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Section 1: Rushmore University Policy and Regulations 

Rushmore University reserves the right to revise, modify, or repeal any of its policies and 
procedures at any time. Additions may be made to this Student Handbook at any time, 
subject to the approval of the Board of Governors, and students are advised that any 
significant changes will be announced online. They should then download the new version 
for access to current policies and procedures.

The Student Handbook is compiled and produced by the Board of Governors of 
Rushmore University, the Director of Admissions and Records, the Director of Editing, 
and the Dean of Graduate Studies. 

Rushmore University Objectives

Rushmore University has the following stated objectives:

• Maintenance of a noteworthy worldwide virtual school which delivers the highest 
level of education possible to students who request its services, regardless of the 
student’s location in the world, at a competitive price to other online schools.

• Expansion of the University on an ongoing basis to offer additional classes within 
multiple disciplines, and to offer both Accredited and non-Accredited degree 
programmes at the undergraduate and graduate levels utilising world-class 
advisors, editors, administrators, and professors. 

• Maintenance of resources which are capable of supporting students’ and faculty 
members’ research, academic excellence, and creative endeavours.

• Maintenance of a faculty of sufficient size to allow and encourage one on one work 
with each student enrolled, utilising the modified Oxford Tutorial Method of 
instruction.

• Creation of an environment for writing and critical discussion of topics where 
students are challenged, advisors and professors are engaged, and where students 
learn correct writing techniques through the auspices of the Rushmore Editing 
Department.

• Maintenance of Accreditation standards through agencies of worldwide 
recognition so as to make the value of a Rushmore accredited degree significant to 
the student and worthwhile to professional rating organisations.

The Goals of Rushmore University

Rushmore University will maintain the highest level of services to students and faculty as 
is possible. Any requests or questions will be answered within three working days.

Rushmore University will stress diversity within its student body as well as within its 
faculty and administration. No one will be denied application, entrance, acceptance or 
graduation based upon race, colour, creed, religion, or political affiliation. The diversity of 
student learners and faculty and staff benefits the educational process of preparing students 
as world-class learners and performers.

Rushmore University will attempt, at all times and in all ways, to identify student needs 
and develop programmes and plans to meet those needs, creating new and innovative 
programmes as demand occurs. We will work with our accrediting partners to ensure that 
the standards implemented meet or exceed the minimum requirements at all points in 
preparation, delivery, and assessment.

Rushmore University will regularly update all online learning resources and will seek input 
from as many diverse sources as possible.

Mission

The Mission of Rushmore University is stated within our Corporate Objective. 

Rushmore’s Corporate Objective: To furnish the highest quality education to our student 
learners, offered by world-class faculty who challenge our students to find a higher 
pathway for development of both their lives and careers, and to share with these learners a
format for self-learning, self-empowerment, and self-improvement.

Scholarly Misconduct Policies and Procedures

Rushmore University is fully committed to integrity in scholastic activities. These 
guidelines and policies apply to all programmes offered at the University. This Worldwide 
Code of Academic Integrity exists for the benefit of students, the faculty, and 
administrators.

Rushmore University is committed to a policy of Academic Integrity. All members of the 
University community are pledged to academic honesty. Any form of dishonesty is 
considered to be an affront to the University community as a whole, and is punishable by 
suspension or expulsion.

Cheating will never be condoned. All papers and projects submitted must be the students’ 
own work, or summarize the work completed for the specific work project as defined. 

 A student may not copy any papers written by others and submit them as 
their own.

 A student will not steal another’s work (plagiarise).
 A student will not aid or abet any form of academic dishonesty and will be 

punished for any academic dishonesty. Further, if the student has been found 
to aid others in academic dishonesty, he or she will be punished as if he or she 
were the primary offender against the rule or guideline.

Enforcement of these guidelines will be at the direction of the Dean of Graduate Studies, 
serving at the pleasure of the Board of Directors. Upon proof of any type of cheating or 
plagiarism, a student will be removed from the Rushmore Program. The extent, and 
circumstances in which the cheating or plagiarism is proved to have occurred, will be 
considered when deciding to suspend the student for a set period of time, or expel the 
student. If the student is expelled from the University, the University is under no obligation 
to return any funds which have been pre-paid by the student. If the student is suspended for 
cause, the cause will be considered when deciding how much, if any, of the prepaid funds 
will be returned.

