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Why essays? 
An essay is the opportunity for you to demonstrate your knowledge and skills, 
including: 

• language skills (accuracy, range and appropriateness of vocabulary, 
creativity or elegance) 
• knowledge of and ability to critique literature (creative or theoretical) 
• your ability to make an argument or solve a problem (usually with 
reference to that literature). 

 
Answering an essay question 
An essay may require you to answer a question, explain an area of 
knowledge, or analyse or contrast issues. Make sure you know what the 
question is asking you to do and ensure that you have done so in your essay 
before handing it in. That is: you must answer the essay question. 
 Most commonly, you will be required to make an argument in your 
essay, that is, to assert the correctness of a particular point of view. To do this 
you may need to consider and adequately refute opposing perspectives and 
make your case with reference to the literature under consideration (be it film, 
fiction, philosophy or linguistic or historical texts) as well as to other literature 
(such as scholarly essays or reviews, theoretical writings). Use existing 
arguments in the literature to support your point of view. This is most 
commonly done by quoting relevant passages from the literature in question 
(for advice on citation see below). 
 Seek advice from your lecturer as to how much independent research 
is expected of you, you may be allowed to confine your research to materials 
considered in class. 

Make sure your essay has a clear structure, including: 
• an introduction which summarises what is to come; 
• an argument which progresses through subsequent paragraphs 
(thematic sub-headings will guide the reader); and 
• a conclusion which summarises your argument and the evidence 
presented to support it. 

 The more clearly structured your essay, the easier it will be to convince 
the reader of the rightness of your argument. A rambling essay with no 
structure or progression will by contrast fail to convince the most enthusiastic 
reader. 
 
Presentation and submission of essays 
Essays must be typed, double spaced and at least 12-font. Include page 
numbers and a word count. Handwritten essays are not acceptable in this, the 
twenty-first century. The university has 127 student computer labs! For 
details, see: http://www.services.unimelb.edu.au 
 Give your essay a title and indicate on the essay which question you 
are answering (where relevant). 
 Essays should be within 10% of the required word length. 
 Unless your lecturer makes alternative arrangements with you, essays 
should be submitted with a departmental assessment cover sheet attached 
(cover sheets available above the essay box at the south end of level 6). 
 You will be required to sign a declaration that you have not plagiarised 
or colluded (see below). 
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 Essays must be submitted by the due date unless an extension has 
been granted before the due date by the course coordinator. Essays up to two 
weeks late will incur a penalty of up to 20 percentage points (i.e. 2 per 
working day). An essay submitted more than two weeks late will not receive a 
mark, but a pass in the subject is nevertheless contingent upon its 
submission. Always keep a copy of your assessment. 
 If you are submitting end-of-semester assessment and would like it 
sent to you when marked, attach a stamped, self-addressed envelope. 
 
Citation 
For research essays you will be required to quote from primary and secondary 
sources to support your argument. Remember that quotes never speak for 
themselves—you must interpret them. Do not quote excessively, only where it 
strengthens and supports your argument. Quotes should be absolutely 
accurate and representative of the source. 
 Shorter quotes – in either English or Swedish – can be introduced by 
a colon, or integrated into the text, for example, as follows: 
 

1) Hyltenstam skriver: “Situationen för svenskan förändrar sig nu genom 

engelskans starka internationella dominans och den ökade 

globaliseringen” (1999:31). 

 
 

2) Hyltenstam skriver att “(s)ituationen för svenskan förändrar sig nu 

genom engelskans starka internationella dominans och den ökade 

globaliseringen” (1999:31). 

 
 

 
Quotes introduced by a colon (see 1) should be grammatical sentences in 
their own right. Where a quote is integrated into your sentence (see 2), the 
whole sentence must be grammatically correct. Changes to the word order or 
declination of Swedish quotes may be necessary to achieve this. These 
changes can be indicated in brackets. In (2) above the only difference from (1)  
is that the capital ‘s’ has been omitted and a lower case ‘s’ inserted in 
brackets. 

Use double quotation marks as indicated in the examples above. Do 
not use single quotes as is sometimes the practise in English. 
  
