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The Tabb High School Guide to Writing and Research booklet has been created as a reference for Tabb High students for writing essays and research papers.  The material in this guide can be used in a classroom setting with teacher guidance, assistance, and encouragement.  It can also be used as a valuable guide outside the classroom and as an excellent tool to refresh and reinforce previous learning.


The information contained in this guide represents the standardized requirements for the Tabb High School English Department.  All students will be held responsible for following these guidelines for all essays and research papers unless otherwise instructed.

The material in this guide book is based on the Seventh Edition of the MLA Handbook for Writers of Research Papers and Purdue University’s On-Line Writing Lab (OWL).  When in doubt about how to format a reference, please consult your teacher, the handbook, or the OWL website at:  
http://owl.english.purdue.edu/owl/resource/557/01/
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NOTE:  This guide is intended for your use until you graduate.  If lost or damaged, it MUST be replaced.
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Five – Paragraph Essay Format
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Information:  A “five-paragraph essay,” or a “5 X 5” is the most common and easiest to write essay.  As the name implies, it usually (but not always) has five paragraphs and five sentences per paragraph.  Hence, the name 5 X 5.

1)
 The first paragraph is the “Introductory Paragraph” and contains a “Thesis Sentence.”  A thesis sentence is one that states the main idea of the essay.  It usually appears near the end of the introductory paragraph. This thesis 

· should be potentially interesting to your intended audience.

· should be as specific as possible.

· must be limited and focused enough to make it manageable.

2)
The “First Paragraph” of the “Body” of the essay should contain a  “Topic Sentence” and three to four sentences that support, discuss, or give examples to support your topic sentence.  The paragraph should conclude with a “Concluding Sentence” that restates the main point of the paragraph.  This topic sentence 

· should clearly state the topic of the paragraph.

· should link the topic of the paragraph back to the thesis statement.

· should make a smooth transition between the previous paragraph and the present paragraph.

· should come at the beginning of the paragraph.

3)
The “Second Paragraph” and “Third Paragraph” of the essay should be developed just like the first paragraph with a topic sentence, three to four supporting sentences, and a concluding sentence.

4)
The “Concluding Paragraph” of an essay, like the conclusion of a paragraph, should give the reader a sense of completion. Conclusions usually refer back to the introduction or, at least re-emphasize in some way the thesis stated in the introduction. Often the conclusion briefly summarizes the thesis and the major supporting points. A good conclusion always confirms the reader's understanding of what has been read and of the writer's purpose. Like introductions, conclusions provide readers with an overview. 
Thesis Statement
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Thesis:


The thesis statement is the roadmap of your paper.  It tells the reader what you plan to talk about in your paper, and in what order you plan to talk about it.  The thesis statement needs to be in your introductory paragraph.  It needs to clearly and concisely tell your reader what you plan to prove in your paper and how you plan to prove it.
The thesis statement is a formula 

that can be applied to many different paper ideas.
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Thesis Statement = what you want to prove + argument 1 + argument 2 + argument 3
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How do I know if my thesis is strong?
See if your Thesis Statement can answer these questions:
Do I answer the question? 
· Have I taken a position that others might challenge or oppose?

· Is my thesis statement specific enough? 

· Thesis statements that are too vague often do not have a strong argument. 

· Does my thesis pass the "So what?" test? 

· If a reader's first response is, "So what?" then you need to clarify, to forge a relationship, or to connect to a larger issue. 

· Does my essay support my thesis specifically and without wandering? 

· If your thesis and the body of your essay do not seem to go together, one of them has to change. 

· Does my thesis pass the "how and why?" test? 

· If a reader's first response is "how?" or "why?" your thesis may be too open-ended and lack guidance for the reader. 

Sample Thesis Statement:
In Franz Kafka’s novella, Metamorphosis, the theme of alienation is depicted through the violent reaction of Mr. Samsa towards Gregor’s metamorphosis, the indifference Grete shows her brother Gregor, and the physical barriers separating Gregor from his entire family as well as the rest of the world.

A. According to the thesis statement above, what does this paper plan to prove? 

How the theme of alienation is depicted in Franz Kafka’s

novella, Metamorphosis
B. According to the thesis statement above, what is the first argument that will be presented in this paper?

Mr. Samsa’s violent reaction to Gregor’s metamorphosis

C. According to the thesis statement above, what is the second argument that will be presented in this paper?

The indifference Grete shows her brother Gregor

D. According to the thesis statement above, what is the third argument that will be presented in this paper?

The physical barriers separating Gregor from his entire family as well as the rest of the world

Writing Expectations
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The majority of the writing which is done in Tabb High School's various English programs is expository in nature. Such writings inform, explain or present the author's position on the issue under consideration. Standards for such presentations are consistent throughout the English Department.

A thesis statement provides the reader with a clear understanding of the nature and the content and the purpose of the composition. This statement is contained in the first paragraph. A thesis statement presents the three to four points which the paper will present. Paragraphs two, three, four and perhaps five, will discuss each point in the thesis statement and provide specific proof, documentation, examples and/or support for each of the points. The issues are presented in the order of presentation in the thesis statement. The final paragraph will summarize and connect each thesis point. Every paragraph must contain at least five sentences which are the thesis statement, three to four points of thesis support and proof, and the conclusion.

Writing must be clear, specific, astute, focused and mechanically correct.