Rushmore Code of IT Practice 

Computing resources figure prominently in the operation of Rushmore University. 
Students are connected worldwide via the Internet, and technology is a valuable asset 
without which the University would find it difficult to operate effectively.

Individuals who are granted password access to the Rushmore University site accept the 
responsibilities that accompany this access. The individuals who are granted password 
access to the website accept that this access is limited to accounts and resources granted for 
educational or administrative purposes and, except as provided for within this code, 
activities unrelated to these purposes are prohibited.

Rushmore University understands the connected new world in which learning now occurs. 
Officers and Directors of the University are committed to intellectual and academic 
freedom in connection with both the computing and network resources, including the 
ability of our students to access each other using University tools, as well as social media 
tools available at no cost to our students. Indeed, Rushmore itself operates a Linked In site 
for our students and graduates; it operates sites for those faculty and students who wish to 
follow Rushmore updates via home computer or mobile telephone connection. Such open 
access is a privilege not to be abused. It requires that all users act responsibly and all 
operations are legal and ethical, reflect academic honesty, and show restraint in the use and
consumption of shared resources across the web. The use of these shared resources should 
demonstrate a healthy respect for intellectual property, ownership of data, system 
mechanisms, the right to personal privacy, and the right of individuals and stakeholders 
worldwide to freedom from intimidation and harassment. 

It will be the responsibility of each Rushmore University student to be aware of his or her 
country’s own laws in connection with any work, study, or associated relationship or 
stakeholder interest. A relationship or stakeholder interest means anyone who is associated 
with the University, whether on a governing board, as a faculty member, as a student, or in 
any other relationship. If the laws in a stakeholder’s country conflict with US or UK law, 
then UK law will prevail. Although some laws available as protection may seem onerous, 
each Rushmore University stakeholder will take it upon him or herself to ensure that laws 
are followed — in both theory and practice.

All general University regulations and policies are applicable to the use of computing 
resources.

In the spirit of collegial learning and the sharing of information, Rushmore University 
elects not to block any learning material online from any country or region of the world. 
However, Rushmore University is aware that some pages of our website and some of the 
resources which are available online are blocked by some governmental agencies; notably, 
by the Government(s) of Iran, North Korea, Venezuela, and in some locations within 
China. 

Discrimination and Harassment

General Statement of Policy

It shall be a violation of this policy for any student, instructor, administrator, or other 
University personnel to discriminate against or to harass a student, administrator, or any 
other University personnel, through conduct or communication of a sexual nature or 
regarding age, disability, ethnicity, marital status, race, religion, sex, or sexual orientation.

The University will act to investigate all complaints, formal or informal, verbal or written, 
of discrimination or harassment based in whole or in part on any of these attributes, and 
will discipline and take punitive action against anyone who is found to have violated this
policy.

Any reports will be fully investigated by the Board of Governors and a report issued in 
writing to meet the concerns of the targeted party. Parties being investigated will be so 
informed by the Board of Governors.

Rights, Privileges, and Responsibilities

Students have the following rights: 

• Students have the right to expand their intellectual knowledge and learning by 
using the resources of the University.

• Students have the right to personal email access to advisors and editors for 
assistance with any projects undertaken.

Students have the following privileges:

• Students may exercise the privilege of access to University files open to student 
learners. They may contact other students via social networking tools and website 
contact.

• Students may use this learning experience as an opportunity to expand their roles 
in business, education, and/or any professional endeavours.

Students have the following responsibilities: 

• Be self-motivated and self-disciplined.

• Be a good time manager.

• Approach each course chosen at Rushmore with a desire to learn.

• Assume a leadership role, and be a teacher when necessary. Voluntarily help other 
students, bearing in mind, however, that doing other people’s work for them is 
tantamount to cheating.

• Develop needed technology skills. 

• Contribute to course discussions. Listen to their professors, and respond 
respectfully to their comments.

• Contribute to team activities, and respect the ideas of others.

• Comply with all course policies.

• Submit constructive suggestions for improving the course

Students have the right to expect that they will receive a response within three business 
days to any communication sent to a stakeholder in Rushmore University.

