



For Mrs. Hanson’s English Class

HOW TO WRITE A SUCCESSFUL ESSAY

FIRST!   

Read through the writing prompt to discover the actual writing task.  Underline it.
Create bullets for each aspect of the writing task:  literary term #1, evidence, etc…

NEXT!

Write a thesis statement answering the task.  Include subtopics in a list, separated by commas. 

THIS IS THE FOCUS (controlling idea) of your essay.

THEN!

For each body paragraph:


Create topic sentence based on one subtopic listed in the thesis statement.   

(Thesis should give hints to what body paragraphs will discuss.)
Support topic sentence point with EXAMPLES, EVIDENCE, EXPLANATION, 

DETAIL and DESCRIPTION   




Without this support, you are really just listing points.  This is your opportunity

 to show off all your understanding of the topic.  Pretend that your reader

 doesn’t know anything about the topic (they are stupid and you have to explain 

everything).  

Write a transition to the next paragraph.  (Connects one point of answer to next.)

REPEAT THIS FOR EACH BODY PARAGRAPH (number of subtopics)

FINALLY!

Conclusion:   

DO NOT INTRODUCE ANY NEW INFORMATION in the conclusion that was not already THOROUGHLY explain in a body paragraph.

Restate the thesis.   Make sure it is slightly different from the introduction because you have already proven the validity of your position to your reader (in the body paragraphs) – whereas in the introduction you were basically giving them a preview of your ideas.  

** Throughout the essay, try to use similar language that is found in the writing prompt (buzz words).

OUTLINES

***Roman numerals (I,II,III,IV etc…) will always denote a paragraph.

~~~ Alphanumericals will always denote topics and sentences.

          (Alphabet = topic     Numbers = sentences)


 General rule of thumb – don’t label A unless you have a B in the same

 paragraph.  Just have the tabs mark where you will have your main idea…

    This will be a general illustration of a classic five-paragraph essay.

I. Introduction

A. Thesis

1. A sentence after the thesis to further explain it or to give detail.

2. Another sentence for explanation or detail.

3. A transition sentence showing ‘train of thought’ to next paragraph.

II. Paragraph #2 (general topic)

A.  Topic sentence for this paragraph.

1. A sentence to further explain the topic sentence or give detail.

2. A transition sentence showing ‘train of thought’ to next paragraph.

III. Paragraph #3 (general topic)

A. Topic sentence for this paragraph.

1. a sentence to further explain the topic or to give detail

2. A transition sentence showing ‘train of thought’ to next paragraph.

IV. Paragraph #4  (general topic)

A. Topic sentence for this paragraph.

1. A sentence to further explain the topic or to give detail.

2. Another sentence for explanation or detail.

3. A transition sentence showing ‘train of thought’ to next paragraph.

V. Conclusion

A. Wrap up sentence to show you are almost done.

1. A sentence to illustrate you have proved one point.

2. A sentence to illustrate you have proved another point.

3. Another sentence to illustrate you have proved last point.

B. Restate your thesis statement.

     (The number of sentences per paragraph are up to the writer.  This outline is meant to be used as a general guide to the creation and use of an outline.  Each essay will have a different outline that is as original to the essay as the essay is to the author.)  This should be used with your “train of thought” notes to be used successfully.

COMPOSITION RULES

for Mrs. Hanson’s class

1. Use all writing stages: (color code to double check that you have a solid essay)
· prewriting

· drafting

· editing (with dictionary)
· revising
     (Get as many opinions on your paper as necessary to proof it for content and mechanics.)

2. MLA format must be used

3. Double space all work  (font between 10-14    with   1-1 ¼” margins on each side)

4. All formal papers will be typed  (in black or dark blue ink only)
5. Rough drafts must be turned in with final copies in this order:

· title page

· outline

· rough draft  (one early copy of rough only)

· final copy

6.    Your paper will lose 50% automatically if you use the words ‘get’, ‘got’, ‘you’ and ‘your’.    Be clear and definitive with your vocabulary.  These words lack definition and purpose.  

7.    You are writing the paper for a purpose.  The entire paper should be able to be summed up in one general sentence that tells you where you are going.  This is your thesis statement.  You should state this relatively early on for clarification.  Everything else in the paper should be like a road sign pointing directly to the thesis.  If you get off track in the paper, as on a road, you will get lost.  The reader will get lost as well and then your purpose isn’t being fulfilled.  The conclusion should tell the reader that they have arrived at the destination you have been traveling towards.

8. Content includes: length, evidence, amount of summary, and ingenuity (creativity).
Technique includes: style, grammar, usage, spelling, punctuation, flow and use of the ‘forbidden words’ (you, your, get, got) when not used in a quote.

MLA format includes: layout of title page, outline, quotations, citing work, bibliographies, and notecards.   (This is much easier than it sounds.  You have a format, you just plug your information into it and you are done.)

9. Remember how to punctuate titles and works; Novels and Full Length Plays, “Short Stories”, “Poems”, “Essays”, “Articles” and “One Act Plays”.

10.    Do NOT start working on the title page until the rest of the essay is finished. 

PEER-EDITING SKILLS

(TO BE USED ON EACH ESSAY THROUGHOUT THE YEAR)

You will have others use the checklist form of this for your feedback. 

*Each of you should check your own work for problems as you are writing it and after you write it (before you bring it to class).  You are one receiving a grade for the project.  You have the right to refuse suggestions written by those editing your paper in class.  Make sure that if you refuse a suggestion it isn’t out of pride or spite, but because you have chosen to take a different approach as a form of ‘craft’.*

THE GOAL of peer-editing is to learn the skills and recognize problems in other papers and your own so that eventually you will learn to avoid making them during the writing process.  

Stage 1:    

· Does the essay answer the entire question or task?  Does it have a focus?  

· Look for words that are spelled incorrectly.  Double-check the spellings in your dictionary and then circle them if they are incorrect, leave them alone if they are correct.

· Underline words that are used incorrectly (homonyms, tense, incorrect usage)

· Highlight sentences that need to be reworked either for meaning or flow.  Give some clue to the author as to what needs to be fixed (i.e. ‘confusing’).

· Examine the outline provided by the author.  Note any discrepancies between the outline and the draft.  

· Is the entire paper one HUGE paragraph?  Are the paragraphs divided where they should be?

Stage 2:

· Look for clear thought.  Are the paragraphs in order?  The sentences?  Tell the author if something seems out of sync, make suggestions to improve.

· Imagine you are getting this information for the first time.  Does it make sense?  Is anything lacking?  Would examples help?    

· Does each paragraph have the following: a clear topic/thesis, a good explanation followed by details and examples?

· Also look for too much information.  Is the information too specific?  Is it too in-depth for the general public?  Does it lose the reader?  

· Look for repetitive words.  They get very boring to read after a while.  Let the author know the patterns you see.
Stage 3:

· This is the time to examine the paper for my composition rules.  Are they in place?  Are any violated?

· Look for smooth transitions between thoughts.  Sentences and paragraphs should show the ‘train of thought’ clearly.  Mark a capital T where you think a transition needs to be made, or done more smoothly.

· Does every sentence start with the same word?  Is there a variety of how the sentences are formed?  Are they all simple sentences? (Jane sees Spot run.)   Is it boring to read?  How can they spice it up and make it more interesting?

Throughout the paper ~~~  You need to write positive and constructive comments to the author.  Let them know what you find interesting.  Let them know what you find humorous.  Respond to their comments and questions (on paper) as if they were talking to you in person.  Let them know they are communicating with you, not just writing for you to rip their paper apart.  Your job is to help them get their message across to the reader in a more professional manner.  As with the rest of the class time, it is crucial that you show RESPECT during our writing workshops.

ABSOLUTELY NO PERSONAL ATTACKS OR NEGATIVE COMMENTS!!!   

Procedure for typing a formal essay:

· Type the entire essay into the H: of Microsoft Word  (save often)

· Create a title page for your paper -- **see instructions on bottom

· Use no larger than a size 12 font for the text of the essay (title/name can be larger)

· Double space the entire essay

· Either skip a space between paragraphs (aligned on left margin) OR indent each new paragraph 5 spaces or with the tab key

· Run both spell check and grammar check (from WORD) on your paper.  These changes are SUGGESTIONS – use your dictionary to double check them before you change it. 

· Print out one copy to have peer-edited by others in class and out.  You also need to peer-edit other’s essays.

· Make revisions of all the mistakes found through the editing – save your finished copy.  It is YOUR paper – you decide what changes to make.  If you think something should be changed that isn’t marked – change it.  If someone makes a suggestion for a change that you don’t like – don’t change it.

· Print out a final copy of your finished essay (it should be perfect) that will be turned in for a grade.
**Title Page Directions:
Follow the directions below and your title page will be centered perfectly.  In single space mode:

 

A. 12 enters (moves about one-third down the page)

 

B. Title is in Capital letters.

 

C. Title must be centered in the middle of the page. 

 

D.  Title can be in slightly larger font size then the text.
 

A.     Hit Enter 17 times after the title.

 

B.     Type and center the name of the writer.

 

C.     Enter after the name of the writer.

 

D.     Type and center the name of the course.

 

E.      Enter and type the name of the teacher

 

F.      Enter and type the date

 

http://www.edu.pe.ca/athena/paperhandbk.htm
How to type a Works Cited page:

**Make sure you are in SINGLE SPACE mode

Center the paper – put into about 12 to 14 size font (something regular)

Type WORKS CITED  (no other punctuation or underlining)

Hit enter 3x

Left align  (on left margin) and start typing first (in alphabetical order) source card – according to first word on the card – either author’s last name, topic, or title.  

MAKE SURE TO PAY ATTENTION TO ALL PUNCTUATION AND INDENT ALL LINES OTHER THAN FIRST!!!!

Hit enter 3x

Start typing 2nd source card (in alpha order)

Hit enter 3x

Continue for all sources.

OUTLINES

Good sites with examples

http://www.ucalgary.ca/UofC/eduweb/writing/II_3.htm
shows a breakdown of outline, plus non-traditional models, brainstorming and charts

http://owl.english.purdue.edu/handouts/general/gl_outlinS.html
AWESOME site.  This is all about writing – outlines included (gr. 11-12 and college)

http://graphics.brawleyhigh.org/writingstyleguide/sampleoutline.htm
general rules of writing high school outlines