· 
Avoid all fluff and filler and deadwood. 
· 
Be certain each sentence is, in fact, a sentence. Take special care that the paper includes no sentence fragments or comma splices.

· 
All agreements must be accurate. This includes subject-verb agreement, tense agreement and pronoun agreement.

· 
Be certain the writing is parallel in structure. Use consistent grammatical forms to maintain balance. No--Stella enjoys running, swimming, sewing and to paint. Yes--Stella enjoys running, swimming, sewing and painting.

· 
Be aware of proper adjective and adverb usage. No--Baxter plays the piano real good. Yes--Baxter plays the piano very well.

· 
Do not write using first person or second person pronouns. The writer is speaking in a universal voice, so do not limit that voice to one person by using, “I.”   The audience is also universal. Do not narrow the audience to a single person by using "you" or "your."

· 
Never state the obvious. An essay presents the opinion of the writer. The use of, "In my opinion---, for example---, the first piece of proof---, in conclusion---" and other similar expressions are NOT to be used.

· 
The first time an author's name is used, provide the entire name, such as, Mr. Ralph Waldo Emerson. After that use Mr. Emerson, Emerson, the poet, the novelist, the author or the writer.  (Never use only the author's first name)

· 
Write in active voice rather than passive voice. Active voice moves the paper forward.

· 
Avoid the use of contractions and abbreviations.

· 
Numbers from one to ninety-nine should be written as words. This does not apply to the use of dates or money when the dollar sign is used. Yes--Katama was born on 
  July 6,1994. Yes--The cost of the books was $77.78. Yes--The flock consisted of two  

   million birds.

· 
Proof carefully to correct any punctuation and capitalization errors. If titles are used, be certain to punctuate them correctly. Such elementary mistakes detract from the efficacy of the writing.

· 
When in doubt regarding the spelling of any word, check a dictionary if possible. Careless and obvious spelling errors are serious.

· 
Vary the vocabulary. Use synonyms to avoid repetitious wording. Elevate the use of the language. Choose words which have specific meanings. Incorporate verbs with power. Do not use slang.

· 
Avoid the use of questions. They take the voice away from the writer and give it to the reader.

· 
Be aware of the audience members. Speak directly to them with an appropriate language, tone, intensity and focus.

· 
Be certain regarding the use of words which are sometimes confused such as affect-effect, principle-principal, council-counsel, and ingenious-ingenuous. When in doubt, use a different word.

· 
"To prefer" is an infinitive.. No word/s should come between the two words. No--Grogan prefers to always lead in any race. Yes--Grogan prefers to lead in any race. Yes--Grogan always prefers to win in any race.
· 
Do not end a sentence with a preposition.  No—Who are you going with?  Yes—Who is going with you?

· 
A person, a person’s designation, or a person’s reference must be followed with “who or whom,” not “that.”  No—Bismarck is the man that I saw in Omaha.  Yes—Bismarck is the man I saw in Omaha.  Yes—Bismarck is the man whom I saw in Omaha.
MLA Formatting Instructions
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Paper Format

The preparation of papers and manuscripts in MLA style is covered in chapter four of the MLA Handbook and chapter four of the MLA Style Manual. Below are some basic guidelines for formatting a paper in MLA style.

General Guidelines

· Type your paper on a computer and print it out on standard, white 8.5 x 11-inch paper, 

· Double-space the text of your paper, and use a legible font like Times Roman. The font size 
should be 12 pt. 

· Leave only one space after periods or other punctuation marks (unless otherwise instructed 
by your instructor). 

· Set the margins of your document to 1 inch on all sides. Indent the first line of a paragraph 
one half-inch (five spaces or press tab once) from the left margin. 

· Create a header that numbers all pages consecutively in the upper right-hand corner, one-
half inch from the top and flush with the right margin. (Note: Your instructor may ask that 
you omit the number on your first page. Always follow your instructor's guidelines.) 

· Use either italics or underlining throughout your essay for the titles of longer works and, 
only when absolutely necessary, providing emphasis. 

· If you have any endnotes, include them on a separate page before your Works Cited page.

Formatting the First Page of Your Paper

· Do not make a title page for your paper unless specifically requested. 

· In the upper left-hand corner of the first page, list your name, your instructor's name, the 
course, and the date. Again, be sure to use double-spaced text. 

· Double space again and center the title. Do not underline or bold your title or put it in 
quotation marks; write the title in Title Case, not in all capital letters. 

· Use quotation marks and underlining or italics when referring to other works in your title, 
just as you would in your text, i.e.
· Fear and Loathing in Las Vegas as a Morality Play 

· Human Weariness in "After Apple Picking"

· Double space between the title and the first line of the text. 

· Create a header in the upper right-hand corner that includes your last name, followed by a 
space with a page number; number all pages consecutively with Arabic numerals (1, 2, 3, 
4, etc.), one-half inch from the top and flush with the right margin. (Note: Your instructor 
or other readers may ask that you omit last name/page number header on your first 
page. 
Always follow instructor’s guidelines.)

Chapter 2

Research

ATTENTION:  Wikipedia is not a reliable source and will not be accepted for any research.
Taking Notes


TAKING NOTES

When taking notes for a research paper, consider your topic and what it is you want to prove in your paper.  Then evaluate each source you find as to whether it is reliable, of good quality, and trustworthy.  Also trust your own knowledge and intelligence.  Be sure the source is not based on incorrect or outdated information, poor logic, or narrow opinions held by its author.