Students should only send communications to faculty or administration via standard 
Microsoft Word programs, and should not send encrypted emails. Faculty members and 
administrators have been advised not to open documents that appear to be of questionable 
validity or dubious provenance. 

Intellectual Property Rights 

Students and faculty members of Rushmore University have a right to expect that any work 
product submitted to the University for review, editing, or posting, will be protected from 
plagiarism or abusive and unfair claim by other stakeholders of Rushmore. Intellectual 
Property Rights are recognition of a property in an individual creation. Intellectual 
property rights may be associated with ideas or thoughts expressed in a paper, to creations 
of the mind, to proprietary formulas or ideas, to literary or artistic works. Legally 
presumptive categories include trademarks, patents, copyrights, or trade secrets. 
Additionally, application of even less tangible and defensible items may constitute a 
violation of the intellectual property rights of a student or faculty member. 

In any case where a violation of intellectual property rights is suspected, the aggrieved 
party should formally notify the Board of Governors, which will convene an immediate 
meeting to determine if, in fact, the stakeholder has an interest at risk. If it is determined 
that the stakeholder has an interest at risk, Rushmore will protect the intellectual property 
rights of the student or faculty member vigorously and to the full extent of the law in the 
domiciled country.

Student Privacy Policy 

Students have a clear privacy policy as regards their work product, grades, and creative 
endeavours. Rushmore will not, except when cooperating with a legally sanctioned 
inquiry, release data about Rushmore students or faculty, including names, grades, home 
locations, work undertaken or completed, or results attained. Any release of information 
not approved by the student will be limited to only information sought by a court of 
competent jurisdiction.

Section 2

Your first assignment is your profile, which must be completed before you start your first 
course for credit. Please email editor@rushmore.edu for the Profile Template and 
Guidelines. 

Developing Your Curriculum 

Some students design their entire programme when they begin, others design their 
programme as they study. As many students find, as they study over a period of several 
months, that the direction they wish to take their programme changes we strongly suggest 
that − unless you are following a prescribed programme of study − you develop courses 
to be taken in groups of no more than six at a single time. 

On the other hand, you can simply begin by selecting one or more courses you would like 
to take. There are no required courses for your unaccredited programme. Accredited 
programmes have specific guidelines and the courses to be taken will be augmented by 
electives. Here again, your Advisor can help you choose elective courses which will 
complement your prescribed course of study.

The Dean of Graduate Studies will appoint one of our professors to be your Program 
Advisor. He or she will help you plan and implement your programme, working closely 
with you through your initial courses.

Choosing a Short Course might be appropriate if you are not certain what courses you 
wish to take. These are also recommended for students who may have been out of the 
“habit of study” for some time. They can assist you in getting back into the requisite 
learning habits to make your studies productive. These courses also help you learn new 
skills in disciplines such as self-management, leadership, human relations, 
communications, creativity and personal achievement. Short Courses are numbered in the 
1000 range. Some of the popular ones are:

• 1100 Foundations of Self-Directed Learning 

• 1101 Hill on Personal Achievement 

• 1111 Website or Blog Development 

Short Courses are intended to help you develop your goals and plan your programme. 
They can generally be completed in 20 to 40 “clock” hours and earn one or two credits. 
The suggested length for a Short Course paper is 2000 words. It is possible to start 1100 
by downloading files from the Internet, upon request to the Director of Admissions and 
Records so that you do not have to wait for your books.

Among our most popular courses are those based on books written by Rushmore 
Professors, offering the unique opportunity to work with the Professors who wrote the 
books. Our students overwhelmingly give glowing reviews after these courses.

Practical Courses are intended to help you solve an actual or hypothetical problem you 
have identified. You will read a book or collateral articles and write a paper about how 
you implemented the ideas you learned, solving an actual or hypothetical problem. You 
can identify problems that you have now in your professional or personal life or expect to 
have in the future in your current job.

For example, you may develop your entrepreneurial skills, identifying an idea for a new 
business and collecting data that will allow you to create, evaluate and start your own 
business. If you are interested in developing your consulting skills, you can find an 
organisation that will allow you to volunteer your help, collecting, organising and 
analysing the necessary data to solve problems the organisation might have. If you need 
help in identifying a problem, you can contact the Dean of Graduate Studies for 
assistance. The suggested length of a Practical Course paper is 3500 words.

