Format Guidelines for Creative Writing Assignments


[image: image1.wmf]I read thousands of pages of student work every marking term (most of which is read on my own time), all of which needs to be graded by deadlines. Therefore, I appreciate your understanding that I do not have the luxury of being flexible with extensions, re-grading, or deciphering careless errors. 

· As-Is. A submission will be graded as-is. I will not re-grade it when you submit the draft, rubric, or other half. Therefore, decide beforehand whether to submit it on time and incomplete, or complete one day late (-10). Don’t ask me what to do; it’s your call.

· Precision and Attention to Detail. Every assignment must conform to guidelines, have the rubric attached, and must be as easy to understand as possible. Careless mistakes and lack of proofreading are inexcusable. In addition, they are inconsiderate of your reader. ( Please note that a significant number of points will be deducted for formatting or stylistic errors. Please make sure you have met all criteria on any rubric provided. 

· Common Courtesy of Proofreading. I am not a detective. If your submission disregards the common courtesy of proofreading and editing, I will not stumble through frequent errors to try to piece together meaning. The writing will be returned to you for immediate correction. Re-submit it the next day (-20 points for being 2 days late)—no later.

	IF YOU NEED HELP, PLEASE ASK

☺
	· I am happy to help. If you need to meet with me, please make it a priority to meet with me early, well before your assignment is due. You will be less stressed and will have time to make improvements to your piece. Do not wait until the last minute. Lack of preparation on your part does not constitute an emergency on my part.

	ROUGH DRAFTS
	· A rough draft is not scribbled notes or handwritten. It is a complete, typed assignment that is ready for your writing group to read.

	STANDARD PAGE LAYOUT

HEADING 

AND TITLE
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Title of Your Play, Poem, or Story

     Heading must include your first and last name, teacher’s name, course title, and due date. Last name and page number must appear in the upper right-hand corner of all pages. Center the title at the top of first page. Do not underline your title, put it in quotations marks, enlarge it, or type it in all capital letters!!!  

     To create a header so that your name and page automatically appear on all sheets, go to the top toolbar; click View, Header and Footer. Type your name; click Insert Page. 

	REVISE!
	Revision means significant changes to the content of your piece. It is not the same as editing or proofreading—changes in form.

	SPELLING
	· Spell check will not catch everything. Read your work aloud to double-check for errors. Don’t be lazy! There is no excuse.

	CONSISTENCY
	Where you have an option—such as either including or omitting punctuation in a poem—choose one format and stay consistent!

	STANDARD 

PAPER, INK, FONT, 

AND SPACING
	· Type using black ink only. No printer excuses. Plan ahead. Ask for a Computer Lab pass in advance if you need one. If your computer prints in another color (such as light blue), photocopy it black.

· 12-point font, Times New Roman or Arial only. 

· Double-space throughout a short story. Do not separate paragraphs with extra spaces! They should not “float.” Poems are single-spaced, except for stanza breaks. See examples in Poetry Packet.

· Paper: Use one side of unlined, white, 8 ½” x 11” paper.

· Never use a cover page or plastic report cover.


	AUDIENCE, 

DICTION, AND 

STYLE
	· Use vocabulary that is at or above your grade level. Do not use IM or chat room abbreviations. (No, u, b/c)

· Slang may be appropriate if you are writing dialogue. 

· Do not use profanity.

	GRAMMAR 

AND 

MECHANICS

(spelling, punctuation, verb tense, pronoun agreement, etc.)
	· Be careful with “repeat offenders” which include: there/their/they’re, your/you’re, its/it’s, effect/affect, too/to, and women/woman.

· Keep verb tenses consistent. If your story is in the present tense, for example, do not switch back and forth between present and past.

· Punctuate properly. Avoid sentence fragments and run-ons.

· Do NOT link two sentences together with a comma. It’s wrong and is known as a comma splice (CS). Use a semicolon or period instead.

· A semicolon (;) separates two independent clauses. In other words, each clause that appears on either side of the semicolon must be able to stand alone as a complete sentence. If either cannot, then you have not used a semicolon properly.

· Watch out for pronoun agreement. 

· A person should proofread their own essay. (Doesn’t agree; person is singular, but their is plural.) 

· A person should proofread his or her own essay. (Agrees)
· People should proofread their essays. (Agrees)

	PROOFREAD 

AND

EDIT
	· Careless mistakes and lack of proofreading are inexcusable. A careless error every once in a while is understandable. However, multiple errors are inconsiderate of your reader.

· Use a peer editor, as well as spell-check if your computer has it; but do not rely on them solely, because they don’t necessarily identify all errors. Read your work out loud to double-check for errors. It works!

· I am not your editor! When graded work is handed back to you, I will have pointed out some of your errors. However, do NOT assume that I have corrected them all! I am not your editor. That is your job. Therefore, when revising a piece for your final portfolio, remember that YOU need to proofread and edit on your own!