 Longer quotes (i.e. more than three lines) should be indented and 
single spaced. Quote marks are not necessary for such longer, indented 
quotes. For example: 
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Kenenth Hyltenstam, en framstående tvåspråkighetsforskare, beskriver 

situationen för svenska språket på följande sätt: 

 

Situationen för svenskan förändrar sig nu genom engelskans starka 

internationella dominans och den ökade globaliseringen. Svenskans 

roll har också förändrats [...] genom Sveriges inträde i EU. Sverige 

är numera en del av ett politiskt system i vilket andra språk än 

svenska, främst engelska, har en ledande position. (1999:31–32) 

 
Three full stops in square brackets indicate that a part of the quote has been 
left out (known as ellipsis). 
 
Documenting sources 
You must always indicate where your quotes have come from. There are 
various conventions for providing this information. Some styles require that 
each quote be footnoted, others allow for parenthetical (i.e. in brackets) 
documentation of sources. You can use any style appropriate to the 
discipline—the main thing is that you are consistent and accurate in the way 
you document sources. 
 For those unsure of how to document sources, you may consider the 
Modern Languages Association (MLA) style, or the Chicago Manual of Style. 
Both are  relatively straight forward. You give parenthetical documentation 
after each quote and then list all works cited at the end of the essay. After 
each quote you give the author’s surname and the page number of the item 
quoted in brackets. All cited works are then listed alphabetically in the works 
cited list. For example: 
 

Under de senare decennierna har situationen förändrats i Sverige 

beroende på ”…engelskans starka ställning och den ökade 

globaliseringen.” (Hyltenstam 1999:31) 

 

Where the author’s name is mentioned in the text, only the page number is 
required. For example: 
 

Hyltenstam skriver att situationen förändrats i Sverige beroende på 

”…engelskans starka ställning och den ökade globaliseringen.” 

(1999:31) 
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A full list of the works cited—a Litteraturförteckning—in alphabetical order 
should follow the essay. 
 The list of works cited must include all the sources you have cited in 
your essay. Do not include every book you have read, or even every book you 
got out of the library—list only those sources you have referred to in your 
essay. Again, you may use whichever convention you like so long as you are 
consistent. Below is one model, which is customary in the field of linguistics, 
following the Chicago Manual of Style: 
 
 
A book (author, date, title, publication details) 
 
Norrby, Catrin. 1996. Samtalsanalys. Så gör vi när vi pratar med varandra. 

Lund: Studentlitteratur. 
 
A chapter in a book (author, year, chapter title, editor of book, book title, 
publikation details, page numbers) 
 
Hyltenstam, Kenneth. 1999. Inledning: ideologi, politik och minoritetsspråk. I: 
Hyltenstam, K. (red.): Sveriges sju inhemska språk – ett minoritetsperspektiv. 
Lund: Studentlitteratur. 11–40. 
 
A journal article (author, year, article title, journal name, issue, page range of 
article) 
 
Melander, Björn. 2003. Svenskans särställning. Språkvård. 3. 35–40. 
 
An internet site  (author (if given), title, name of sponsoring organisation, 
date for publikation or latest update, date of access, url) 
 
Lindgren, Sören G. Karin Boye och ondskan. Taurnet. Teletidningen för 
Södertörn. 2:2003. Accessed: 15 Jun. 2004. http://www.taurnet.se/kboye.htm 
 
Note: Internet sites are notorioulsy difficult to give references to as they might 
look very different and vary as to what information they include. Use the 
above as a guide. Ask your tutor if you are unsure.  
 
Another frequently used convention is the MLA style. The main difference 
from the Chicago style is that the year of publication is listed at the end, not 
after the author. For full details of the MLA style, see the MLA Handbook for 
Writers of Research Papers.  
 
 
 For those who write a lot of research essays, you may consider a 
bibliographic program such as Endnote which will automatically insert 
citations and create a list of works cited for you. Check with your preferred on-
campus lab to see if their machines have the program installed. 
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Plagiarism 
The University has a very strict policy on plagiarism and collusion. According 
to the policy, “work submitted for assessment purposes must be the 
independent work of the student concerned (or, where joint work is permitted, 
of the students concerned)”.  
 The policy identifies several forms of plagiarism: “Any of the following, 
without full acknowledgment of the debt to the original source, counts as 
plagiarism: 

• direct duplication, by copying (or allowing to be copied) another’s work, 
whether from a book, article, Web site, another student’s assignment, 
etc.; 
• producing assignments in conjunction with other people [e.g. another 
student, a tutor] which should be your own independent work; 
• paraphrasing of another’s work closely, with minor changes but with 
the essential meaning, form and/or progression of ideas maintained; 
• piecing together sections of the work of others into a new whole; 
• submitting one’s own work which has already been submitted for 
assessment purposes in another subject.” 