In contrast to a Practical Course, a Research Course does not require you to implement a 
solution to a specific problem. In some cases, you might want to complete a Research 
Course and identify possible solutions to a problem before you apply your solutions to a 
practical situation. Like Practical Courses, Research Courses also involve the study of 
information from numerous articles or books and they may also entail collecting and 
analysing original data.

After completing a Research Course, you should consider doing a Practical Course in 
which you implement one or more of the solutions that you came across in your Research 
Course. The length of a Research Course paper must not exceed 5000 words without 
prior approval.

We suggest the following courses for help in writing your Research Course papers:

• 1201 Booth on Research I 

• 1202 Booth on Research II 

• 1203 Cooper and Schindler on Research I 

• 1204 Cooper and Schindler on Research II 

Custom Research and Custom Practical Courses involve defined problems of your 
choice. You name these courses yourself, design them and assign them numbers in the 
range of 5000 to 5999. You must complete courses 1201 and 1202 before carrying out a 
Custom Course unless you have a waiver from the Dean of Graduate Studies. The length 
of a Custom Course paper is generally no more than 5000 words.

Your final assignment before you graduate will be to write your Capstone Paper. In this 
assignment you will discuss what you have learned in each of your previous courses, how 
each course has helped you and what has happened to you as a result of completing your 
Rushmore programme. Your Capstone Paper will be evaluated by the Dean of Graduate 
Studies.

In our Chartered Management Institute Certified Programme, you will adhere to 
published curricula as required by the Institute. You will choose Professors in the same 
manner, but only those specific Professors who have been certified by the Institute may 
teach courses within the Institute’s program.

If you are a Chartered Management Institute student, please contact Dean@rushmore.edu for 
additional information on setting up an additional Moodle Account for real time tracking 
of your work, and for communication with your Professor. The Dean can also forward 
the specifics of the Institute’s requirements upon request.

How to Obtain Books

Books are not included in your tuition fees. You should plan on spending ~$US400 for 
your MBA/Master’s program books and ~$US700 for your PhD/DBA program books.

Most students order their hardcover, paperback and audio books online and have them 
shipped to them. Two popular sources for new and used books are Barnes and Noble 
(http://www.bn.com/) and Amazon (http://www.amazon.com/). Another popular source for used 
books is Alibris (http://www.alibris.com/). Students in the UK might prefer 
http://www.Amazon.co.UK, http://www.WHSmith.co.UK, or 
http://www.bookstore.co.uk. You may also download some books as e-books or audio 
books or read them online.

We recommend that you do not use standard shipping if you live outside the United 
States or Canada unless you are prepared to wait up to twelve weeks for delivery. If you 
need your books more quickly than that, use expedited two- to five-day International 
Priority Shipping.

You will need a credit card to purchase your books over the Internet. If you do not have a 
credit card, we can assist you in your purchase. Simply send us the required funds via 
wire transfer or check and, in return, we will purchase a gift certificate and send it to you. 
Upon receipt you can purchase your books online using the gift certificate. Note that we 
cannot purchase books for you, nor can we download e-books for you. You must order 
the books yourself.

Requesting an Advisor

After you have selected a course, the next step is to arrange for an advisor for the course. 
You may ask to work with any member of the Rushmore faculty. Some faculty members 
work only in certain areas or with certain study levels of students and only specific 
Professors are certified for course presentation within the Chartered Management 
Institute Certified Program. 

If you select one of these faculty members for your work, the Dean will assign an 
alternative choice certified to work within the area of interest. Alternatively, you may 
ask the Dean of Graduate Studies to assign a professor who is available to work with you.

Please realise, however, that some of the professors whom you request may not be 
available to work with you at the specific time that you request them. For this reason, we 
ask that you list at least three professors with whom you would like to work on your 
course.

To request an advisor for a course, complete the Advisor Request Form. This form is 
transmitted directly to the Dean of Graduate Studies. If you wish to be assigned the first 
available professor, note that in the space for requesting professors.