	FINAL DRAFT

100% READY
TO SUBMIT

ON TIME
	· A typed, finished copy of your assignment (stapled prior to your arrival, including rubric) must be fully ready to submit when you walk through the door at the beginning of class on the day it is due. There will be no stapling or printing at the beginning of class.  

· No computer/printer excuses. Assignments are not accepted on disk or via e-mail. No exceptions! Please plan ahead.

	PUNCTUATING 

AND SPACING DIALOGUE IN A SHORT STORY OR PERSONAL NARRATIVE


	· Punctuate and space dialogue correctly. Notice the capitalization, the placement of the commas, question marks, and periods.

· Each time a new character speaks you must indent and create a new paragraph. This eliminates confusion about who is speaking. Take a look at this example from Of Mice and Men:

     Slim came directly to George and sat down beside him, sat very close to him. “Never you mind,” said Slim. “A guy got to sometimes.”

     But Carlson was standing over George. “How’d you do it?” he asked.

     “I just done it,” George said tiredly.

     “Did he have my gun?”

     “Yeah. He had your gun.”

     “An’ you got it away from him and you took it an’ you killed him?”

     “Yeah. Tha’s how.” George’s voice was almost a whisper. He looked steadily at his right hand that had held the gun.

     Slim twitched George’s elbow. “Come on, George. Me an’ you’ll go an’ get a drink.”

     George let himself be helped to his feet. “Yeah, a drink.”

	DIALOGUE, STAGE DIRECTIONS, AND LINE SPACING IN A PIECE OF DRAMA
	· Put the names of characters in ALL CAPS when mentioned in stage directions or when marking who is speaking.

· Dialogue in a play does NOT have to go in quotation marks. Single-space the dialogue, and double space between dialogue and stage directions.

· Stage directions must be italicized, indented, and in parentheses. Take a look at the following example from Lost in Yonkers:

EDDIE (To BELLA)      Alright. Then give me a smile and a hug.

     (BELLA throws her arms around EDDIE’S neck)

BELLA      Don’t go away, Eddie…Stay and live with us…I miss you so much…She’s so mean sometimes.

EDDIE      No she’s not. She’s just getting old…I can’t stay, honey. I have to go away for a while. But the boys will be with you. They’re looking forward to it…Look how happy they look. (ARTY and JAY force two big smiles at her) …Would you like to lie down in your room for a while, Bella? Momma has to talk to the boys now.

BELLA (Grabs his hand)     No. I want to stay here with you.


[image: image2.wmf]DISCLAIMER

Plagiarism and Inappropriate Content

If you are unsure whether your subject matter is suitable, please run the idea by me first.

1. Content

I support artistic truth and creative expression 100%. However, please make sure that the writing you submit is appropriate for the high school classroom setting. Writing that could be interpreted as remotely offensive, demeaning, degrading, vulgar, threatening—or contains gratuitous or graphic depictions of sex, violence, or vulgarity—will be deemed “ungradeable.” That doesn’t mean that you have to write about bunnies and rainbows. In fact, that makes me want to hurl. I like the edgy stuff. I have experienced—and enjoyed—Tarantino films, Puzo novels, and Bukowski poems. I watch South Park. However, please do not submit writing that by comparison makes these works seem like Blue’s Clues, Sesame Street or the Teletubbies! I’m confident that you will have plenty to write about and will not have to compromise your artistic integrity!

2. Suicide and Other Violent Topics

One my favorite poems is Anne Sexton’s “Wanting to Die.” However, if your writing indicates that you might actually harm yourself or anyone else, I will have to notify your guidance counselor and provide him/her with a copy of the piece. I don’t do it to “rat you out.” Remember, I wouldn’t be in this profession if I didn’t care about kids. In the wake of Columbine and other school tragedies, the faculty and administration want to ensure a safe environment for everyone—including you!

3. “Venting”

Although writing is a catharsis, Creative Writing class is not an appropriate forum to vent anger about faculty, administration, or other students. Please do not write anything that would be construed as antagonistic, slanderous, or threatening to anyone. Even if you change the location or the names of the people involved, it is in appropriate. 

4. Plagiarism

Submit original work only. Failure to do so, either intentionally or unintentionally, is academically dishonest, including

· Copying or paraphrasing (in whole or in part) a quotation, poem, novel, story, script, lyrics, or ideas from any source (including the Internet)—even if you replace some words.

· Having a friend or relative write (ghostwrite) the assignment for you.

The burden of proof does not rest solely on the teacher to prove a student has plagiarized; it rests on the student to prove the work is his or her own. Save notes and drafts until the course ends. It’s critical to have documentation to show how your ideas were developed. 

5. If you turn in plagiarized or inappropriate work, there will be no “do-overs” or second chances. Therefore, exercise good judgment.
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