For each source, make a bibliography card, using the MLA formatting guidelines to write it up properly.  At the end of your research, you will organize your bibliography cards alphabetically, and type up your Works Cited page.  In the upper right corner of your bib card, assign a color or symbol which you will also place on any note cards you make from that source.


As you start to take notes from the source, write the page number on the left-hand side of the note card along with a “slug” identifying the category into which the note falls,, and place the color or symbol that corresponds to the bib card in  the upper right-hand corner of the card.


Note-taking involves one of the following three methods:  paraphrasing, summarizing, and quoting directly.

Paraphrasing is taking another person’s ideas and words and presenting them in a new way.  It is a legal way to borrow information from a written source, but one must mention the author’s name so that the reader knows someone else’s ideas are being discussed rather than one’s own ideas.  One usually does this with a signal phrase.
Paraphrase when specific sentences and passages in a source add concise details to your research.
To paraphrase correctly, the writer should:

· read the material being considered thoughtfully so as to present the author’s views correctly.  One should take notes on the main ideas and the examples presented in the source and be sure to record the page number on the note card.

· in your actual research paper, employ signal phrases (a reference to the source’s author) so the reader understands you are presenting someone else’s ideas.  For example, use the author’s name and verb to lead in to your paraphrase:  Kennedy asserts... or Kennedy argues…or As Kennedy says…
· select from this quick list of verbs to use with signal phrases:  demonstrates, states, shows, contends, believes, offers, illustrates, claims.

· write the ideas in your own words*

· cite the page number in parentheses after your paraphrase.  The full citation appears on the Works Cited page.

*How do I write in my own words?

 After you make your notes, write down your paraphrase without looking at the original or your notes.  By altering the sentence structure you should be using more of your own words.  Try not to use more than three words of the source material in a row. Finally use synonyms, but do not delete key words from the original source which must be used to present the source clearly.  Be wary of using clever phrasing from the original which most people would not think of using.  If you want to use it, you will need to put quotation marks around it since it is not your original idea!
Paraphrasing then simply presents everything an author has to say focusing on specific examples.  One should be careful not to paraphrase an entire source; why read your paper when one could read the original?

Summarizing is a method of generalizing the main idea of a source without specific examples from the source.  It is a short version of the source, but it is written in your own words and also is marked with a signal phrase.  Summarize if you want to record only the general idea of a large amount of material.

Quotations are important to record on your note cards when you believe that some sentence or passage in its original wording might make an effective addition to your paper.  Material being put in quotation marks must be transcribed from the original word for word, comma for comma.  Again it must be introduced with a signal phrase in the body of your paper, for it can not stand alone.  At the end of the quote, in parentheses include just the page number if the author’s name has been mentioned in the signal phrase.
Separating Self from Sources


Research papers mix original material with source material, material you have written with material derived from your research, in very nearly every paragraph. At the least, every paragraph at its beginning should place the upcoming source material into the context of the paper’s thesis, and it should also end with a summary of the information just provided and perhaps lead into the next paragraph. Because both you and your sources are mixed together and likely to be confused, all forms of citation demand that you carefully separate yourself from your sources. You accomplish this separation with two tools: you must begin every sentence containing source material with a signal phrase and end each separate use of source material with a set of parentheses. 

Here is an example of a single sentence properly marked:

George Jones writes that we should allow children to play video games because the games improve their hand-to-eye coordination (45).

The italicized George Jones is the signal phrase that lets your reader know that what follows is source material.  And that sentence ends with the page number of the source material within parentheses. This information refers the reader to the full bibliographic entry on the Works Cited page.  (Note:  Italics are used here for emphasis only.  Do not italicize signal phrases.)
This information, and more, put into a paragraph would properly look like this (although without the italics):


Video games for children have both defenders and opponents. George Jones defends children using video games. He says playing such games improves their hand-to-eye coordination and that playing them also exercises their minds as they work their way through various puzzles and barriers. Jones states, “The mental gymnastics of video games and the competition with fellow players are important to young children and their physical, social, and mental development” (75). As we can see, Jones sees video games as essentially electronic and peaceful playgrounds.


Opponents of video games stress the more recent trends in video games: gratuitous violence and carnage. Bob Smith makes this point when he says, “Today’s computer games teach children to treat as appropriate targets images of various persons, even other children.”  He claims that allowing children to play such games depersonalizes both other people and violence (163).  Smith, unlike Jones, sees computer games as battlefields. 

These paragraphs illustrate proper mixing of self and sources and proper citations in several ways.

1. Both paragraphs place the upcoming source material into the context of the paper’s thesis with an original sentence.

2. All sentences containing source material are clearly separated from original material by means of signal phrases. The signal phrases are properly used even with consecutive sentences (e.g. George Jones, then He, then Jones).

3. The end of each separate use of source material is marked by parentheses.

4. Both paragraphs end with an original summary of what has just been said. 

Example sentences adapted from Lester, James D. Writing Research Papers: A Complete Guide, Eighth Edition. New York: HarperCollins. 1996.

Works Cited Vs Bibliography


Bibliography: 


BIB.= Books (and all other sources) I Browsed
What this means is that regardless of whether or not I included any information from a source in my final product, if I looked through it during any stage of the research and writing process then it must be included in my bibliography.