The Dean of Graduate Studies will select an available professor to work with you as your 
advisor and will notify your advisor of his or her assignment. Subsequently, you will 
receive a letter of acknowledgement from your advisor via email with any relevant 
instructions that he or she may have for you.

Normally you will work with your advisor by exchanging email messages. Occasionally 
you may need to discuss something with him or her over the telephone if that is feasible. 
Your advisor’s mission is to assist you throughout your course by offering advice and 
asking and answering questions.

Some professors use personal email accounts to sort through the large amount of material 
they receive daily. Watch for the correct email address to your professor of choice in the 
confirmation email from the professor to you

Calculation of Credits

In the Rushmore Open Studies Program, it is required that you maintain a Journal of the 
time that you devote to each course. We ask that you prepare your Journal in accordance 
with our standard template, available online. Your Journal will detail the time that you 
devoted to reading books for the course, researching collateral references, writing your 
course paper and revising the paper in response to comments from the editor. You will 
submit your Journal to your advisor when you submit the paper or project required for his 
or her review. Typically, professors award one credit hour for each 20 clock hours that 
the student devotes to a course. However, this may vary based upon the quality of work 
submitted and the proof which is demonstrated that you understand the objectives and 
can implement them within the course. For example, if you spend 60 hours on a course, 
you will receive three credits for the course.

Maintaining Your Journal

Maintaining a personal journal is an integral part of your Rushmore experience.

There are no examinations at Rushmore. Your journal is your documented record of the 
time that you spend on each course. You are required to submit your Journal to your 
advisor each time that you submit a course paper. Please document your activity for each 
course. This serves several purposes. It informs your advisor when you worked, how 
long you worked and what you were doing. You should also include observations in your 
Journal about what you thought was important and what you learned during each session. 
These notes will assist you when you are writing your course paper and will be essential 
when you develop your Capstone Paper.

We ask you to prepare your journal in accordance with our standard template.

Submitting a Paper for Grading

Note: All requirements and guidelines for writing your course paper can be found in 
Section 3.

After your editor has completed the final edit of your paper, make all of the changes and 
comply with all of the editor’s comments. Remove any editorial comments, notations, 
track-changes mark-ups or highlights and submit a clean copy of your paper, with a copy 
of your journal, to your advisor. If you have not worked with your professor previously, 
you should also send him or her a copy of your profile to serve as an introduction. 

Your advisor will review the paper, make comments, award an appropriate number of 
credits for the paper and evaluate your course work with a letter grade. 

Posting of Grades

In the Rushmore Open Studies Program, the individual professor or advisor will advise the 
student of the grade assigned for the paper or project, along with comments or advice for 
change. These grades will be sent to the student from the professor electronically upon
assignment of a letter grade to the paper.

In the Chartered Management Institute Program, your grades are tracked within your 
Moodle Account, and can be reviewed at any time.

Grading of Work Product and Responsibilities Related Thereto

The grading system in use at Rushmore University is based upon a 4.0 QPA (A+) 
expectation of all work submitted. The University standard is to accept only A or B grades
on work, with the opportunity extended to any student who achieves a “C” on any of his or 
her work to raise the grade by up to one letter grade by resubmission of the paper or work 
product required.

The grading system at Rushmore University is based upon the following:

Letter Grade QPA Equivalency

A+ 4.0 Equivalent to 95-100 Points vs. 100 Pt. Total
A 3.7 Equivalent to 90-94 Points vs. 100 Pt. Total
B+ 3.5 Equivalent to 85-89 Points vs. 100 Pt. Total
B 3.0 Equivalent to 80-84 Points vs. 100 Pt. Total
C+ 2.5 Equivalent to 75-79 Points vs. 100 Pt. Total
C 2.0 Equivalent to 70-74 Points vs. 100 Pt. Total

Grades below C are not recorded, and results must be improved or students are not credited 
with the work attempted during the course. Grades of D and F are rarely, if ever, assigned. 
They convey zero QPA points if assigned.

The Official University Grading Scale is printed on each Transcript furnished to a student 
or at the request of a student. Your advisor will tell you how to do that when he returns
your capstone paper.

Keep Permanent Records of Assignments

Students are required to keep a copy of all graded work. In the event of a technology failure 
destroying an online grade book requiring grades to be recreated, it will be the student’s 
responsibility to provide a copy of those assignments grades.

