ASSIGNPRO SOLUTION - UK ACADEMIC TUTORING

Complete Assignment Writing
Guide UK

The definitive, no-fluff guide to planning, researching, structuring, referencing and
proofreading university assignments — built for UK, EU and international
students studying at UK universities.

Home > Guides > Complete Assignment Writing Guide UK

Quick note before you start: This guide teaches you how to write
assignments yourself — it does not write assignments for you. AssignPro
Solution offers tutoring, feedback, proofreading and referencing support so you
learn the skills and submit work that is genuinely your own.

Quick Summary

Short on time? Here's the whole guide in one paragraph.

A strong UK university assignment starts with reading the brief properly, not with
typing the introduction. You then plan your argument, research using peer-reviewed
academic sources, build an outline before you write a single sentence, and structure
your work around a clear introduction, evidence-led body paragraphs, and a
conclusion that answers the question you were actually asked. Along the way, you


https://assignprosolution.com/
https://assignprosolution.com/guides

reference every source using your department's required style (usually Harvard or
APA 7), avoid plagiarism by paraphrasing properly rather than copying and swapping
words, and finish with a dedicated round of editing and proofreading — never
combined with your first draft. This guide walks through every one of those stages in
order, with tables, templates, examples and a 25-point checklist you can use before
you submit.

Tip: Bookmark this page. You'll likely come back to the referencing and checklist

sections every time you have a new assignment due.

Table of Contents

—

. What Is an Assignment?

. Types of University Assignments

. Why Assignments Matter

. Understanding the Assignment Brief

. Planning Your Assignment

. The Research Process

. Finding Academic Sources

. Reading Journal Articles Efficiently

. Taking Notes That Actually Help

o © 0o N oo o b~ W DN

—

. Creating an Outline

—h
—

. Assignment Structure

—_
N

. Writing the Introduction

—_
w

. Writing Body Paragraphs




14. Critical Analysis

15. Adding Evidence

16. Academic Writing Style

17. Referencing

18. Harvard Referencing Basics

19. APA 7 Basics

20. Avoiding Plagiarism

21. Understanding Turnitin

22. Editing
23. Proofreading

24. Common Mistakes

25. Assignment Checklist

26. Example Assignment Structure

27. Frequently Asked Questions

28. Key Takeaways

29. Helpful Resources

What Is an Assighment?

A university assignment is a piece of written work set by your tutor or module leader
to test whether you understand a topic and can apply, evaluate or argue about it —
not just describe it.

That last part is the bit most students miss in first year. UK universities don't usually
want a summary of what you've read. They want evidence that you can think with it:



compare ideas, spot weaknesses in an argument, apply a theory to a real case, or

reach a reasoned conclusion.
Assignments typically come with:

* A question or brief set by your module leader

* A word count (usually with a 10% tolerance either side)

* A deadline, submitted through your VLE (Blackboard, Moodle, Canvas)
» Marking criteria or a rubric, often published alongside the brief

* A required referencing style (Harvard, APA 7, OSCOLA, Vancouver, IEEE,
depending on subject)

Why this matters: Every mark on your assignment is awarded against specific
criteria. Understanding what an assignment actually is — an argument built on
evidence, not a summary — is the single biggest shift between a 2:2 and a 2:1 or
First.

Types of University Assignments

Different assignment types test different skills. Knowing which one you're dealing with

changes how you plan and write it.

Assignment What It Tests Common In
Type
Essay Argument, structure, 1,500—- Humanities,
critical analysis 3,000 Business, Social
words Sciences

Report



Assignment

Type

Case Study
Analysis

Literature Review

Reflective
Journal / Portfolio

Lab Report

Dissertation /
Thesis

Problem
Question

Presentation /
Poster

Reflective
Practice (Gibbs/
Kolb)

What It Tests

Structured findings,

recommendations

Applying theory to a
real scenario

Synthesising existing
research

Self-evaluation against

practice

Method, results,

scientific reasoning

Independent research,

original argument

Applying law to
hypothetical facts

Concise
communication of

findings

Linking experience to
theory

Typical
Length

1,500-
5,000
words

2,000-
3,500

words

2,000-
8,000

words

1,000—
2,500

words

1,000-
2,500

words

8,000
20,000

words

1,500—
3,000
words

N/A (slide/
word

limits)

1,000-
2,000
words

Common In

Business,
Engineering,
Nursing

Business, Law,

Nursing

Postgraduate,
Master's,

Dissertations

Nursing, Education,
Placement modules

Engineering,

Sciences

Final year
Undergraduate,
Master's

Law (LLB, LLM)

All disciplines

Nursing, Healthcare,
Education



Tip: If your brief doesn't clearly say which type of assignment it is, ask your tutor
before you start planning. An essay and a report are marked completely
differently, and structuring one like the other can cost you marks regardless of
how good your content is.

Why Assignments Matter

It's easy to see assignments as hoops to jump through, but they exist for three real
reasons.

They test understanding, not memory. Exams often test recall; assignments test
whether you can construct an argument, evaluate evidence and reach a justified
conclusion — the exact skills employers and postgraduate courses look for.

They build transferable skills. Research, structuring an argument, referencing
accurately, and writing clearly under a deadline are skills you'll use in almost any
graduate job, not just in academia.

They carry real weight. Coursework typically makes up 40—100% of a module's final
grade depending on your course, meaning assignment performance often has a

bigger impact on your degree classification than exams do.

Understanding the Assignment Brief




Most students lose marks before they've written a single word — because they
misread the brief. This is the highest-leverage five minutes you'll spend on any

assignment.

Break the question down

Underline three types of words in your brief:

Instruction Tell you how to discuss, evaluate, critically analyse,

words answer compare, justify

Content words Tell you what to leadership theory, NHS funding,
answer about contract law, cyber security

Limiting Tell you the scope "in the UK", "since 2020", "for SMEs",

words "in a clinical setting"

Warning: "Describe" and "critically evaluate" are not the same instruction. A
descriptive answer to a question asking for critical evaluation is one of the most
common reasons for lost marks at 2:1 and First-class level.

Common instruction words, decoded

Instruction Word What It Actually Wants

Discuss Present multiple viewpoints and weigh them against each
other

Critically analyse / Judge the strengths and weaknesses of an argument,

evaluate theory or evidence, and reach a conclusion

Compare and Identify similarities and differences, don't just describe two

contrast things separately



Instruction Word What It Actually Wants

Justify Give a position and defend it with evidence and reasoning
Examine Investigate a topic in detail, considering different angles
Outline / Summarise Give the main points concisely, with less depth than
"discuss”
Check the marking rubric

Most UK universities publish a marking rubric or grading matrix alongside the brief. It
usually breaks marks down by category — for example, 20% for structure, 30% for
critical analysis, 20% for referencing, 30% for content knowledge. Read this before
you plan; it tells you exactly where the marks are.

Need feedback before submission? Our UK academic tutors can review your
assignment structure, referencing, clarity, and academic writing to help you

improve before submission.

Planning Your Assignment

Planning is not optional extra time — it's what separates a coherent argument from a

list of paragraphs that happen to be on the same topic.



A realistic planning timeline

% of Total What Happens
Time
Understanding the 5% Break down instruction, content and
brief limiting words
Research 30% Find and read sources, take notes
Planning / outlining 15% Build your argument structure before
writing
First draft 30% Write without over-editing as you go
Editing 10% Restructure, tighten arguments, check
flow
Proofreading 10% Grammar, spelling, formatting,

referencing accuracy

For a 2,000-word essay due in two weeks, that roughly translates to: 1 day
understanding the brief, 4 days researching, 2 days outlining, 4 days drafting, 2 days
editing, 1 day proofreading — with a buffer day before the deadline.

Warning: Leaving referencing and proofreading until the final hours is the single
most common cause of avoidable mark loss. Build them into your plan from day
one, not as an afterthought.

The Research Process




Good research is targeted, not exhaustive. You are not trying to read everything ever
published on your topic — you're trying to find the strongest, most relevant evidence
to answer your specific question.

A simple four-step research process

1. Scope it — write your question at the top of a blank document and list 3—-5 sub-
questions it implies.

2. Search broadly, then narrow — start with your university library database or

Google Scholar, then refine using more specific terms.

3. Evaluate before you read fully — check the abstract, publication date, and
author credibility before committing time to a full read.

4. Track everything as you go — record full reference details the moment you
decide to use a source, not at the end.

Tip: Use reference management software (Zotero, Mendeley, or EndNote —
most UK universities provide free access) from your very first search. It saves
hours at the referencing stage and prevents accidental plagiarism from lost
citations.

Finding Academic Sources

Not all sources carry equal weight in academic writing. Understanding the hierarchy
helps you prioritise your reading time.

Peer-reviewed journal articles Very high Core evidence and theory



Academic books / textbooks High Foundational theory and
context

Government reports (e.qg. High UK statistics, policy,

ONS, NHS, gov.uk) legislation

Professional/industry reports Medium—High Current practice, industry
data

Reputable news sources Medium Recent events, context (not

core evidence)

Wikipedia / general websites Low (starting Background orientation, not
point only) citation

Personal blogs / unverified Very low Avoid citing

sites

Where to search

* Your university library database (Discovery, Summon, EBSCO, or similar) —
always start here

» Google Scholar — good for casting a wide net and finding citation counts

* JSTOR, ScienceDirect, PubMed, Web of Science — subject-specific databases
your library likely subscribes to

« gov.uk, ons.gov.uk, nice.org.uk — for UK statistics, health guidance and policy

» Subject-specific databases — Westlaw/LexisNexis for Law, CINAHL for
Nursing, IEEE Xplore for Engineering/Computer Science



Why this matters: Markers can tell within a paragraph whether your evidence
comes from peer-reviewed research or a quick Google search. Source quality is
often assessed directly in the marking criteria.

Reading Journal Articles Efficiently

You don't need to read every article word-for-word, front to back. Academic reading is
a skimming-then-diving skill.

The 4-part reading method

1. Abstract first — decide in 60 seconds whether the article is relevant.

2. Introduction and conclusion — read these next to understand the argument and
findings.

3. Headings and topic sentences — skim the body to locate the sections relevant

to your question.

4. Full read of relevant sections only — read in depth only the parts that answer
your sub-questions.

Tip: Keep a single question in mind while reading: "Does this help me answer my
assignment question?" If the answer is no, move on — it's not a personal failure
to not read every word of every article.



Taking Notes That Actually Help

Poor notes are one of the biggest hidden causes of plagiarism — because students
copy sentences "just for now" and forget to change them later. Good notes prevent
this from the start.

A safer note-taking structure

Source (full reference) Author, year, title, page number

Key point The idea in your own words, not copied

Direct quote (if needed) Copied exactly, in quotation marks, with page number
My comment How this links to your argument or another source

Warning: Never copy a sentence into your notes without quotation marks "to fix
later." This is the number one cause of accidental plagiarism — the sentence
gets pasted into the essay before anyone remembers it wasn't originally
paraphrased.

Creating an Outline




An outline is the single most underused tool in student writing. Ten minutes spent
outlining regularly saves hours of rewriting later.

A simple essay outline template

1. Introduction — hook, context, thesis statement, essay roadmap
2. Point 1 — topic sentence, evidence, analysis, link back to question
3. Point 2 — topic sentence, evidence, analysis, link back to question

4. Point 3 (counter-argument) — opposing view, evidence, why your position still
holds

5. Conclusion — restate thesis, summarise key points, final judgement

Write your outline as full sentences, not just topic labels — "Point 1: leadership style
affects retention because X" is far more useful than "Point 1: leadership."

Tip: If you can't summarise a paragraph's purpose in one sentence in your
outline, you don't understand its role in the argument yet — and neither will your

marker.

Assignment Structure

Structure is one of the most heavily weighted and easiest-to-improve parts of any UK

marking rubric.



Standard essay structure

Approx. % of Word Purpose

Count

Introduction 10% Context, thesis, roadmap

Main Body 75-80% Evidence-led argument, in themed
paragraphs

Conclusion 10-15% Synthesis and final judgement, no new
evidence

Reference Not counted in word Full source details

List count

Standard report structure

m

Title Page

Executive Summary

Table of Contents

Introduction

Main Findings /

Discussion

Conclusion

Recommendations

Reference List

Title, student number, module, word count

One-paragraph overview of findings and

recommendations

Navigation for longer reports

Purpose, scope, methodology (if applicable)

Organised by theme or objective, using headings

Summary of findings

Actionable, specific, evidence-based

Full source details



m

Appendices Supporting data, raw material, additional detail

Why this matters: Reports use headings and sometimes bullet points; essays
generally do not (unless your brief says otherwise). Mixing report formatting into
an essay — or vice versa — is a common and avoidable mistake.

Writing the Introduction

A strong introduction does four jobs in a small space — usually 8—10% of your word
count.

1. Context — briefly orient the reader in the topic
2. Thesis statement — your actual argument or position, stated clearly
3. Roadmap — a one-sentence preview of how the essay will build its case

4. Scope — what you will and won't cover, if relevant

Weak vs strong introduction example

_

"This essay will talk "While transformational leadership is often presented as
about leadership in the the ideal model for NHS management, this essay

NHS and different argues that its effectiveness depends heavily on
theories of leadership organisational context, and that situational leadership
that exist today." offers a more reliable framework for ward-level decision-

making."



The strong version takes a position. The weak version only announces a topic.

Tip: Write your introduction last, or at least revise it last. It's much easier to
accurately preview an argument once you know exactly what you ended up

arguing.

Writing Body Paragraphs

Every body paragraph should do one job and do it clearly. The most reliable structure
for this is PEEL.

P Point State the paragraph's main claim in one sentence

E Evidence Provide a reference, statistic, quote or example

E Explain Analyse what the evidence means and why it matters

L Link Connect back to the essay question or into the next
paragraph

Example PEEL paragraph (Business module)

Point: Transformational leadership can improve employee engagement in retail
settings. Evidence: Bass and Riggio (2006) found that transformational
leaders significantly increased subordinate motivation across service-sector

case studies. Explain: This suggests that leaders who articulate a clear vision




and provide individualised support create stronger emotional buy-in than
transactional, reward-based approaches. Link: However, as the next section
shows, this effect appears to vary considerably by organisational size.

Warning: A paragraph that is all "Evidence" with no "Explain" is a summary, not
an argument — this is the most common reason students plateau at 2:2/2:1 level
rather than reaching a First.

Critical Analysis

Critical analysis is the skill UK markers reward most heavily at higher grade bands,
and the one most students find hardest to demonstrate.

What critical analysis actually looks like

Critical analysis means you don't just state what a source says — you interrogate it.
Ask of every piece of evidence:

* Who conducted this research, and could they be biased?

» What was the sample size, context, or methodology — and does it limit how far
the findings generalise?

* Does this source agree or disagree with other evidence you've found?
* Is this still current, or has the field moved on?

» What would someone who disagrees with this source say?



Descriptive vs critical writing

Descriptive (lower Critical (higher marks)

marks)

"Smith (2020) says "While Smith (2020) reports increased productivity under
remote working remote working, the study's reliance on self-reported data
increases raises questions about measurement bias — a limitation
productivity." not addressed in later replications such as Jones (2022)."

Why this matters: Most UK marking criteria explicitly separate "knowledge and
understanding" from "critical analysis and evaluation" as distinct categories. You
can know the material perfectly and still lose marks if you never evaluate it.

Adding Evidence

Evidence only strengthens your argument if it's used correctly — dropped in,
explained, and linked back to your point.

Types of evidence and how to use them

Evidence Best Use Common Mistake

Type

Direct quote When exact wording matters Overusing quotes instead of
(legal definitions, key paraphrasing understanding

theoretical statements)

Paraphrase



Evidence Common Mistake

Type

Most of your evidence — shows Paraphrasing too close to the

you understand it original wording (still
plagiarism)
Statistic / data Supporting a factual claim Citing a stat with no source or
context
Case study / lllustrating an abstract point Using an example without
example concretely linking it back to your
argument

Tip: As a rough guide, direct quotes should make up a small minority of your
evidence — most UK departments expect paraphrasing to demonstrate
understanding, with quotes reserved for precision or emphasis.

Academic Writing Style

UK academic writing has a recognisable register. Getting this right affects how
professional and credible your work reads, even before the marker assesses your

argument.

Formal vs informal language

Avoid (Informal) Use Instead (Formal)

"A lot of research shows..." "A substantial body of research indicates..."



Avoid (Informal) Use Instead (Formal)

"This is a big problem" "This represents a significant challenge"

"l think this proves..." "This evidence suggests..." / "This indicates..."
"Things got better" "Outcomes improved"

Contractions (don't, can', it's) Full forms (do not, cannot, it is)

Other style conventions

* Use third person in most disciplines; check your module handbook, as some
(especially Nursing reflective writing) permit first person.

* Avoid rhetorical questions and exclamation marks.

» Keep sentences reasonably short — long, multi-clause sentences often bury the

actual argument.

» Use UK spelling consistently (organise, not organize; analyse, not analyze)
unless your course explicitly requires US English.

* Define technical terms the first time you use them.

Warning: Switching between US and UK spelling within the same document (e.g.
"organize" and "analyse" in the same paragraph) is a small but noticeable error
that suggests careless proofreading.

Referencing

Referencing does three jobs at once: it gives credit to original authors, it lets your
marker verify your evidence, and it protects you from plagiarism accusations. Getting



it right is non-negotiable — most UK marking rubrics allocate a specific, standalone
percentage to referencing accuracy.

Why this matters: A brilliant argument with inconsistent or missing referencing
will still lose marks — and in serious cases can trigger an academic misconduct

investigation, even when the omission was accidental.

Always check your module handbook or department guidance for the exact
referencing style required — it varies by subject and sometimes by module, even

within the same university.

Discipline (typical, always confirm with your Common Referencing Style

handbook)

Business, Social Sciences, Education, Nursing Harvard

Psychology, some Health Sciences APA 7

Law OSCOLA

Medicine, some Biosciences Vancouver

Engineering, Computer Science IEEE or Harvard (varies by
department)

Harvard Referencing Basics

Harvard is the most widely used referencing style across UK universities. It's an
author—date system.



In-text citation

Format: (Author Surname, Year) — or Author Surname (Year) if you're naming the
author in your sentence.

* One author: (Smith, 2021)

 Two to three authors: (Smith and Jones, 2021) / (Smith, Jones and Lee, 2021)

* Four or more authors: (Smith et al., 2021)

* Direct quote: (Smith, 2021, p. 42)

Reference list format

Source

Type

Book Surname, Initial. (Year) Title of book. Edition (if not first). Place:
Publisher.

Journal Surname, Initial. (Year) 'Article title', Journal Name, Volume(lssue),

article pp. page range.

Website Surname, Initial. or Organisation (Year) Title of page. Available at:

URL (Accessed: date).
Example (book): Bass, B.M. and Riggio, R.E. (2006) Transformational leadership.
2nd edn. Mahwah, NJ: Lawrence Erlbaum Associates.

Example (journal article): Jones, A. (2022) 'Remote working and productivity: a re-
examination', Journal of Occupational Psychology, 45(3), pp. 210-225.

Tip: Many UK universities use "Cite Them Right" as their official Harvard style
manual — check whether your library subscribes to it, as small formatting details



(punctuation, capitalisation) can differ slightly between "generic" Harvard and

your specific institution's version.

APA 7 Basics

APA (American Psychological Association) 7th edition is common in Psychology and
some Health Sciences courses in the UK.

In-text citation

Format: (Author, Year) — identical logic to Harvard, but with stricter formatting rules.

* One author: (Smith, 2021)
» Two authors: (Smith & Jones, 2021) — note the ampersand (&) inside brackets
* Three or more authors: (Smith et al., 2021) from the first citation onwards

* Direct quote: (Smith, 2021, p. 42)

Reference list format

Source

Type

Book Surname, Initial. (Year). Title of book (edition if applicable). Publisher.
Journal Surname, Initial. (Year). Article title. Journal Name, Volume(lssue),
article page range. https://doi.org/xxxx

Website Surname, Initial. or Organisation. (Year, Month Day). Title of page.

Site Name. URL



Example (journal article): Jones, A. (2022). Remote working and productivity: A re-
examination. Journal of Occupational Psychology, 45(3), 210-225. https://doi.org/

10.xxxx/example

Why this matters: APA 7 and Harvard look similar but differ in punctuation,
capitalisation ("sentence case" titles in APA vs varying conventions in Harvard)
and use of DOls. Mixing the two styles within one document is a common and
easily avoidable error.

Need help with referencing? Our UK academic tutors can check your Harvard
or APA 7 referencing for accuracy and consistency before you submit — helping
you learn the style properly rather than guessing.

Avoiding Plagiarism

Plagiarism is presenting someone else's work, words or ideas as your own, whether
deliberate or accidental. UK universities treat it as a serious academic integrity
matter, and accidental plagiarism from poor note-taking or rushed paraphrasing is still
plagiarism.