Works Cited:


A works cited page is different from a bibliography because it only includes the sources for the information that I used in the final draft of my paper.  In other words, if I cite the source somewhere in my paper, then I need to include the source on my works cited page.  So, a works cited page is a list of the works I cited in my paper.  

Works Cited


Information:  You will be required to have a Works Cited list with every MLA documented research project you turn in.

Steps:

· Begin your Works Cited at the top of a new page.

· The words Works Cited---no quotes, no bold, no underline, same font, and not all in CAPS---appear at the center of the top line of the page.

· Double-space the ENTIRE Works Cited page.  This means lines of a single entry as well as between entries.

· Begin each entry flush with the left margin.  Use “hanging indent”  (First line is flush with left margin;  subsequent lines are indented one tab or 5 spaces.)

· Indent five spaces after the first line of each entry.

· Use ---. Instead of repeating an author’s name for the second entry by the same writer.

· Proofread carefully.

· Number your Works Cited page consecutively with the rest of your paper, that is, if your paper ends on page 7, then your Works Cited page is page 8.

· Use the following examples as models.  If you cannot find an example to fit your needs, consult either The MLA Handbook for Writers of Research Papers, Seventh Edition (This is the LATEST version) or check OWL (Purdue University’s On-line Writing Lab) at   http://owl.english.purdue.edu/owl/resource/557/01/
MLA Format---Listing Sources:  The following are guidelines and models of Works Cited entries.  If information is missing from the resources you use, advance to the next item on the list.

General Notes

· Publishing companies will be abbreviated by omitting articles and business abbreviations such as Inc. and Co.

· Months are abbreviated by using only the first three letters (exceptions: May, June, July)

· All entries use a hanging indent. The first line is flush left. The rest are indented.

· All entries are double-spaced, both within and between entries. 
· A Few Samples:  (For a more extensive list, please consult either The MLA Handbook for Writers of Research Papers, Seventh Edition (This is the LATEST version) or check OWL (Purdue University’s On-line Writing Lab) at   http://owl.english.purdue.edu/owl/resource/557/01/
For Books:

Author’s Last Name, First Name.  Full Title of the Book, City of Publication: Publisher.  Date.

Note:  If two authors are listed, reverse the name of the first one. If no author is listed, begin with the title of the article. This procedure should be applied to other resources as well.

Online:
Basic Style for Citations of Electronic Sources (Including Online Databases)

Here are some common features you should try and find before citing electronic sources in MLA style. Always include as much information as is available/applicable:

· Author and/or editor names

· Name of the database, or title of project, book, article

· Any version numbers available

· Date of version, revision, or posting

· Publisher information

· Date you accessed the material

· Electronic address, printed between carets ([<, >]).

Basic format:

Name of Site. Date of Posting/Revision. Name of institution/organization affiliated with the site (sometimes found in copyright statements). Date you accessed the site [electronic address].
An Entire Website:


A Page on a Website:
Long URLs
URLs that will not fit on one line of your Works Cited list should be broken at slashes, when possible.

Some Web sites have unusually long URLs that would be virtually impossible to retype; others use frames, so the URL appears the same for each page. To address this problem, either refer to a site's search URL, or provide the path to the resource from an entry page with an easier URL. Begin the path with the word Path followed by a colon, followed by the name of each link, separated by a semicolon. For example, the Amazon.com URL for customer privacy and security information is <http://www.amazon.com/exec/obidos/tg/browse/-/551434/104-0801289-6225502>, so one would need to simplify the citation:


An Image, Including a Painting, Sculpture, or Photograph
For works housed outside an online home, include the artist's name, the year the work was created, and the institution (e.g., a gallery or museum) that houses it (if applicable), followed by the city where it is located. Include the complete information for the site where you found the image, including the date of access.

For Print Magazines:

Author’s Last Name, First Name. “Title of the Article.”  Full Title of the Periodical Day Month

Year: Page(s).

For Print Newspapers:

Author’s Last Name, First Name. “Title of the Article.” Full Title of the Newspaper Day Month Year, Edition if listed on the masthead; Page

Note: add “+”  if the article continues on other pages.

For Encyclopedias:

Authors Last Name. First Name.  Title of Entry.”  Full Title of the Encyclopedia. Volume Number. Date of the Edition, Pages.


For Dictionary:
                                                                                                For Unpublished Materials:  (Interview, class notes, etc.)
Author’s or Speaker’s Last Name, First Name.  Type of Unpublished Material.  Date.

A Work in an Anthology (Textbook, etc.)

Last name, First name. "Title of Essay." Title of Collection. Ed. Editor's Name(s). Place of Publication: Publisher, Year. Pages.


Example sentences adapted from Purdue University Online Writing Lab “MLA Formatting and Style Guide.”
Parenthetical Notations (In-Text Citations)


Information:  All academic papers must have parenthetical (in-text) documentation. 

Students writing formal research papers must acknowledge facts, quotations, ideas, and opinions drown from specific sources.  An overall list of sources, such as your Works Cited list, is not adequate.  The two most common documentation / citation formats, MLA and APA, both use a Works Cited list and in-text documentation.  In-text documentation utilizes parenthetical notations.  In-text documentation is increasingly popular in academic circles.  Generally footnotes are no longer used, unless you need to clarify or add some information.  In-text documentation is easier than footnoting.

The purpose of this format is to provide brief and specific information without interrupting the flow of the text.  Usually in-text citations are placed at the end of a sentence, but they may be placed in the middle, too.  Further publication information for the reader can be found in the Works Cited list.