Dropping Courses

A student may drop a course at any time during his or her course of study, and may 
substitute other courses within the same curricular sequence. The University does not 
track either Withdrawals/Failing or Withdrawals/Passing, since the sequence of events 
leading up to the drop may not be principally focused on the content required of the course.

Final Exams

Since all courses require writing of papers or project synopses, there are no written final 
exams. 

Publication of Papers

We encourage you to publish your papers. Among prospective outlets for your papers are 
your personal website, professional or academic journals and other business publications. 
Some of our students have even consolidated their course papers into a book.

As a published author with a degree, you will have more status, recognition, appeal and 
credibility than graduates of traditional business schools who rely solely on their degrees. 

If you wish your course paper to be made available for publication, please make your 
advisor aware that the paper is available by so indicating on the title page. Simply answer 
“Yes” to the question: “Permission to Publish on the Website?” Your Advisor will assess 
whether your paper is sufficiently meritorious to be published in the Rushmore Forum. If 
he believes that it is, he will recommend it to the Dean of Graduate Studies for 
publication. The Dean is solely responsible for publication of content that carries the 
Rushmore logo and endorsement. 

Steps for Initial Student Activity

Co-authored by Alan Guinn, Dean of Graduate Studies, Elizabeth Miller, Director of 
Editing Services, and Laurel Barley, former Chief Editor

Editor’s note: Some material in this section will be familiar to many students. The 
content and style have been purposely tailored to ensure all requirements are understood 
by undergraduates, students from countries with different educational systems, and 
students for whom English is not the primary language. However, even experienced 
graduates of UK and US universities should skim all the material for requirements 
specific to Rushmore University.

Unless you have been notified to the contrary, your Student ID is the initial of your first 
name followed by your last name, all in lower case font. For example, if your name is 
“John Smith,” your Student ID is “jsmith.”

Now that you have enrolled, you are ready to start your programme. To begin, we ask 
you to perform a few, simple, one-time tasks:

• Develop your online profile. 

• Set up and maintain your journal. 

• Develop your website. This is an optional task. If you decide to create your own 
personal site, you will receive credits for your effort. 

The next step is to choose an area of study, develop your personal curriculum and submit 
it to the Dean of Graduate Studies for review and approval. We offer an extensive list of 
suggested courses that have been popular with our students, among them:

• Short Courses 

• Courses Based on Books by Rushmore Professors 

• Practical Courses 

• Research Courses 

Many students are not comfortable with establishing their entire curricula at the outset. 
This presents no problem. If you elect to defer your curriculum, we have some 
suggestions below for your first courses in the absence of a curriculum.

In Section 2 you will find information on how to obtain the books that you will need for 
your courses and how to request an Advisor for each course, both of which you must do 
prior to beginning any course.

Questions

If you have any questions whatsoever as you pursue your studies, please let us know. 
There are three routes to have your questions answered:

• If you are beginning your programme and have questions, pose them to the 
Director of Admissions (admissions@rushmore.edu). You may contact him with your 
questions at any time during your programme. 

• If you are working with a Rushmore editor, address your questions to him or her. 
If your editor is unable to assist you, you will be referred to the appropriate 
person. 

• In the unlikely event neither of these routes yields results, feel free to contact the 
Dean of Graduate Studies (dean@rushmore.edu). 

Layout, Format, and Requirements of a Course Paper (excluding dissertations / 
theses)

Please note: if you do not know how to perform any of the Word program functions 
required to format your paper correctly, there are many resources available to you: your 
Help Directory or the software manual that came with your program, work colleagues or 
friends, or community education classes will be available in most countries. Correct 
formatting is the student’s responsibility.

LENGTH 

For Chartered Management Institute courses, the length will be specified in the course 
requirements. For the Rushmore Open Coursework Program courses, the maximum 
number of words in a practical paper is 3,500 words, and for a research paper it is 5,000 
words. This can be exceeded only with the authorisation of the Dean of Graduate Studies.

TITLE PAGE

A template will be sent by the Editing Service when you have completed your profile.

TABLE OF CONTENTS

You do not have to include a table of contents. If you do include one, it should be 
generated by the Insert, Index & Tables command. Make sure that you use the Styles 
menu for formatting the headings and sub-headings. 

