
Stewart Dent 

Mr. Ferguson 

ENG4C Period 4 

February 3, 2020 

Assignment Guidelines for Mr. Ferguson’s English Class 

Please follow these directions for the preparation of a written assignment or an essay. 

1. Save a copy of your assignment to your OneDrive, on your computer at home, or on a USB 

key.  If you are unable to submit a printed copy of your assignment on the due date, you must 

submit your assignment by email to me. However, you must print a copy of the assignment to 

give to me. Please make sure that you print your assignments before class time.  

2. You should word process all assignments. Assignments must be double-spaced. The margins 

should be one-inch wide. If you cannot word process an assignment, you must write it out by 

hand. For handwritten assignments, use lined notepaper. Write in blue or black ink on every 

other line on one side of the page only. Make sure that your handwriting is neat and readable. 

I will not accept illegible assignments. 

3. Put your name, the teacher’s name, the course and period number, and the date in the top left-

hand corner of the first page (see example at top). This information should be double-spaced. 

Title pages are not required. 

4. Give your assignment an original title (not "Assignment #2"). The title should reflect the 

content of the assignment ("My Summer Vacation" or "The Use of Blood in William 

Shakespeare's Macbeth"). Centre the title at the top of the first page beneath the personal 

information described in number 3. Capitalize the first letter of the first and last words of 

your title and of all the other important words except a, the, for, and, but, in, with. Do not 

underline, italicize, or place your title in quotation marks. 

5. Indent the first line of each paragraph one tab from the left margin. Use the “Tab” key as 
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opposed to pushing the space bar five times.  Do not put extra spaces between your 

paragraphs. 

6. Print your assignments single-sided. 

7. In formal essays, avoid using slang (Hamlet is such a wimp!), colloquialisms (Winston really 

opened up a can of worms), jargon (John's business was considered on the bleeding edge), 

crude language (I don't give a crap), and contractions (for example, “don’t,” “what’s,” 

“should’ve”). Never refer to yourself (I, me, in my opinion) in a formal essay.  The 

preceding rules do not apply to fiction writing or informal writing, but you should always 

attempt to use your “best” language.  Do not use symbols, abbreviations, or SMS (Short 

Message Service) language (or textese) in your assignments (&, b/c, LOL, btw, HTH [hope 

that helps], IIRC [if I recall correctly]).  Spelling and grammar do count in English 

courses! 

8. Fasten the pages in the upper left-hand corner with a staple.   

9. The best fonts to use are “Times New Roman” (like this font) or “Arial” (like this font).  The 

best size of text is 12.  Do not use italics (words that slant) except for the titles of novels (The 

Road), which you can also underline (The Road).  Put double quotation marks around the 

titles of short stories or poems ("The Cask of Amontillado," "The Highwayman"). 

10. If in doubt, ask the teacher or check online. One good site for essay formatting is the Purdue 

Online Writing Lab (https://bit.ly/2FHJRMP). 


