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Guidelines for the application of penalties when limits for coursework length are exceeded
The points below discuss factors to consider in the application of penalties when the specified length limit for assessed coursework is exceeded.

· Where coursework assignments are described in course outlines or other documents, the length limit should be made clear and the policy on penalisation when the limit is exceeded should be referred to (either explicitly or by reference to another appropriate source such as a handbook).
· It should not be expected that staff will check individual submissions unless they are concerned that the length limit has been exceeded. Limits expressed in terms of number of pages (with specified rules for presentation format) are generally easier to police than those expressed as word limits. Rules on margins, font and font size for submissions can also assist estimation for word based limits. 
· It is advantageous if a consistent policy is applied across the school and penalties should not be left simply to the discretion of the individual course leader. A School policy helps provide consistency in treatment of different cases, clarity for students and also protects staff from potential pressure not to impose a penalty.
· The structure of a penalty regime should recognise the extent by which a submission exceeds the length limit. This is probably best expressed in percentage terms to allow for the fact that different assignments will have different word lengths. Qualitative terms such as “significantly over” leave ambiguity for both student and marker.
· Penalties that are expressed in absolute marks (rather than as a proportion of the mark awarded for the work) have the advantage that the penalty is based on the extent of the fault in the submission rather than on the quality of the work (proportional penalties mean that better quality work suffers greater penalty). The scale of penalties imposed should act as a clear signal that word length is important and provide an appropriate disincentive to excessive submissions. 
· There can be recognition that, in the extreme, an over-length submission can be viewed simply as not having met the requirements of the assessment and for a mark of zero to be recorded without the submission being marked.
· A potential penalty scheme is set out in the table below, though it is recognised that individual schools may adopt their own regime:

	Extent to which limit is exceeded
	Penalty to be applied

	No more than 10% over the limit*
	5 marks

	More than 10% but no more than 25% over the limit
	20 marks

	More than 25% but no more than 50% over the limit
	50 marks

	More than 50% over the limit
	The work will not be marked and a mark of zero will be recorded

	* Penalty may be waived where the limit is exceeded by a trivial amount 
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