
[image: image1]

How to Format Your History Essay and Footnotes
This document explains how to format your essay and acknowledge sources to avoid plagiarism. 
1. Essay Presentation

2. Using Sources

3. Footnotes

4. Bibliography

5. MHRA style guide

1. Essay Presentation 
Cover sheet: include your matriculation number, the essay question and word count. Do not put your name on the essay. Your course convenor may give you a cover sheet for electronic submission. Copy and paste your essay into this file. 
Word count: include text and footnotes and exclude bibliography and cover sheet. Aim to hit the word count, plus or minus a few sentences. History does not assume a 10% allowance on word count. 

Line-spacing: Use spacing of 1.5 or 2 for your text and single spacing for the footnotes and bibliography.

Paragraphs: show where new paragraphs start by indenting or leaving a blank line.

Font size: 12 

File format: use Microsoft Word for electronic submissions. This software is available on University PCs. Do not submit pdf or odt files.
2. Using Sources

Evidence: arguments must be supported with evidence from primary and secondary sources. Primary sources are original documents or records from the time you are studying. Secondary sources are later commentaries. A historian’s book or article or a reference book is a secondary source. Evidence should be quoted or paraphrased and footnoted. 
Plagiarism: using other writers’ words without attribution is plagiarism. Severe cases of plagiarism will be referred to the Senate Office. Where the case is judged less severe, the Head of Subject may impose penalties. 
Paraphrase: this is to take an argument or idea from a source and express it in your own words. Historians tend to paraphrase secondary sources, unless they wish to quote a statement for emphasis. Paraphrased material must be footnoted.
Quotation: this is to provide a section of text exactly as stated in a primary or secondary source. Quotations should be used when the wording is important, for example to show the language or specific terms of a primary source, or to emphasise a well-expressed argument from a secondary source. Quotes should be used carefully to provide punchy evidence. 
Quotation format: Do not put quotes in italics. Quotes are indicated by inverted commas/quotation marks. Quoted material must be footnoted. 
Introducing quotes: Quotes should be introduced to the reader to indicate the source of the evidence. Do not use a quote as a stand-alone sentence.

· The 1689 Claim of Right stated that ‘the imposeing oathes without authority of parliament is contrair to law’. 

· As Stewart argues, ‘petitions offer other ways of thinking about subtle, yet important, developments in the nature of political participation’.
Long quotations: these are not recommended in essays because of word count limitations. Instead, select key phrases to quote from long sources. If you must use a quote more than three lines long, this should be indented and single-spaced. Do not use inverted commas/quotation marks on indented quotations. 

3. Footnotes
Format: History accepts any recognised format that provides a full citation. In citation software, choose MHRA style. Examples of appropriate formats are provided below.
Creating footnotes: in Word, click the ‘References’ menu, then ‘Insert Footnote’. Word will number the footnotes automatically. Do not use endnotes. 

Content: provide enough information to enable the reader to find the material you have paraphrased or quoted. 
Page numbers: footnotes should indicate the exact page(s) where you found the idea or quoted material. You can include p. for ‘page’ and pp. for ‘pages’ or simply provide the numbers.

Short title footnotes: for a source you cite more than once, you can use a shorter reference after the first citation. This saves word count. See below for examples. 
Ibid: this abbreviation can be used if you cite the same source in the next footnote. For the same page number, use Ibid. . For a different page, use Ibid., p. xx. Because this is a Latin abbreviation, Ibid. is shown in italics with a full stop. 

Placing footnotes: footnotes should be placed at the end of the sentence. If your sentence needs more than one citation, list the citations in a single footnote. 

Digitised readings: do not include the URL for digitised/scanned readings. This includes printed journal articles accessed online. Cite the original printed source.
Websites: Treat websites like books or articles as far as possible. Include authors/editors if known. Because web content is changeable, include date of access. Include the shortest possible URL allowing the reader to find the item. Include any unique identifying code or date. 
Authored Books
· Format: Author, Book Title (place of publication: publisher, date), page(s). 

· First reference: Ian Kershaw, Hitler, 1889-1936: Hubris (London: Penguin, 1998), pp. 465-67.

· Short title reference: Kershaw, Hitler, p. 21. 

Chapters in Edited Books
· Format: Chapter author, ‘Chapter title’ in Book Title, ed. editor(s) (place of publication: publisher, date), page(s). 

· First reference: Ian Gentles, ‘The Impact of the New Model Army’, in The Impact of the English Civil War, ed. John Morrill (London: Collins & Brown, 1991), p. 102.
· Short title reference: Gentles, ‘Impact’, p. 105.

Journal articles
· Format: Author, ‘Title’, Journal Title, volume: number (date), pages. 

