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Academic Honesty Guidelines 
 

Port Washington High School promotes academic honesty.  It is the objective of PWHS to create 
and maintain an ethical academic atmosphere in which all work submitted by students represents 
the true reflection of their effort and ability.  The goal of these guidelines is to inform and 
educate students about cheating and plagiarism, as well as to assist them in developing honesty, 
integrity, and pride in their work. 
 
Cheating includes, but is not limited to: 
•       Copying, or allowing someone else to copy, a student’s test or assignment 
•       Using a textbook or other materials during a test without teacher permission 
•       Using prepared materials during a test (e.g. notes, formula lists, computer or 

calculator programs) without teacher permission 
•       Using teacher texts or other materials to complete an assignment without 

teacher permission 
•       Obtaining or providing all or part of a test or answer key 
•       Fabricating data or citations 
•       Giving away all or part of a test or assignment 
 
Plagiarism is defined as using someone else’s words, work, or ideas and claiming then as their 
own.  This includes, but is not limited to: 
•       Turning in another student’s work as your own 
•       Copying from a source without proper citation or documentation 
•       Copying or downloading academic materials (e.g. papers, articles, research, 

etc.) and submitting them as original work 
•       Paraphrasing without proper documentation 
•       Assisting another student to plagiarize 
•       Collaborating with other students without teacher permission 
 
Teachers, in collaboration with administration, will determine consequences if the student has 
violated the Academic Honesty Guidelines.  These penalties may range from having the student 
redo the assignment or exam for reduced credit to an F for the course.  A disciplinary referral 
will be sent to the administration and a copy inserted in the student’s file.  Information contained 
in the student’s file may be used in determining eligibility for such activities and recognitions as 
National Honor Society, scholarship reviews, and extracurricular activities. 
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The Six + One Traits of Writing 
 
The Port Washington-Saukville School District has adopted the Six + One Traits of Writing as a 
general model for assessing writing.  
 
Ideas & Content 
Ideas and content are the heart of the message, what the piece says, the main idea or thesis and 
the details that enrich, support and develop that idea. 
 
Organization 
Organization is the structure, the order in which the ideas are presented, the logical and 
sometimes intriguing pattern of the ideas in a piece of writing. 
 
Conventions 
Conventions are the mechanics of the piece—spelling, paragraphing, grammar and usage, 
punctuation, and capitalization. 
 
Sentence Fluency 
Sentence fluency is the rhythm and flow of the language, the sound of word patterns, the way in 
which the writing plays to the ear, and sentence variety and length. 
 
Word Choice 
Word choice is the use of rich, colorful, precise, specific language that moves and enlightens the 
reader and is appropriate for the intended audience and purpose. 
 
Voice 
Voice is the wit, the magic, the feeling, the involvement and conviction of the individual writer 
coming out in the writing. Voice must be appropriate for the topic, purpose and audience. 
 
Presentation 
Presentation combines both visual and textual elements. It is the way the message is presented on 
paper. Some presentation guidelines include balance of white space with visuals and text, 
graphics, neatness, handwriting, font selection, overall appearance, and specific formatting, such 
as MLA. 

 
This is a revision of the 6+1 model from Northwest Regional Educational Laboratory. 
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Quote Sandwich and Paragraph Formats 
 
The Communications Department at Port Washington High School uses the Quote Sandwich 
model for literary analysis.  
 
Claim:  A statement that is made to assert or maintain a topic as fact. 
Quote:  Textual evidence brought forward as evidence or support. 
Commentary:  A personal statement made by the author to close the discussion. 
 
The 9-Sentence Paragraph 

1. Topic Sentence 
2. Restatement and Clarification of Topic Idea (Define term here) 
3. Introduction to Claim #1 
4. Lead-in and Quotation to back up Claim #1 
5. Follow-up and Commentary on quote #1 
6. Introduction to Claim #2 
7. Lead-in and Quotation to back up Claim #2 
8. Follow-up and commentary on quote #2 
9. Clincher summarizing but not restating the topic idea 

 
12-Sentence Quote Sandwich Paragraph 

1. Topic Sentence (TS) 
2. Clarification sentence of topic idea (Clar) 
3. Claim #1 to support topic idea (C1) 
4. Quote to back up your claim (Q1) 
5. Comment on the quote (CM1) 
6. Transition and second claim (C2) 
7. Quote to back up your claim (Q2) 
8. Comment on the quote (CM2) 
9. Transition to third claim (C3) 
10. Quote to back up your claim (Q3) 
11. Comment on your quote (CM3) 
12. Clincher—to wrap up your idea and say something new  (CL) 

 
Using Quotes Effectively 
 

• Use quotes that clearly link to topic sentences and use only the most important part of the 
quote, the part that supports your point or argument. Writing too much or too little can 
prevent your reader from clearly understanding you. It stops the flow of reading.  

 
• Quotes can be actual dialogue said by the characters, stage directions, and even narration. 

Don’t limit yourself by looking only for literal quotes of dialogue.  
 

• When you use quotes in the paragraph, make sure that the verb tenses still make sense. 
Remember that the quotation should be a part of the sentence. 

 
• Do not refer to the quote as a quote in your paragraph. Bad examples: The following 

quote shows this… This quote shows this point… 
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MLA Formatting: Quotations 

When you directly quote the works of others in your paper, you will format quotations 
differently depending on their length. Below are some basic guidelines for incorporating 
quotations into your paper. Please note that all pages in MLA should be double-spaced. 

Short Quotations  

(Preferred method for Communications Papers) 

To indicate short quotations (fewer than four typed lines of prose or three lines of verse) in your 
text, enclose the quotation within double quotation marks. Provide the author and specific page 
citation (in the case of verse, provide line numbers) at the end of the sentence, and include a 
complete reference on the Works Cited page. Punctuation marks such as periods, commas, and 
semicolons should appear after the parenthetical citation. Question marks and exclamation points 
should appear within the quotation marks if they are a part of the quoted passage but after the 
parenthetical citation if they are a part of your text. For example: 

According to some, dreams express "profound aspects of personality" (Foulkes 184). 
 
According to Foulkes's study, dreams may express "profound aspects of personality" (184). 
 
Is it possible that dreams may express "profound aspects of personality" (Foulkes 184)? 

Mark breaks in short quotations of verse with a slash, /, at the end of each line of verse: (a space 
should precede and follow the slash) 

Cullen concludes, "Of all the things that happened there / That's all I remember" (11-12). 
 
 

Long Quotations (use only with teacher’s approval) 

For quotations that extend to more than four lines of verse or prose: place quotations in a free-
standing block of text and omit quotation marks. Start the quotation on a new line, with the entire 
quote indented one inch from the left margin; maintain double-spacing. Only indent the first line 
of the quotation by a half inch if you are citing multiple paragraphs. Your parenthetical citation 
should come after the closing punctuation mark. When quoting verse, maintain original line 
breaks. (You should maintain double-spacing throughout your essay.)  
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How to Write an Introduction 
Generally, an introduction is at least five sentences long. 
 

1. Identify the author and title of the story. Check the spelling of names! Also, 
remember that the title of a short story is put in quotation marks (i.e. “Through the 
Tunnel”) 

 
2. Brief description of what your paper will discuss. 

 
 

3. Last sentence (thesis) 
 
 

Example of a thesis statement: 
 
“The Pit and the Pendulum” is a suspenseful story that utilizes strong imagery to show 
how we can be motivated by our need to survive terrifying circumstances.  

 
 
How to Write a Conclusion 
Generally, a conclusion is at least five sentences long. 
 

1. