












 

 

Grading criteria: A consistent grading schema will be used for all three papers, with the points 
available for the various assignments apportioned among a number of criteria. These will include 
the following (and are further elaborated below):  

o Identify the issue/state the question  
o Get facts right  
o Systematic, comprehensive research  
o Write professionally  
o Cite sources in text, correctly  
o Logical, coherent, balanced argument  
o Well used tables/ graphs (bonus)  
o Follow instructions (debits)  

Grading criteria further elaborated:  Following is a collection of standard rules for 
professional (or academic) writing, and common mistakes by students.  

• Format:  
o I prefer electronic submission (as an email attachment).  

 I will acknowledge email receipt of your paper.  If you don't get such an 
acknowledgement, email me again.  

o Save paper.  Do include your name, course number, assignment name, title of the 
paper and all that at the beginning of the paper, but you needn't do this on a 
separate page.  

 Especially if you submit the paper electronically, feel free to single space.  
I can use the comment function in MS Word to insert comments.  

• Identify the issue/state the question, main theme, etc.  
o Tell your reader in the first paragraph, if not the first line, what the paper seeks to 

do: what is the central message of the paper.  If you can't identify a central 
message, rethink the paper!  

 Do this as clearly as possible, with a "This paper will..." statement, if 
necessary.  

 Avoid the 'mystery novel' approach to professional writing.  
o Also strongly consider closing the introduction with a brief summary of how the 

argument will proceed.  
• Demonstrate command of the material  

o Self explanatory, in terms of make no mistakes.  This also means that beyond 
answering the assigned question, you need  to demonstrate that you have done 
course readings and understand course materials.   

o Note that the likelihood of misinterpreting what you've read (or falling for a 
particularly biased, distorted take on an issue) is inversely related to the amount of 
research that you do.  



o Note that this is a class about public and/or nonprofit administration, not the 
management of private, business companies.  

o Note, too that this is a class about public/nonprofit administration, not about 
political science.  So the focus is on appointed officials, not on elected leaders.  

• Systematic, comprehensive research  
o You must sweep virtually every broad information source when researching your 

topic.  It is not enough to find  information adequate to reach the specified word 
limit.  Weak research can easily either lead to misinterpretation of the few sources 
found or worse, overlook entirely different perspectives on the issue.  This doesn't 
mean you have to read each of the 1000+ relevant sources that you might 
identify.  It does mean that you should sample these to get a sense of the different 
perspectives on a topic, and ensure that you acknowledge these various 
perspectives  

 Rule of thumb #1: engage course materials (cite course readings 
liberally).  You are allowed, even encouraged, to disagree with or 
challenge course readings and lectures.  You cannot, though, ignore these. 
'Course materials' includes all materials listed on the readings page.  

 Only cite the course web page (my weekly 'lecture notes') as a last 
resort and sparingly, if at all, as this reflects very minimal research 
effort on your part.  By all means cite works that I introduce you to 
in the lecture notes, but get hold of the original source, have a look 
at the context, and cite the original source rather than my lecture 
notes.  

 Rule of thumb #2: if your list of works cited includes only books, only 
journals, or (especially) largely internet sites, the research was neither 
systematic nor comprehensive.  As well, when I'm concerned that a 
student hasn't done enough research, I check the following sources.  If 
your list of references is lean, and I find substantial amounts of material 
that you haven't referred to, expect the worst:  

 IUCAT  
 EBSCO Host Research Databases  
 JSTOR  

Beware the internet!  Do not use web information unless it is from a well 
known, respected source.  Wikipedia is of too uneven quality to be used as 
a source in professional work.  

 Rule of thumb #3: if you can't find a couple of dozen sources to support 
whatever approach you take, pick another approach or do more research.  
Note that this greatly limits the local issues that you can discuss.  Indeed 
you should not write about something that you know a great deal about, or 
rely on or refer to personal experience (branch out instead, and learn).  

o Avoid giving dictionary definitions (and citing these); you can assume that your 
reader is familiar with standard English.  Similarly, do not use encyclopedias.  

o If you adopt a case study approach, you should ensure that the topic chosen is of 
broad enough interest that there is information on it.  Again, this means that many 
local and even state issues are not appropriate.  



• Write professionally  
o Self explanatory.  I have some writing sources listed at the end of the 'Research' 

page on the class website.  
o Write for an informed lay person on the street, rather than for experts, idiots, or 

your class professor.  So do not assume that your reader is in this class, and will 
know who Professor Candler is, or what we discussed in week three.  

o Use quotations sparingly.  This is meant to be a paper by you, not a collection of 
selected quotes that you thought were especially relevant to the topic.  

o Use a professional tone.  Don't force it.  Some tips:  
 Don't use first person (e.g. I, we, our), or second person (you).  Use third 

person.  You are not writing this from yourself, you are writing it on 
behalf of an organization, to an impersonal audience.  

 Don't use contractions (e.g. don't).  
 Avoid rhetorical questions (e.g. Why is this the case?).  
 Avoid starting a sentence with a conjunction (e.g. The paper was bad.  And 

she started a sentence with and.).  
 Avoid singular/plural inconsistency (e.g.  The student lost points for 

singular/plural consistency in their paper).  
• Cite sources correctly, in text and in the bibliography  

o You may use any of the standard citation methods.  Key points:  
 Sources must be retrievable.  Given the in-text citation, your reader should 

be able to go directly to the appropriate full citation in your list of works 
cited (or bibliography), and from this to the page (though this is 
sometimes tricky with web sites) of the document from which you got the 
information.  

 This means give page numbers!  
 This also means that if you cite something as (Smith 2000, p. 567) 

in the narrative, the source should be listed alphabetically under 
Smith in the list of works cited.  

 Don't cite urls in text.  
 Note that you must have a proper list of works cited.  

 Everything cited in text must be in this list of works cited; 
anything not cited in text should not be in this list of works 
cited.  

 Bibliographic references should be informative on their own.  Listing a url 
is not enough, as your reader should be able to get some idea where the 
information is from, so that s/he does not have to go to the source to get 
some idea of credibility.  

 You don't need a quotation in order to include a citation.  
 Be spare in referring to sources in text.  For instance, do write 'Perry 

(1996) argues...'  Do not write, 'James L. Perry, in his chapter titled 
'Effective enterprises, effective administrators' in his 1996 book Handbook 
of Public Administration, argues...'  In many newspaper articles, 
government reports, and in popularized academic stuff (like a textbook, 
for instance), you may see examples like the one that I ask you not to use.  



But more analytical work doesn't typically do this, and I want you to 
practice this usage.  

 Don't cite a single source consecutively in a paragraph.  Every sentence 
does not need to be supported.  You can summarize extended passages of 
a source in a paragraph in your paper, then cite the source once at the end, 
indicating the pages from which it came, e.g.: (Perry 1996: 739-45).  

 Include the intext citation in the sentence it is a part of.  Like this: the 
world is round (Columbus 1492).  Not like this: the world is round. 
(Columbus 1492)  or like this: the world is round. (Columbus 1492).  

 Don't include the intext citation in quotation marks.  Like this: "The world 
is round" (Columbus 1492).  Not like this: "The world is round (Columbus 
1492)," and certainly not like this: "The world is round. (Columbus 1492)"  

 Note, again, the admonishment against plagiarism, and consult IUSB's 
Academic Honesty Policy.  I have in my career caught numerous students 
flagrantly plagiarizing (i.e. copying text from another source and including 
it in their paper without attribution and without quotation) and have filed 
formal complaints about each.  

• Logical, coherent, balanced argument  
o Your argument should have logical structure, and be easy to follow.  

 The main body of the argument should be consistent with what you told 
your reader you were going to do in the "brief summary of how the 
argument will proceed" in the introduction.   

 The conclusion should also be consistent with the introduction, and with 
the main body of the paper.  

 Consider the economical use of subheadings to signal to your reader when 
you are shifting focus.  

 Remember that your reader is not inside your head, and so may not know 
where you are going or why you are going there if you do not make this 
clear.  

o These are not opinion pieces, they should be detached, analytical, balanced, and 
based on your research.  

 Present fairly the different perspectives on the issue.  It is not necessary 
(indeed is discouraged) to choose a 'solution' to the issue which you are 
addressing.  That is for politicians.  Simply present the evidence and flesh 
out the options.  

 You are being trained to work in mainstream America, so avoid fringe 
views, or populist conspiracy theories.  

• Well used tables/ graphs (bonus)  
o Note the 'well used'.  Few people do this well, so I throw in this requirement to 

encourage students to develop this skill.  This does not mean produce a large, 
gaudily coloured pie chart when it would be easier to simply write "55% of 
Vermonters remain opposed to the civil unions law."  

 It especially doesn't mean reproduce a table, diagram, or such that you 
find elsewhere.  It must be original.  

o All tables and graphs need to be self contained, including both a title, and 
acknowledgment of the source from which you got your data.  They also need to 



be incorporated into the narrative of your paper: "as shown in Figure 4 
below...The table also illustrates..."  

o Tables and graphs should be attractive and professionally presented.  
• Follow instructions (debits)  

o Self explanatory.  Pay attention to the various course requirements, including 
format instructions above.   

 Papers that are not consistent with the assignment requirements will not 
be accepted.  

o Especially note IUSB's Academic Honesty Policy and the university's Statement 
on Academic Integrity, Academic Misconduct, and Plagiarism.  On online 
plagiarism tutorial can be found here.  Examples of plagiarism will result in a 
report being filed with the Vice President for Academic Affairs, with a 
recommendation that the student fail the course.  For a definition and discussion 
of plagiarism, see this excellent University of Calgary site:  

"Plagiarism is the deliberate attempt to deceive the reader through the appropriation and 
representation as one's own the work and words of others. Academic plagiarism occurs when a 
writer repeatedly uses more than four words from a printed source without the use of quotation 
marks and a precise reference to the original source in a work presented as the author's own 
research and scholarship. Continuous paraphrasing without serious interaction with another 
person's views, by way of argument or the addition of new material and insights, is a form of 
plagiarism in academic work." 

Irving Hexham 
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