PAGE SET-UP AND FORMATTING

Set your computer to A4 size, with top/bottom margins of at least 2.5 cm and left/right 
margins of 3.1 cm. Papers should be written in Times New Roman, font size of 12, with 
14 for the headings.

Insert a header, giving you name and the course number. Your footer should have the 
page numbers in the format Page x of x.

ALIGNMENT

Paragraphs can be flush with the margin or indented, but all paragraphs must be 
formatted consistently. If indenting is used, indent the paragraphs with a tab stop, not 
spaces, and leave a blank line between paragraphs. 

A very long quote of more than one paragraph should be indented.

LISTS

Lists should be formatted with the Word Bullet and Numbering function.
• Make sure your columns are correctly aligned.
• Keep the same style of bullet points throughout the paper.
• Be consistent from list to list with the formatting. If you write one list in 

sentence case, write them all in sentence case. (Sentence case is like a sentence 
– the first word starts with a capital letter.) 

• Make sure every bullet point follows grammatically from your introduction to
make a complete sentence.

TABLES

• Use the Table function
• Use clear column headings
• Align numbers to the decimal point, or right align for whole numbers

QUOTES & FOOTNOTES

Rushmore requires citations to be given in footnotes, not endnotes.

See these sources for how to cite sources you relied on in your paper.

• http://juno.concordia.ca/faqs/turabian.html.

• http://www.dushkin.com/online/study/dgen2.mhtml#Citations

• A Manual for Writers of Term Papers, Theses, and Dissertations by Kate L. 
Turabian http://www.amazon.com/exec/obidos/ASIN/0226816273/

Note that most quotes are from US writers, so if you use UK English you need to change 
the language setting. If you are writing in UK English and insert copied US text, the 
computer will reset to US and subsequent work will be in US English. If you type a 
quote in, with your computer set to UK English, the Autocorrect function will change the 
US spelling to UK spelling, making the quote incorrect. You also need to reset your 
computer to UK English once you have finished the quote in US English. 

As well as citing your sources for quotations, footnotes can be used to explain 
industry-specific jargon or local conditions or circumstances that affect the argument you 
are presenting. 

NOTE: In a course paper you may quote a maximum of 300 words, in total. You must 
cite your source of the concept, methodology or idea, but write it in your own words. 

PLAGIARISM: WHAT IT IS AND HOW TO AVOID IT

This is the use of another writer’s words – his ‘intellectual property’ – without his written 
permission. Rushmore’s editing service automatically checks for plagiarism, will reject 
any paper that contravenes the internationally recognised guidelines, and will inform your 
advisor and the Dean of the reason for the rejection. 

Two types of plagiarism

Plagiarism occurs when you use the thoughts or concepts of another person without 
acknowledgement of the source. At Rushmore, this means a footnote giving the name of 
the author and the source from which you obtained the concepts or ideas. The work cited 
should also be listed in the Resources or Bibliography section of your paper.
It also occurs when you use the words of another author without acknowledgement. To 
acknowledge the use of the words, as well as the concepts, you must indicate this with 
quote marks. The footnote is inserted in the same format and with the same detail as for 
use of concepts.

Copyright material

• You can quote up to one-thousand words or ten percent of a prose work under the 
‘Fair Use’ provision, provided that you use quote marks and acknowledge your 
source or have the written consent of the copyright holder. Any other use of 
copyright material is an infringement of the copyright and is a criminal offence. It 
could bring serious legal consequences and not only cost you, Rushmore 
University, and your advisor a heavy financial penalty in a court of law, but 
would also seriously damage the reputation of all parties. 

Material in the Public Domain (not copyright)

This category includes any material not covered by copyright, for example many 
government or industry publications and regulations, work for which the copyright has 
expired (50 years after the death of the copyright holder) or classical works e.g. 
Shakespeare. Use of these resources must be acknowledged in the same format as for 
copyright material. However, there is no limit to the number of words that can be quoted. 
NB: It is perfectly possible that the words in a recent translation of very old texts (e.g. the 
writings of Lao Tzu) may be copyright, as the intellectual property of the translator. In 
such circumstances, give the same information as for any other source but include the 
words ‘translated by…’ after the name of the author. You will, of course, be limited to 
the Fair Use provision.