 
Collusion with tutors, friends and family 
Many language students have access to tutors (either privately or through 
their residential colleges) or Swedish-speaking friends and family. Whilst 
students may avail themselves of ongoing advice and support from tutors or 
other persons with a knowledge of the language, students must not collude 
with others on assessment. Students thus have to be very careful about the 
extent to which they discuss their assessment with others. 
 
Examples of unauthorised collusion include: 

• A tutor or other person manually correcting a draft of the student’s 
assessment; 
• The tutor or other person dictating passages to be included in the 
assessment; 
• The tutor or other person working through the assessment together 
and verbally correcting mistakes. 

 
Permissible forms of feedback from tutors or others include: 

• Asking the tutor or other person for general advice on grammar or 
expression (e.g. “How can I say ‘in my opinion’?”; “What’s another word 
for ‘to say’?”; “How do I say ’prefix’ in the plural?”); 
• Having a tutor or other person look at a draft of assessment and make 
only general comments about what areas can be improved (e.g. “There 
are some problems in this draft with verb–adjective agreement”; 
“Sometimes you have used the wrong word order in main clauses”). 

 
In summary: assessment must be the result of the student’s individual 
work. A student may not work closely with a tutor or any other person 
on a piece of assessment.  
 
Consequences of plagiarism and collusion 
Where a student is found to have colluded or plagiarised, the student may: 
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• be required to undertake further assessment; 
• receive a mark of zero for the assessment; 
• fail the subject; 
• be referred to a discipline committee; or 
• several of the above. 

 If the course coordinator reasonably suspects that a student has 
colluded with another person, the coordinator may require the student to sit an 
oral exam on the topic of the assessment in order to determine whether 
collusion has taken place. 
 For more information, see the University Policy on Academic Honesty 
and Plagiarism at: http://www.services.unimelb.edu.au/plagiarism 
 
Tips for writing essays in Swedish 
Writing an essay in Swedish may seem daunting, but it may help to think of 
the essay instead as several shorter sections of about 300–400 words each. 
With this in mind you can plan and structure your essay around a number of 
main points. For example, you should summarise your argument and answer 
to the question in the introduction and the conclusion. 
 Start early and allow yourself plenty of time to write, revise and rewrite. 
If in doubt, keep it simple. If you are feeling anxious, start by breaking your 
ideas down into their component parts and write short, straightforward 
sentences. Use the relevant vocabulary you have learned during semester in 
class or in reading for the essay. You might try to emulate (but not plagiarise!) 
the language of the secondary literature in Swedish. 
 Remember that most essays are marked on content (usually 75%) as 
well as expression (usually 25%). 

Spellchecking and proof reading 
An essay should be the result of several drafts. Before completing the final 
draft, you should print out your essay and proof read it carefully. Whilst most 
essays contain some mistakes, you should strive for as few as possible.  
 If you have a legal version of Microsoft Word, you can install a Swedish 
dictionary and spell check your essay (you need to highlight the text and then 
choose “Language” under the “Tools” menu). The Microsoft support website 
can give you information on how to set up your computer to deal with multiple 
languages.  
 There are also proofreading tools available for purchase at: 
http://www.duden.de (go to:> Produkte >Software >Korrigieren). 
 The Horward Language Centre computer lab (room G15, John Medley 
Building) has Apple computers with the spellcheckers for Swedish installed. 
To enable the language option you must first go to the “view” menu and 
deselect “Word 5.1 menus”. Then go to “tools”, choose “language” and select 
Swedish. Note that a spellchecker will not pick up errors in declension of 
adjectives as well as a host of other mistakes—you still need to proofread 
yourself. 
 
Resources 
The following web resources may be of use in researching for your essays. 
Remember to ask your lecturer for advice on research tools. 
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University Library 
Library Catalogue: 
http://cat.lib.unimelb.edu.au 
 
Buddy (e-journals and bibliographies): 
http://xena.lib.unimelb.edu.au/bud/div/budhome.html 
 
 
Online dictionary 
http://lexin.nada.kth.se/swe-eng.shtml 