In MLA format, almost always, only the author’s last name and the page number, or the title and the page number, are provided.  The word page is not required, and there are no abbreviations (p., pg., etc.).  Page numbers may be omitted if the article is a one-page article, or it is taken from an encyclopedia with topics arranged alphabetically.

You MUST provide parenthetical documentation (parenthetical notations / In-Text Citations) whenever you:

· Use a direct quotation.

· Paraphrase, that is, express in your own words, ideas, or opinions that are not your own original thoughts.

· Summarize in your own words information or ideas.

· Copy a map, table, chart, graph, or other diagram.

· Construct a chart or diagram based on someone else’s data.
You do NOT need documentation for an idea or information that is:

· Your own opinion arrived at independently, for example, “Snowboarding attracts more risk-takers than does downhill skiing.”

· Common knowledge or an undisputed fact, for example, “Columbus sailed west in 1492 in the hope of discovering a new route to Asia.”
· Common sense and ethics should determine your need for documenting sources. You do not need to give sources for familiar proverbs, well-known quotations or common knowledge. Remember, this is a rhetorical choice, based on audience. If you're writing for an expert audience of a scholarly journal, they'll have different expectations of what constitutes common knowledge.
Basic In-Text Citation Rules

In MLA style, referring to the works of others in your text is done by using what's known as parenthetical citation. Immediately following a quotation from a source or a paraphrase of a source's ideas, you place the author's name followed by a space and the relevant page number(s).
Human beings have been described as "symbol-using animals" (Burke 3).
When a source has no known author, use a shortened title of the work instead of an author’s name. Place the title in quotation marks if it is a short work, or italicize or underline it if it is a longer work.
Your in-text citation will correspond with an entry in your Works Cited page, which, for the Burke citation above, will look something like this:
Burke, Kenneth. Language as Symbolic Action: Essays on Life, Literature, and Method. Berkeley: U 

of California P, 1966.
Multiple Citations

To cite multiple sources in the same parenthetical reference, separate the citations by a semi-colon:

...as has been discussed elsewhere (Burke 3; Dewey 21).
Rules and examples:

1.
Use the author’s last name and give the page number in parentheses.  Do not use page or abbreviations for page; just write the number.   Allow one space before the parentheses but none after it if a period follows.





Thomas Hardy’s Return of the Native is a masterly example of coincidence (Ellman 89).

2.
If you are using more than one book by the same author, give the author’s last name, comma, the title, and the page.



Animal imagery conveys the primitive, uncontrolled rage that the peasants feel.  One person 
“had acquired a tigerish smear about the mouth” (Dickens, A Tale of Two Cities 33-34).

3.
If you identify the author and title in the text, just give the page number.





In Jude the Obscure, Hardy depicts the heartrending disappointment that Jude must face:  “the spires of the Medieval buildings haunted his existence and at the same time they beckoned him to call 
the pillars of learning his home” (9).

4.
Websites--- Electronic and Internet sources:
When creating in-text citation for electronic, film, or Internet sources, remember that your citation must reference the source in your Works Cited. Also remember that the URLs for Websites are included in the Works Cited list only.

Database materials generally have no page numbers (although some will have paragraph numbers).  If your source includes no text divisions, numbered pages, or numbered paragraphs, simply provide the author’s name.  More information will appear in your list of references.


Science writers have pointed out that the extra deep groove” in Einstein’s brain may have contributed to his unusual intelligence by allowing for the presence of more neurons (Day).

If no author or page number is given, list the full title (if brief) or a shortened version should be used.  When abbreviating the title, begin with the word by which it is alphabetized. For example, do not shorten Glossary of Terms Used in Heraldry to Heraldry, since this abbreviation would cause your reader to look in the Works Cited list for the entry under h.  Instead list it as Glossary.  If you are citing two or more anonymous works that have the same title, find a publication fact that distinguishes the works in their works cited list entries, and add it to their parenthetical notation.



In winter the snowy owl feeds primarily on small rodents (“Snowy Owl,” Hinterland), but in spring it also 
feeds on the eggs of much larger waterfowl, such as geese and swans (“Snowy Owl,” Artic).

Beware of unsigned Web pages as trustworthy sources of information.  Use Internet sources with care!!!
NEVER use just the URL!!!!  




One online film critic stated that Fitzcarraldo is "...a beautiful and terrifying critique of obsession and 
colonialism" (Garcia, "Herzog: a Life," par. 18).
5.
If there is no author, give the title and the page number.



Some critics, including Christopher Ricks, believe that  Thomas Hardy overuses trite coincidences to generate the action in his novels (Spectator 5).
6.
If you are quoting a direct quotation from a secondary source, you must identify it as such.



According to Derek Montana, “the critic’s worst enemy is himself” (qtd. in Paris 87).

7.
If a quotation or information appears in the middle of your own idea, then insert the documentation 
immediately after the quotation.





Derek Montana’s idea, “the critic’s worst enemy is himself” (qtd. in Paris 87), parallels the idea that interpretation reveals one’s own biases.

8.
If the quoted material exceeds four lines in your text, set it off by starting it on a new line and indenting the entire quote one inch (or ten spaces) from the left margin, without using quotation marks.



