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PTC UK GUIDELINES FOR WRITTEN ASSIGNMENTS 
 

Here are some guidelines to help you write and present your work well. These are the accepted 

academic ways to write and present essays. You should keep in mind the fact that other people 

will be reading your work and therefore it should be clear, coherent and legible. 

 

Organisation of material and writing style 

➢ Make sure your work addresses the title, or question, and is clearly related to the course ideas, 

lectures and literature. 

➢ Introductions and conclusions are very important. They should be checked and finalised once 

the main body of the text has been written. The introduction should introduce all the main 

points, and the conclusion should sum them up. 

➢ Use subtitles. They help guide the reader through the important points of your work.  

➢ In general, aim to make one main point per paragraph, write succinctly, don’t waste words 

and avoid repetition.  

➢ The writing style should be more on the formal than the chatty side, but above all, it needs to 

flow. Reading your writing aloud is a helpful way to check for flow and to find the best words 

to express what you are trying to say.  

➢ If you have any concerns as you write up your assignments, you may email your Tutor ONE 

draft together with your specific queries, allowing at least two full weeks before the 

assignment is due.  For example, you might ask whether you are on the right track, whether 

the layout works, or whether certain material can go in the appendix.  

Presentation of work 

➢ All assignments must be Word processed. 

➢ Each assignment must have the title of the assignment and the student’s name displayed on 

every page. Use headers/footers to ensure this. 

➢ When saving your assignment, label it with your name and the title of the assignment e.g. Joe 

Bloggs, Module A Teaching Assignment so your name and the title show up in the attachment 

bar when you submit your work via email. 

➢ Use a plain type (e.g. Arial or Calibri) 

➢ The main body of the text should be sized point 12 

➢ Justify the text 



 

PTC 2020-21: Guidelines for Written Assignments  ©The PTC UK 

➢ Double space the lines 

➢ Number the pages 

➢ Include a word count. The word count excludes the title, references and any appendices, and 

must be adhered to, plus or minus 10%. 

➢ Footnotes should not be used 

➢ When submitting a paper copy of your assignment (i.e. by post, or when handing in on a course 

day/weekend), please make sure all parts are stapled or firmly fixed together.  

Teaching videos 

➢ The length (20-30 minutes) must be adhered to.  

 

References 

It is expected that you will refer to points made by tutors on the course, and to the course reading, 

or any other reading. Here are the ways to reference 1) during the course of your written work 

and 2) at the end of your written work:- 

1. During the course of your written work, when referring to: 

Course lectures 

Use the person’s name and the exact date (day, month and year) of the source, for example: 

“Cathcart (23.10.2015) recommended …”. Best practice is to quote the exact words used, but 

if you have not made a note of these, then remember that you will be paraphrasing rather 

than quoting, and should not use quotation marks.  
 

Books, journals or magazine articles and PTC handouts 

Use the person’s name, the date of the source, and the page number, for example: “As 

Odam (1995) points out, ‘far too many students graduating from BA, BMus and BEd courses 

cannot rely solely on their ear for fundamental musical decisions’ (p.27).” 
 

E-books 

Use the person’s name, the date of the source and the page or location number. 
 

 Websites 

 Use the person’s name, website’s name and the date that you accessed the website. 
 

2. At the end of your written work, list, in alphabetical order, the full details of the lectures, 

books, journals, magazine articles, e-books, websites and discography or recordings that you 

have quoted from, referred to or that have otherwise informed your work, as they appear in 

this list, i.e. author, year (in brackets), title and publisher. For example: 
 

 Course Lectures 

 Cathcart, S. (23.10.15) First years at the piano PTC Lecture 
 

Books 

Odam, G. (1995) The Sounding Symbol: Music Education in Action. Cheltenham: Nelson Thornes 

Limited ISBN 0-7487-2323-4 
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Journals or magazine articles 

 The title of the journal or magazine article should be in normal type, and the name of the     

Journal  italics, with volume number, issue number and page numbers given (and no place of   

publication or ISBN). 

 For example: “Mackworth-Young, L. (1990) ‘Pupil Centred Learning in Piano Lessons: An            
evaluated Action- Research Programme’ SRPPME Psychology of Music Vol.18 No.1 (pp 73-86). 
 

 E-books  

 Include the author, year, title, [Name of e-book reader e.g. Kindle]. Place of publication: 

 Publisher and location number:  

 For example: “Fitch, G. (2013) Practising the Piano. [Kindle DX e-book]. London: Erudition             

Digital” 
 

 E-books online 

 Include the author, year, title [Online]. Publisher [Date accessed] and URL: 

 For example: “Fitch, G. (2013)  Practising the Piano. [Online]. London: Erudition Digital. 

[Accessed 10 June 2013]. Available from: http://practisingthepiano.com/ebooks” 
 

 Websites 

 Make sure the website is reliable, authoritative and fairly up to date.  

 Include the name, title of the website, URL and date:  

 For example: “Essentials Skills Series Part 1, American Music Teacher,  

  http://www.mtna.org/publications/american-music-teacher/essentials-skills-series/ 

 February/March 2005”  
 

 Discography and recordings 

 Include the name of the composer, title of the work/s, performer, year and recording      

company.   

 For example: 

“Chopin, The complete waltzes, Jean-Philippe Collard, 1986, HMV” 

Appendices 

Depending on the assignment, you might decide to include a limited amount of supplementary 

material, such as copies of pieces, lesson or practice plans, exercises you may have devised and 

particularly relevant extracts from teaching or practice diaries etc. These should be clearly 

marked Appendix 1, Appendix 2 etc. The material within the Appendix is not part of your word 

count.  
 

If you feel you would like further help, the following book is highly recommended:  

Herbert, T. (2003) Music in Words: A Guide to Researching and Writing About Music. UK:      

ABRSM Publishing 

http://www.mtna.org/publications/american-music-teacher/essentials-skills-series/