Secondary sources

Some students have been unsure how to cite secondary sources. It is not difficult if you 
think it through logically:

• All concepts, ideas, deductions, conclusions and recommendations contained in 
the work, as well as the words used, are deemed to be those of the author of the 
paper, unless otherwise specified.

• It is intellectually dishonest, and in most cases an infringement of copyright law, 
to use any intellectual property (concepts, ideas or words), whether copyright or 
public domain, without attributing them correctly to the source.

• Therefore the objective in citing your sources is to show who can be credited with 
the ideas or words in your paper, and where the reader can access the source 
material.

If you cite a primary source there is no problem – e.g. you use the concept of the 2000% 
Solution and cite your source as The 2000% Solution, by Donald Mitchell, Carol Coles 
and Robert Metz, with the customary additional information. However, assume you have 
used material written by, e.g. A. Cleverman. The passage you use includes quotes from I. 
Khan, and S. Forth. Mr. Cleverman will have inserted footnotes giving his sources. He 
did the research to find the quotes or concepts, and he wrote the rest of the text. Your 
source is Mr. Cleverman – not the authors he cites in his work. You might never have 
heard of them or read their work. 

Therefore:

• You must include the information in his footnotes – because the owner of the 
intellectual property must be acknowledged.

• You must also cite Mr. Cleverman as your source, and include all the information 
necessary for the reader to access the work you used. 

NB: Apart from the aspect of intellectual integrity, there is a very practical reason for 
differentiating between primary and secondary sources. It is possible that Mr. Cleverman 
transposed his citations for two quotes – therefore the attributions are incorrect. Or he 
omitted a few words (perhaps even one that would reverse the meaning, such as ‘not’), or 
made a typographical error. The informed reader is therefore sceptical of secondary 
sources, which will affect the credibility of your proof or argument. As the work of a 
writer using a secondary source may in turn be used, more mistakes are introduced. 
Eventually, any resemblance to the original is good luck!

Note also that many internet sources lack intellectual credibility. While it might be valid 
to use, for example, Wikipedia −or even a blog or published student essay − for ideas, 
general information, or references to academically credible sources − such sources must 
not be relied on to justify a premise on which you base your argument, nor should they be 
used as proof of concept. Wikipedia will not be accepted as a reference source due to the 
lack of credibility of the entries provided. Although some entries may be correct in facts 
or assumptions, it is not considered a “credible academic source’. Citing such sources 
will result in your editor returning your paper for revision, as non-compliant with course 
requirements.

Warning: Do not use unreliable sources, such as seminar handouts. They may contain 
plagiarised material for which the student who uses them will then be held responsible. 

EXAMPLES OF CITATIONS

For examples of citations, see the text mentioned earlier.

NUMBERS

The formatting of numbers in countries speaking UK and US English differs from the 
format commonly used in European countries.

• Numbers under ten should be written in text (except in accounting or statistics, or 
course).

• Do not use a numeral at the beginning of a sentence.

• Use a comma, not a full stop, in numbers (e.g. 50,000).

• Use a full stop as the decimal point. For example (93.9%).

• Format currency consistently, for example $US100 or US$100 or 100 USD are all 
acceptable, but all monetary sums should be formatted the same way.

• Do not use an apostrophe in dates. For example, the 1990’s is incorrect. It 
should be the 1990s. 

DATES

Dates given in the title page or text should be written, to avoid misunderstanding. For 
example, 5/10/2010 would be read by a speaker of US English as ‘May 10, 2010’ or 
‘May the 10th, 2010’. A UK speaker would read the same date as ‘the 5th of October 
2010’. There is no misunderstanding if you write May 10, 2010, which is the standard 
format used at Rushmore. 

ABBREVIATIONS

When you use an abbreviation for the first time, put the word or title in full, followed by 
the contraction or abbreviation in parentheses. For example, International Monetary Fund 
(IMF). You can then use the abbreviation on its own throughout the rest of the paper. If 
you use a lot of abbreviations, you might like to include a list of abbreviations at the 
beginning of your paper. Make sure that you have used full stops in common abbreviated 
such as e.g., etc., i.e.