Ralph and the other boys finally realize the horror of their actions:  The tears 

began to flow and sobs shook him. He gave himself up to them now for the first 

time on the island; great shuddering spasms of grief that seemed to wrench his 

whole body. His voice rose under the black smoke before the burning wreckage 

of the island; and infected by that emotion, the other little boys began to shake 

and sob too (Golding 186).
  XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
9.
Plays

Generally, use Arabic numbers for both acts and scenes, but you may still use Roman numerals for acts and 
lower case ones for scenes.  List line numbers last and separate them with a period.



In Julius Caesar perhaps the most quoted line comes from Caesar:  “Et, tu, Brute!” (3.1.23).

10.
Poetry

For short quotations, separate lines of poetry with / marks and list line numbers as if they were page numbers.



“When I was half the man I was  /  And serve me right as the preachers warn”  (“Lament” 37-38).
11.
Newspapers

List the author if given, otherwise list the newspaper title without any definite or indefinite articles that begin it (New York Times  not The New York Times) and the page number.



According to the New York Times, Jesse Jackson appeared to have a good chance to win the Democratic nomination for President (Kehoe C4).

12.
Encyclopedia

Treat encyclopedias like books.  If an author’s name is given, use it and the page number.  If no author’s name is given, use the editor’s name and the page number.  If neither is given, use the title of the encyclopedia and the page number.



The average age of residents of New Mexico, 27, is the lowest among the fifty states (Collier’s 1276).

13.
Visual material (graphs, charts, tables, photos and other images etc.)


These materials must be documented.  In general, after each graph, chart or table, write “Source:”  and the following bibliographic information:  author, title (place of publication:  publisher, year of publication) page number.



Immigrants to the United States, 1976 – 1986


Country of Origin


Approximate Numbers


Mexico




720,000


Vietnam



425,000


Philippines



379,000


Korea




363,000


China / Taiwan



331,000


Cuba




258,000


Dominican Republic


211,000


Jamaica



200,000


United Kingdom


150,000


Canada




129,000

Source: Eric Foner and John A. Garrity, eds., The Reader’s Companion to American History (Boston:  Houghton Mifflin, 1991) 538.

Appendix

Appendix
In this section you will find:
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· End-of-Year Checklist by Grade

Plagiarism


Plagiarism:  Plagiarism is defined by Merriam – Webster’s as follows:

· transitive verb:   to steal and pass off (the ideas or words of another) as one's own:  use (another's production) without crediting the source 
· intransitive verb:   to commit literary theft:  present as new and original an idea or product derived from an existing source.

Cheating and/or plagiarism are regarded as very serious offenses.  Copying or paraphrasing material/text from the work of another student, from published sources (ie:  Cliff Notes, Spark Notes, books, magazines, newspapers, etc.) and/or from the Internet without proper documentation constitutes academic theft. 

Plagiarism is stealing language; it is using someone else’s words or ideas without giving that person credit.  It is not only directly quoting someone without identifying where you found the quotation, but paraphrasing, summarizing, or even using someone else’s ideas and claiming that they are your own is plagiarism.  Plagiarism is something that needs to be taken very seriously.  If you are not sure whether to cite a piece of information, always ask your teacher.  When in doubt, cite the source; it is better to over-cite than to plagiarize. 
ATTENTION:  Plagiarism will not be tolerated at Tabb High School, and the range of consequences outlined in the York County School Division Student Handbook and Conduct Code will be followed.
How to Format in MLA Style


MLA FORMAT TUTOR

Formatting the Title Page

Imagine this page as a three-

part balance:

· Title---Inverted Pyramid

· Author---YOU!!!

· Course Information

Title---Inverted pyramid
· If the title is 


too long, break it so that the


longer part is on the top line.

Author---You!!

Class information

· Class

· Instructor / Teacher

· Date due

NOTE:  A research paper in MLA

style does not need a separate

title page unless you include

an outline, abstract, or other

prefatory matter. Please consult 

your teacher.
This page is NEVER numbered!!

NEVER “decorate” with pictures, 
etc.


First Page of Your Document:

Margins---1” on all sides

Page number---Last name and “1” 

            One-inch from the top of page.


Heading---Double Spaced

             Name, Class, Date Due


Title---Centered;  Inverted 

            Pyramid*

Body of Paper---Double-spaced

Font---12 point font that 

            Allows for capitals and

            lower case letters.

Parenthetical Notations---placed

          immediately following the 

          information being cited.  

          The period (or other end mark) 

          follows the close parenthesis.
*If the title is too long, break it so 

that the longer part is on the top

line.
Subsequent Pages of Your Document:
























Page Numbers











Last name and “2” or 










“3,” etc.  Place this 










heading 1” from the











top of the page.










Parenthetical 











Notations












Follow information 










being cited.  Period at 










the end of 











parenthesis.











Body of Paper











Continue double-










spacing, fonts, and 










margins.








Formatting Your Works Cited Page











Page number---last 










name and next 











page number.


Title---Center the words

Works Cited

Never bold, underline, etc.

Double-space---all parts.  NEVER
add any extra spaces.

Hanging Indent---First line comes to

 the left margin.  Subsequent 

lines are indented.

Alphabetize---Use the first letter of either
the author’s last name

or the article title.

NEVER use just the URL address!!!

ALWAYS “turn-off” the hyperlinks!!

Formatting Your Appendix (Optional)

(Appendices---if more than   


one)






Page number---Last name and next

            page number following


Works Cited.







