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Economics Workshops Policy Paper

There are different protocols to follow, especially concerning:

Referencing (identifying the source of information)

Quotations (citing something that was said or written by 
someone else) – important to avoid plagiarism

Footnotes  (to provide further information, explanation or 
definition)

Bibliography (the web sources or book sources or media 
sources used in the text)

Layout (language, page numbering, spacing, etc.)



  

Policy Paper Format
I recommend size 12 font with 1.5 interspacing (Format / Paragraph / 
Interline). 

● European English (UK / Royaume Uni) unless requested to use 
American English. Don't mix the two! (ctrl A – rather than using the 
mouse)

● Number the pages not including the Cover Page and Contents Page

● Cover page

– Your Name (English style. David Rees, not REES, David)

– Your student number

– The ESSCA logo

– The course title and teacher's name

– The date (or month and year)

– The title of your Policy Paper



  

Correct English

Use your computer to avoid language errors. Select all the document (written 
or to be written) by using ctrl A.

Different software have different ways of correcting the language and 
punctuation. 

If a word is incorrect, it will be underlined in red. Click right on the word to see 
the possible corrections. 

If a word is underlined in blue, there is a grammatical or punctuation error. 

If the word is not in the computer's memory, you can add the word to the 
memory for future use. 

To add a link, select Insertion / Hyperlien (useful for your bibliography)

For language and grammar correction, see the guidelines from Microsoft 

https://support.microsoft.com/en-us/office/add-an-editing-or-authoring-language-or-set-language-preferences-in-office-663d9d94-ca99-4a0d-973e-7c4a6b8a827d
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After the Cover Page, you should have a separate summary of the 

contents which would normally include: Introduction, Content (divided 

into different parts) and a Summary or Conclusion (which should include 

your personal opinion / thoughts about the subject) and a bibliography. 

Each part of the Summary should indicate the page number concerned. 

For example:

Contents Page



  

Contents

Introduction 1

Karl Marx and Cultural Hegemony 2

Cultural Hegemony in the 21st Century 4

Media Control in France 6

Conclusion 8

Bibliography 9



  

References
When you make a statement, the reader needs to know where the 
information came from. 

For example:

******************************************

He was also a great speaker – most notably in his speech to the House 
of Lords in 1945 (Keynes, 1945) concerning the lamentable terms of the 
American loan to the British government.

     *******************************************

The reference (Keynes, 1945) will refer back to the bibliography where 
the reader can find the full reference with the editor etc.

NB. ChatGPT does not reference unless asked to do so!

Only include the family
name and date



  

References

Any confirmation needs referencing.

Spot where referencing is needed.

************************************************************************

The UN estimates 60% of cereal production losses in 2023. This 
could provide another wave of emigration to Europe adding to the 
increase of EU immigration in 2022. The French political reaction is 
already vocal in the press. 

The UN estimates 60% of cereal production losses in 2023 (UN, 
2023). This could provide another wave of emigration to Europe 
adding to the increase of EU immigration in 2022 (European 
Commission, 2022). The French political reaction is already vocal in 
the press (Monde Diplomatique, January 2023). 

*************************************************************************



  

FootNotes

Insert a footnote to provide further information, a definition or an 
explanation. (Insertion, note de bas de page). Not 'Insertion, pied de 
page). The number will change automatically. 

For a Policy Paper, the note is at the bottom of each page, not at the end 
of the paper. It is inserted automatically by the computer. 

For a chapter in an academic book, the note is provided at the end of the 
chapter. 



  

Quotations
Make it easy to see that you are quoting someone, so that it is not seen 
as plagiarism

      ''We had no respect for traditional wisdom or the restraints of custom.  
       We lacked reverence... for everything and everyone''. (Rosenbaum,   
       1995, p. 95).

The reference to Rosenbaum, 1995, p.95 will be found in the 
bibliography. 

When quoting, make the quotation easy to identify. This is often done by 
indenting (left margin moved to the right) and / or by using italics. This is 
important so that the reader can see that it’s not plagiarised, but a 
quotation from someone else. For example:

Only include the family
Name, date and page number



  

Quotations. Example.

Keynes did not believe that a Smithian 'invisible hand' would 
automatically correct the economy – invisible, perhaps, because it 
does not exist. Keynes understood that market forces will not provide 
the economy and hence society with what it requires.

“It is the well-being of human beings and human society that 
lie at the heart of Keynesian economics. This comes very close 
to the socialist belief that the economy should serve men, not 
men the economy… It should be not the greed of the few but the 
needs of the many that are the driving rationale for economic 
decisions” (Hoerber, 2017).

But, although convinced of the social, political and economic 
importance of full employment, and a somewhat unhappy member of 
the Liberal Party, he opposed the Labour Party of the day as much as 
he opposed the Conservatives.

(from Rees, 2019)



  

Bibliography
The bibliography should be in alphabetical order (for an Assignment / 
Policy Paper) or can be in chronological order for a book or book 
chapter with different sections.

Do not simply provide a link such as:
https://www.nytimes.com/2011/03/25/opinion/25krugman.html

since the reader doesn’t know what is the content or the author, so 
do it like this:

Krugman, Paul. The Austerity Delusion. New York Times, 2011.
https://www.nytimes.com/2011/03/25/opinion/25krugman.html

https://www.nytimes.com/2011/03/25/opinion/25krugman.html
https://www.nytimes.com/2011/03/25/opinion/25krugman.html


  

Bibliography

There are different protocols for making your bibliography. You can 

choose the protocol that you like, but always use the same protocol for 

the whole bibliography.

I recommend using Google Scholar. Once you have found your 

reference, go to 'citer' to choose the protocol you are going to use



  

Bibliography with Google Scholar

https://scholar.google.fr/


  

Bibliography with Google Scholar

Choose one of these protocols and always use the same. 'Harvard' is not available 
on Google Scholar.



  

Bibliography for a webpage
Google Scholar might not find articles from the web or the press, so use Scribbr



  

Bibliography for a webpage (Scribbr)



  

Bibliography for a webpage (Scribbr)

Be careful. In this case Scribbr is using French. 

Check it carefully to 

convert it to English 



  

Policy Paper Exercise
Write a short text with a title, your name and group (2 or 3) (without a 
cover page and contents list).  Following these guidelines:

UK English

● Size 12

● Interline 1.5

● Include 2 footnotes

● Include 2 references

● Include 1 quotation

● Include page numbering

● Include a bibliography (including the references and quotation) using 
one of the protocols proposed by Scribbr or Google Scholar

● Include at least one web reference in the bibliography

● Record it as a pdf 

● Send it to me david.rees@essca.eu

mailto:david.rees@essca.eu
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