that the conclusion should NOT contain 
any new material

 



Academic Style and Vocabulary:
•  Remember to use academic vocabulary in your essay. 

Academic writing demands you avoid being too 
personal. Personal writing tends to be emotional, 
intuitive, uses the active voice ‘I find that’ too 
much, uses data from one source, and is subjective. 
Academic writing must be logical; use reasoning, 
evidence, data from a range of sources; and aim to be 
objective and to keep to a logical sequence.

•  Using three types of words can improve academic 
writing style significantly:



1) Emphasis markers

This kind of language is important because it shows 
clearly what you think: 

•  Adjectives: main, crucial, important, significant, 
essential, key

•  Nouns: focus, element, concept, theory, aspect, part, 
idea, point, argument, discussion, debate.

•  Verbs: to emphasise, to summarise, to focus, to 
highlight, to claim, to state



Examples:
•  The most crucial point made so far is…

•  To summarise the essential elements of the 
discussion…

•  It is important to emphasise that…

Using these phrases will make what you say appear 
more authoritative.



2) Evaluative language
Using this kind of language will show more clearly what 
you think about different points:

•  Adjectives: 
Positive (remarkable, innovative, complex, interesting, 
profound, logical, comprehensive, powerful, sensitive, 
incisive, rigorous, systematic, considered) 
 
Negative (flawed, modest, unsatisfactory, inadequate, 
limited, restricted)

•  Nouns: synthesis, survey, topic, study, history, 
concept, area, theme, overview, analysis, system

•  Verbs: explain, survey, discuss, study, present, 
describe, bring into focus, consider, explore, 
illuminate, introduce, analyse, constitute



3) Modals
The group of 11 words called modals can help you 
avoid over-generalisations. These words express 
degrees of certainty and possibility, thereby avoiding 
making statements which claim too much/ suggest you 
know everything about a subject.

The 11 modals are:
CAN, MAY, COULD, MIGHT, WILL, WOULD, 
SHALL, SHOULD, OUGHT TO, MUST, NEEDN’T.

By far the most useful are CAN, MAY, COULD and 
MIGHT.

If you say something IS true you may well be guilty 
of over-generalisation. If you say something MAY or 
MIGHT be true you avoid this problem.



PROOFREADING YOUR WORK
 Before submitting your essay you must check that  
you have done the following:

• Content and argument 

• Research material

• Structure and grouping

• Style



General
•  The introduction and the conclusion are suitable and 

to the point

• Spelling, grammar and punctuation are correct

• References are correct

• The bibliography is accurate

•  I have taken into account feedback I received for 
earlier work



CRITERIA FOR ESSAY ASSESSMENT
•  The essay answers the question

•  It identifies the key issues

•  It has a clear structure of argument

•  Key points are clearly signalled to the reader

•  The essay shows that you understand other people’s 
ideas you have used

•  It is written in an appropriate style, no slang or 
journalistic style

•  It has a clear and effective introduction and conclusion

•  Writing is organised into paragraphs

•  Grammar and punctuation are good

•  Quotations and references are deployed effectively to 
support your argument

•  Quotations & references are correctly acknowledged 
(using Harvard reference system)



The bibliography is set out correctly

•  Aim for clarity (logic, precise wording, short sentences)

•  Brevity – avoid waffling and avoid too many repetitions; 
but make sure your writing is not too dense either; 
ideas have to be understood by someone who is not 
familiar with the subject matter



BIBLIOGRAPHY: A QUICK GUIDE:
At CCCU we use the Harvard referencing system. 

Please see this link:
• BlackBoard > referencing tools > Cite it Right...  

• www.citethisforme.com

Books: 
•  Last name, Initial(s). (date) Title of book, Place: 

Publisher. 

Chapters or essays in books: 
•  Last name, Initial(s). (date) ‘Title of essay’, Title of 

book, Place: Publisher, pages (from and to).



Journal articles: 
•  Last name, Initial(s). (date) ‘Title of essay’, Title of 

journal, vol, issue/part no, pages (from and to) 
 
Websites : 
•  Author or title www.???.co.uk [date accessed]



Plagiarism Policy
Remember, when you submit your assignments you 
are declaring that they are your own original work. 
Plagiarism is passing off the ideas or words of someone 
else as though they were your own. It applies equally to 
the work of other students as to published
sources. Plagiarism is identified as:

•  using words more or less exactly as they are found 
in articles, lectures, books

•  using other people’s ideas or theories without 
acknowledgement

•  paraphrasing what you read or hear without saying 
where it comes from

•  changing words or sentences you have ‘borrowed’ 
into a different order



•  Remember that a series of short quotations from 
several different sources, if not identified as such, 
constitutes plagiarism just as much as a single 
unacknowledged long quotation from a single source. 
Equally, if you summarise another person’s ideas or 
judgments, figures, diagrams or software, you must 
refer to that person in your text, and include the 
work referred to in your bibliography (please don’t 
quote lecture notes!).

•  The direct and unacknowledged repetition of 
your own work that has already been submitted 
for assessment may also constitute self-plagiarism. 
Although you are encouraged to draw on ideas and 
approaches from across your units you must not 
submit the same or similar work for more than one 
assignment. 



The essay must include the following elements:

•  Specific references to passages/scenes/element  
from the selected media form

•  References to at least one critical text used  
to support your argument. 

• A clearly expressed argument

•  Evidence of knowledge of the specific concepts  
to which you have referred. 



Good Luck!
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