Title---Center the word “Appendix”

· In the event you have more

      than one page of appendices,

      label them “Appendix A,”

      “Appendix B,” etc.

Label---all information.

Cite---sources if the material is

          not your own research, etc.

          use a parenthetical

          notation.


Sample MLA Formatted Research Paper


Standing up for a Culture

By

Darth Vader
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Miss Speece

28 January 2009
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28 January 2009

Standing up for a Culture


A haze pervades the pampas as the morning sun casts her light on the sleepy African village.  In the distance, a lioness nestles close to her tiny cub and watches the horizon for prey.  Before his family awakes, a young boy sneaks outside to study the pages of his new book:  Treasure Island.  It is a fantastical story about pirates, adventure and mayhem.  Most of his classmates enjoy it, but he thirsts for more.  He is a precocious child who questions the themes in his school’s texts.  Is the white man always good and the black man a savage?  Is the African way the wrong way?  These are the questions of a young Chinua Achebe.  Years later he would pen his response to these questions in his award-winning novel Things Fall Apart.


Achebe is now seventy-nine, a lithe man with graying hair and an inquisitive sparkle in his eyes.  Raised in “the village of Ogidi in eastern Nigeria,” Achebe struggled to survive within two cultures (“Chinua Achebe”).  His relatives were proud members of the Ibo ethnic group; however, his father, a converted Christian, encouraged his children to follow the white man’s ways (“Chinua Achebe”).  Achebe, “named Albert Chinualumogu Achebe at birth,” attended “British schools and learned English” at an early age (“Chinua Achebe,” Chideya).  He once said, “I have probably spoken more words in Ibo than in English but I have definitely written more words in English than in Ibo.  Which I think makes me perfectly bilingual” (Achebe).  As 
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he grew older, he began to question the world around him and his need to negotiate two cultures.  In an early act of defiance towards his European upbringing, he dropped the “Albert” in his name when he entered college (Achebe).  In his literature courses, the author’s confusion grew as he encountered novels such as Joseph Conrad’s Heart of Darkness and works by Graham Greene (Achebe).  Achebe became angered by the biased depiction of the African as a savage and the European as a savior.  This is not the way he envisioned his relatives and ancestors of the Ibo tribe.  In a 1995 interview, Achebe stated, “I had gone to the university, and I had read stories, fiction, and poetry supposedly about me, and I could never recognize myself in these stories” (Sanchez).  Disgusted, Achebe began to craft a novel that would soon become the most widely read book in Africa, second only to the Bible:  Things Fall Apart (Okpewho 68).


Things Fall Apart is the story of the Ibo tribe and its troubled leader, Okonkwo, during the time of British colonialism and the spread of Christianity throughout Africa.  The novel challenges the popular concept that the white man brought ethics and salvation to the pampas. Instead, Achebe illustrates the tribal viewpoint and questions the morality of the missionary invasion.  According to Achebe, he wrote the story “to look at Africa not through a haze of distortions and cheap mystifications but quite simply as a continent of people – not angels, but not rudimentary souls either – just people, often highly gifted people and often strikingly successful in their enterprise with life and society” (Sanchez).  

Ultimately, the author believed it was time that Africans had a voice in the literary world.  He achieved his goal.  Things Fall Apart sold more than 10 million copies and has been translated in 55 languages (Okpewho 68).  Recently, Achebe won the Man Booker International Prize for his literary career consisting of numerous novels, essays and poems (Okpewho 68).  
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Despite his literary success, Achebe continues to fight for the African voice and serves as the official spokesperson for the Ibo tribe.  Unrest, civil war, and genocide ravaged the once quiet pampas of his youth, but Achebe’s determination and strong-will serve as a model for a people who were once without a voice.  Though the stories of Treasure Island and others like it are still on his bookshelf, it is the story of his people, the Nigerian people, which beats in his heart.    
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Writer’s Checklist


	Step One:  Getting started
	__________1.   I have a supply of note cards and a folder in  

                           which to keep my materials.

__________2.   I understand exactly what the assignment  

                           requires.

__________3.   The topic I have chosen is appropriate (not too 

                           broad, too limited, too ordinary) for this 

                           particular assignment.

__________4.   I have a list of questions that I can research on 

                           the topic which may possibly become the 

                           subtopics of my outline.

__________5.   I have a working / preliminary thesis sentence 

                           which gives me direction for my research.



	Step Two:  Researching the topic
	__________6.   I have checked the library for all possible 

                          sources of information.

__________7.   I have checked the Internet for all possible 

                           sources of information.

__________8.   I have written down all the necessary 

                           information for the list of Works Cited page for 

                           each source I have consulted.

__________9.   I have completed extensive reading / research 

                           on my topic.

__________10.  I have taken extensive notes, writing only one 

                           idea on each note card.

__________11.   I have identified the source (and page number if 

                            there is one) for each note card I have written.

__________12.   I have identified a category ( a “slug”) for each 

                            of my note cards.

__________13.   I have written the information in my own words.

__________14.   I have indicated direct quotations from sources 

                            by using quotation marks.

__________15.   As I have read and taken notes, I have added 

                            to my list of questions any new information that I have              

                            gathered.

__________16.   I have sorted my note cards into groups 

                             according to categories (slugs).



	Step Three:  Composing the paper
	__________17.   I have a organized my note cards ina coherent order..