The main types of plagiarism

What It Looks Like

Direct Copy-pasting text without quotation marks or citation
copying

Patchwriting



What It Looks Like

Changing a few words in a copied sentence while keeping its

structure
Missing Using someone's idea or data without crediting them
citation
Self- Resubmitting your own previous work without permission
plagiarism
Collusion Working with another student and submitting overly similar work

when independent work was required

How to paraphrase properly

1. Read the source passage, then close it or look away.
. Write the idea in your own words from memory, in your own sentence structure.

. Check back against the original to confirm accuracy — not wording.

A~ W D

. Add the citation immediately, before you move on.

Warning: Changing a handful of words in a copied sentence ("patchwriting") is
still classed as plagiarism by UK universities and is often flagged clearly by
similarity-detection software, even when no single sentence is copied word-for-

word.

Understanding Turnitin




Turnitin is the plagiarism and Al-detection software used by most UK universities to
check submitted assignments against a vast database of academic sources, web
pages, and previously submitted student work.

What the similarity score actually means

The similarity percentage shows how much of your text matches existing sources —
it does not automatically mean plagiarism. A properly quoted and cited passage will
still show as a "match."

Similarity Range What It Usually Suggests

(general guide only)

0-15% Typically considered low risk, assuming matches are

properly cited quotes, references, or common phrases

15-25% Worth reviewing carefully — check whether matches are
cited correctly or represent unintentional over-reliance on

a source

25%+ Usually flags for closer review by markers; often indicates

too much direct quotation or insufficient paraphrasing

Warning: There is no single universal "safe" percentage across all UK
universities — tolerance varies by institution, subject, and assignment type, and
reference lists/quotes can inflate the score even in fully original work. Always
check your own university's specific policy in your course handbook, as it takes

precedence over any general rule of thumb.

What Turnitin can't tell you

A low similarity score doesn't guarantee a good mark — it only checks for text
matches, not argument quality, critical analysis, or whether you've actually answered
the question. Many UK universities now also run Al-writing detection alongside



similarity checking, so work should always be genuinely written and understood by
you.

Tip: Use your university's Turnitin draft/practice submission facility if one is
available — it lets you check and correct your referencing before your final,
marked submission.

Editing

Editing and proofreading are different tasks, and treating them separately produces
noticeably better final drafts.

Editing happens first and looks at the big picture:

* Does every paragraph directly answer the assignment question?

* Is the argument logically ordered — does each point build on the last?
* Have you cut repetition and padding?

* Does the introduction still match what you actually argued by the end?

* Is the word count balanced across sections (not 60% introduction, 10% analysis)?

Tip: Read your essay backwards, paragraph by paragraph (last paragraph first).
This breaks your brain's tendency to read what you *meant” to write, and helps
you judge each paragraph on its own merits.



Proofreading

Proofreading comes last and looks at the sentence level: grammar, spelling,

punctuation, formatting, and referencing consistency.

A focused proofreading pass

Spelling & grammar Typos, subject-verb agreement, consistent UK English

Sentence structure Overly long sentences, unclear pronoun references ("this"

without a clear subject)

Formatting Font, spacing, page numbers, word count statement,
headings (if using a report)

Referencing Every in-text citation has a matching reference list entry, and
consistency vice versa
Reading aloud Awkward phrasing is far easier to hear than to see

Warning: Spellcheck won't catch correctly-spelled wrong words ("their" vs
"there", "affect" vs "effect") or a missing reference-list entry. A dedicated
proofreading pass — ideally after a break from the document — catches what

spellcheck misses.

Need a second pair of eyes? Our UK academic tutors can proofread your
assignment for clarity, grammar, and formatting — helping you polish your own

writing rather than rewriting it for you.



Common Mistakes

Answering a different
question to the one
asked

Description instead of
critical analysis

Inconsistent referencing
style

No clear thesis/

argument

Ignoring word count
Editing and
proofreading in one

pass

Leaving referencing to
the end

Overusing direct quotes

Directly misses

assessment criteria

Caps marks at lower
grade bands

Loses referencing-
specific marks

Reads as a list of facts,
not an essay

Can trigger penalties for
excess/shortfall

Misses both big-picture
and detail-level issues

Rushed, error-prone

reference lists

Suggests limited
understanding of

material

Re-read the brief before
and after writing

Use the "so what?" test
after every piece of

evidence

Pick one style and check it
against your handbook
throughout

Write a one-sentence thesis
before you outline

Track word count per

section against your plan

Do them as two separate,
deliberate stages

Record full details the

moment you use a source

Paraphrase most evidence;
quote sparingly and
purposefully



Assignment Checklist

Use this before every submission. It's designed to be quick — most items take

seconds to verify.

Downloadable Assignment Checklist

[l

[l

| have re-read the assignment brief and marking criteria

My introduction states a clear thesis/position

Every paragraph has a clear point (topic sentence) linked to the question
Every piece of evidence is explained/analysed, not just stated

I've included a counter-argument or alternative viewpoint where relevant
My conclusion answers the question without introducing new evidence
All in-text citations have a matching reference list entry

My reference list is formatted consistently in the required style

I've checked for UK spelling consistency throughout

I've proofread in a separate pass from editing

I've checked my word count against the requirement

My file is named and formatted according to my department's submission

guidelines

I've submitted through the correct portal before the deadline



Planning Template

[

Assignment question copied in full, with instruction/content/limiting words

underlined

Marking rubric reviewed and weighted categories noted

3-5 sub-questions identified to guide research

Word count allocated per section (introduction, each body point, conclusion)

Key deadline milestones set for research, draft, editing and proofreading

Research Checklist

Searched university library database, not just Google

Prioritised peer-reviewed journal articles and academic books
Checked publication date and author credibility for each source
Recorded full reference details at the point of use, not afterwards

Balanced sources across differing viewpoints, not just those that agree with

your view

Proofreading Checklist

[l

[

Read the whole document aloud, or used text-to-speech
Checked spelling and grammar in a dedicated pass, separate from editing
Confirmed UK spelling consistency throughout

Verified every in-text citation has a matching reference list entry



[] Checked formatting: font, spacing, page numbers, word count statement

Example Assignment Structure

Here's a realistic word-count breakdown for a 2,500-word business essay, to show

how the structure principles above apply in practice.

Introduction

Body Paragraph 1

Body Paragraph 2

Body Paragraph 3

Counter-argument

Conclusion

Reference List

~250 words

~450 words

~450 words

~450 words

~450 words

~300 words

Not counted

Context, thesis statement, roadmap

First supporting argument, PEEL structure

Second supporting argument, PEEL structure

Third supporting argument, PEEL structure

Opposing view, evidence, rebuttal

Synthesis, final judgement, no new evidence

Full Harvard/APA reference entries

Why this matters: Notice the body takes up roughly 75% of the word count, split

evenly across distinct points — not one long paragraph covering three ideas at

once. This structure alone (regardless of content) makes an essay significantly

easier to mark clearly and fairly.



Frequently Asked Questions

1. What is the best structure for a UK university assignment? Most essays follow
introduction (10%), body paragraphs organised by theme (75-80%), and a
conclusion (10-15%). Reports use headed sections instead: executive summary,

introduction, findings, recommendations, and references.

2. How long should a university assignment introduction be? Roughly 8—10% of
your total word count. For a 2,000-word essay, that's around 150-200 words covering
context, thesis and a roadmap.

3. What's the difference between Harvard and APA 7 referencing? Both are
author-date systems, but they differ in punctuation, capitalisation of titles, use of
ampersands (&) in APA, and DOI formatting. Always check which one your

department requires.

4. How do | know which referencing style to use? Check your module handbook
or ask your tutor — it's usually set at department or module level and stated in your

assignment brief.

5. What percentage similarity score is acceptable on Turnitin? There's no single
universal figure across UK universities; many treat properly-cited work under roughly
15—-20% as low risk, but always check your own institution's specific policy, since
quotes and reference lists can raise the score even in fully original work.

6. Is a high Turnitin score always plagiarism? No. Turnitin flags text matches,
including properly quoted and cited material, common phrases, and your own

reference list. A human marker reviews the report in context.

7. How do | avoid plagiarism when paraphrasing? Read the source, look away,
write the idea from memory in your own words and sentence structure, then check

back for accuracy (not wording) and cite immediately.



8. What's the difference between editing and proofreading? Editing addresses
structure, argument and flow (the big picture). Proofreading addresses grammar,
spelling, punctuation and formatting (the fine detail). Do them as separate passes.

9. How many sources should | use in an assignment? There's no fixed universal
number — it depends on word count and level of study — but as a rough guide, a
2,000-word undergraduate essay often draws on 8—15 quality academic sources
rather than a handful of general websites.

10. What is critical analysis, in simple terms? It means evaluating evidence rather
than just describing it — asking who produced it, how reliable the method was,
whether other sources agree, and what it means for your argument.

11. Should | use first or third person in academic writing? Third person is
standard in most UK disciplines, but check your module handbook — reflective
writing in Nursing, Education and some placement modules often permits or requires
first person.

12. Can | reuse content from a previous assignment? Generally no, without
explicit permission — this is self-plagiarism and is treated as an academic integrity
issue at most UK universities.

13. What is a good UK university degree classification? Broadly: First (70%+),
Upper Second/2:1 (60—69%), Lower Second/2:2 (50-59%), Third (40—-49%). Always
confirm your specific institution's classification boundaries and any borderline
policies, as these can vary.

14. How do | write a strong thesis statement? State your specific position on the
question in one sentence, not just the topic. "Leadership style affects retention" is a
topic; "situational leadership is more effective than transformational leadership for
reducing NHS ward staff turnover" is a thesis.

15. What should | do if | don't understand the assignment brief? Ask your tutor
or module leader before you start planning — most offer office hours or email queries
specifically for this, and it's far better to ask early than to misinterpret the brief.



16. How do | reference a website in Harvard style? Surname, Initial. or
Organisation (Year) Title of page. Available at: URL (Accessed: date). Always include
an accessed date for web sources, as web content can change.

17. What's the biggest mistake students make in essays? Describing what
sources say instead of analysing and evaluating them — this caps marks well below
First-class or high 2:1 territory even with strong content knowledge.

18. How do | structure a report differently from an essay? Reports use numbered
headings, an executive summary, and sometimes bullet points; essays are typically
continuous prose without subheadings unless your brief specifically permits them.

19. Can AssignPro Solution write my assignment for me? No — AssignPro
Solution provides tutoring, feedback, proofreading, referencing checks and academic
guidance to help you improve your own work. It does not complete or write
assignments on a student's behalf.

20. How far in advance should | start an assignment? For a standard 2,000—
3,000 word essay, starting at least two weeks before the deadline gives realistic time
for research, planning, drafting, editing and proofreading as separate stages.

21. What is patchwriting and why is it a problem? Patchwriting is changing a few
words in a copied sentence while keeping its original structure. UK universities treat it
as plagiarism, and similarity-detection software often flags it clearly.

22. Do | need a title page for every assignment? Not always — check your
department's submission template. Reports usually require one; essays sometimes
just require a header with student number, module code and word count.

Key Takeaways

* Read the brief properly before you plan — instruction words like "discuss" and
“critically evaluate" require different approaches.



* Plan and outline before you write; it saves far more time than it costs.

« Structure your assignment around a clear thesis, evidence-led body paragraphs
(try PEEL), and a conclusion that answers the question.

» Critical analysis — evaluating evidence, not just describing it — is usually the
single biggest factor separating 2:2/2:1 work from First-class work.

* Reference consistently in your required style (commonly Harvard or APA 7 in the
UK) and check your specific department's handbook for exact formatting.

* Avoid plagiarism by paraphrasing from memory, not by editing copied sentences,
and always cite as you write.

» Understand that Turnitin measures text similarity, not academic quality — a
properly cited assignment can still show matches.

* Treat editing and proofreading as two separate stages, done after a break from
your draft.

* Use a checklist before every submission — it catches the small errors that

undermine otherwise strong work.

Helpful Resources

External authority sources referenced in this guide

» University of Bristol — Guide to Degree Classification

* Open University — Quick Guide to Harvard Referencing (Cite Them Right)

» University of Birmingham LibGuides — Harvard (Author-Date)

» Turnitin Guides — Understanding the Simi



https://www.bristol.ac.uk/academic-quality/degree-outcomes-statement/degree-classification-guide/
https://university.open.ac.uk/library/referencing-and-plagiarism/quick-guide-to-harvard-referencing-cite-them-right
https://libguides.bham.ac.uk/c.php?g=713203&p=5156587
https://guides.turnitin.com/hc/en-us/articles/23435833938701-Understanding-the-similarity-score
https://guides.turnitin.com/hc/en-us/articles/23435833938701-Understanding-the-similarity-score

© 2026 AssignPro Solution. Educational content only — tutoring, feedback, proofreading and

referencing support for UK university students.
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