· First reference: Susan Reynolds, ‘Social mentalities and the case of medieval scepticism’, Transactions of the Royal Historical Society, 6th series, 1 (1991), p. 25.
· Short title reference: Reynolds, ‘Social mentalities’, p. 30.
Newspapers and Magazines

· Format: Author if known, ‘Article title’, Periodical Title (day, month, year), page(s) if known. 
· First reference: ‘Government reverses on Scotland Bill: 40 pc of electorate must vote 'Yes' for devolution’, Times (26 January 1978).
· Short title reference: ‘Government reverses’, Times (26 January 1978). 
Articles on Websites

· Format: Author if known, ‘Title’, Website, URL [date of access]
· First reference: ‘Policing in London’, The Proceedings of the Old Bailey London’s Central Criminal Court, 1674 to 1834, www.oldbaileyonline.org/static/Crime.jsp [accessed 5 October 2017].
· Short title reference: ‘Policing in London’, Proceedings of the Old Bailey.

Documents in Online Databases
· Format: include author if known, writer and recipient if a letter, title of document if any, date, website, editor if known, file reference if available, date of access
· First reference: ‘The declaration of the estates containing the Claim of Right and the offer of the crown to the king and queen of England’, Records of the Parliaments of Scotland to 1707, gen. ed. Keith Brown, www.rps.ac.uk, 1689/3/108, 11 April 1689 [accessed 5 October 2017].

· Short title reference: ‘The declaration of the estates’, RPS 1689/3/108.
Academic Blogs

· Format: Author, ‘Title’, Blog, URL [date of access]
· First reference: Laura Stewart, ‘“Thair is na offence to supplicat”: Presbyterian petitioning in early modern Scotland’, Addressing Authority: Petitions and Supplications in Early Modern Europe www.manyheadedmonster.wordpress.com/2016/11/23/thair-is-na-offence-to-supplicat-presbyterian-petitioning-in-early-modern-scotland [accessed 5 October 2017]
· Short title reference: Stewart, ‘“Thair is na offence to supplicat”’, Addressing Authority.
Film Clips, Videos and Photos from Online Databases
· Format: ‘Title’ (date), maker if known, Database, short URL [date accessed].
· First reference: ‘Royal visit to Edinburgh’ (1918), Scottish Moving Picture News, http://movingimage.nls.uk/film/3360 [accessed 5 October 2017].
· Short title reference: ‘Royal visit to Edinburgh’, Scottish Moving Picture News. 
Theses and Dissertations

· Format: author, ‘Title’ (unpublished thesis, university, date), page(s).
· First reference: Jennifer L. Novotny, ‘Sedition at the supper table: the material culture of the Jacobite wars, 1688-1760’ (unpublished thesis, University of Glasgow, 2013), p. 10.

· Short title reference: Novotny, ‘Sedition at the supper table’, p. 20.

Oral History Interviews

· Your own interview: Interview with [insert name/pseudonym] conducted by the author, 2017. 

· Archived interview: Interview with [insert name/pseudonym] (format): name of archive, file reference if available, collection, web address if online or page number if transcribed. 

· Example: Interview with Sally Alexander (transcript and audio file): British Library, 'Sisterhood and After’, https://www.bl.uk/sisterhood [accessed 18 Oct. 2017]

4. Bibliography

At the end of your essay, list the books, articles, websites and other sources that informed your essay, whether you footnoted them or not. 
Format: Single-space your list with a blank line between each item. List in alphabetical order by author’s surname. Do not include the specific pages that were in your footnotes, but do include the page run for journal articles and chapters in books. Use separate sections for primary and secondary sources. 
Primary Sources

‘The declaration of the estates containing the Claim of Right and the offer of the crown to the king and queen of England’, Records of the Parliaments of Scotland to 1707, gen. ed. Keith Brown, www.rps.ac.uk, 1689/3/108, 11 April 1689 [accessed 5 October 2017]
‘Royal visit to Edinburgh’ (1918), Scottish Moving Picture News, http://movingimage.nls.uk/film/3360 [accessed 5 October 2017]
Secondary Sources
Braudel, Fernand, The Mediterranean and the Mediterranean World in the Age of Philip II, trans. Siân Reynolds, 2 vols (London: Collins, 1973)

Gentles, Ian, ‘The Impact of the New Model Army’ in The Impact of the English Civil War, ed. by John Morrill (London: Collins & Brown, 1991), pp. 84-103

Kershaw, Ian, Hitler, 1889-1936: Hubris (London, Penguin, 1998)

Novotny, Jennifer L., ‘Sedition at the supper table: the material culture of the Jacobite wars, 1688-1760’ (unpublished thesis, University of Glasgow, 2013)
 ‘Policing in London’, The Proceedings of the Old Bailey London’s Central Criminal Court, 1674 to 1834, www.oldbaileyonline.org/static/Crime.jsp [accessed 5 October 2017]
Reynolds, Susan, ‘Social mentalities and the case of medieval scepticism’, Transactions of the Royal Historical Society, 6th series, 1 (1991), pp. 21-41
Smuts, R. M., ‘Public Ceremony and Royal Charisma: The English Royal Entry in London, 1485-1642’, in The First Modern Society, ed. A. L. Beier, D. Cannadine, and J. M. Rosenheim (Cambridge: Cambridge University Press, 1989), pp. 65-94

5. MHRA Style Guide
For more guidance or specialised formats such as works of art, see the MRHA style guide: http://www.mhra.org.uk/style 
Websites like citethisforme.com or RefME.com can generate footnotes using the MHRA format to paste into your essay.
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