__________18.   I have completed a Works Cited page.

__________19.   I have completed a “rough draft.”



	Step Four:  Evaluating the rough draft
	__________20.   My paper begins with an introductory 

                             paragraph that creates interest in my topic.

__________21.   My thesis is clearly stated in the introductory 

                             paragraph.

__________22.   Each paragraph begins with a topic sentence.

__________23.   I have used transitional words and phrases 

                             throughout the paper to add smoothness and to 

                             link information.

__________24    I have used strong verbs.

__________25.   I have placed quotation marks around data that 

                             was quoted directly as it was in the source.

__________26.   I have documented (cited) the sources where 

                             my information was found originally.

__________27.   I have sufficient details to support my points.

__________28.   I have a conclusion that reiterates the thesis 

                             statement.



	Step Five:  Completing the final draft
	__________29.   I have read the paper aloud to myself to check 

                             for errors.

__________30.   I have double-checked my paper for the 

                             following grammatical errors:

__________   Sentence fragments or run-ons

__________   Proper capitalization

__________   Correct subject – verb agreement

__________   Consistent verb tense

__________   Use of active voice verbs

__________   Agreement of pronoun antecedents

__________   Correct case of pronouns

__________   Proper placement of punctuation marks

__________   Apostrophe use

__________   Commonly misspelled words (i.e there, 

                        their,  they’re)

__________   Spelling out numbers where indicated

__________   Use of underlining, italics, and quotation 

                        marks

__________   Misplaced modifiers

__________   Redundancy

__________   Deadwood or flowery language

__________   Slang

__________31.   I have run a spell check on the computer.

__________32.   I have had someone else read my paper for errors.

__________33.   I have used the correct formatting on every 

                             page.

__________34.   I have arranged all the material required by my 

                             instructor in a neat and logical order.




Turnitin.com


This quickstart will help you get started with Turnitin and will walk you through the steps for submitting your first paper.  To begin, you need to first register with Turnitin and create a user profile.

If you need further assistance with Turnitin, please download the Student User Manual at http://www.turnitin.com/stactic/training.html.

If you have received an e-mail from Turnitin with a temporary password, a user profile has already been created for you.  To get started, log in to Turnitin with your e-mail address and password and proceed to Step 2 in this quickstart.

Step 1:

To register and create a user profile, go to www.turnitin.com and click on the New User link to the left of the Sign In button on the homepage.


The new user page will open.  Follow the directions on this page to help you create your user profile.  To create a profile, you must have a class ID and an enrollment password.  You can get this information from your instructor.  Once you finish creating your profile, you will be logged in to Turnitin.


Step 2:

Your class will show up on your homepage.  Click on the name of your class to open your class portfolio.

Step 3:
Your class portfolio shows the assignments your instructor has created and your submissions to the class.  To submit a paper, click the submit button next to the paper’s assignment.


Step 4:

The paper submission page will open.  Enter a title for your paper.  To select a paper for submission, click the browse button and locate the paper on your computer.  We accept submissions in these formats:

· MS Word, WordPerfect, RTF, PDF, PostScript, HTML, and plain text (txt).


If your paper is in a format that we do not accept, you can submit it by cut and paste.  To submit a paper this way, select cut & paste using the pulldown at the top of the form.


To submit a paper by cut and paste, copy the text of your paper from a word processing program and then paste it into the text box in the submission form.  If you submit your paper using the cut and paste method, you can skip the next step.

Step 5:

The paper you chose to submit will be shown on the next page.  Look over all the information and make sure that it is correct.  To confirm the submission, click the yes, submit button.


Step 6:

After you confirm your submission, a digital receipt will be shown.  This receipt will be e-mailed to you.  To return to your portfolio and view your submission, click the portfolio button.

By default, students cannot see their own Originality Reports.  If you do not see an Originality Report icon in your portfolio and want to see your report, contact your instructor.

End-of-the-year Checklists


9th Grade Checklist:

Before you go on to 10th grade, you should be able to:

_______
Distinguish among paraphrasing, summarizing, and quoting

_______
Paraphrase, summarize, and quote information effectively

_______
Format bibliography cards and note cards correctly

_______
Format parenthetical notations/in-text citations correctly

_______
Distinguish between bibliography and works cited pages

_______
Create a works cited page for basic sources such as books

correctly


_______
Identify and develop strong thesis statements and introductory

paragraphs


_______
Follow directions for proper MLA format of title pages and works

cited pages

_______
Incorporate Writing Dos and Don’ts into all written pieces

_______
Be comfortable writing an introductory paragraph or short essay

within a strict time allotment

10th Grade Checklist:

Before you go on to 11th grade, you should be able to:

_______
Accurately complete all items on the 9th grade checklist

_______
Effectively and consistently introduce all quotes and source

material in your paper

_______
Utilize proofreading and paper checklists on all major written

assignments

_______
Create an accurate works cited page for any type of source

material

_______
Be familiar with basic MLA formatting requirements without

needing to look up the information 

_______
Write a well organized paper that proves your thesis statement

_______
Be comfortable writing and editing a complete essay within a strict

time allotment

11th Grade Checklist:

Before you go on to 12th grade, you should be able to:

_______
Accurately complete all items on the 9th and 10th grade checklists

_______
Incorporate more sophisticated vocabulary into all written

assignments

_______
Use varied sentence structures in all written assignments

12th Grade Checklist:

_______
Accurately complete all items on the 9th, 10th, and 11th grade checklists
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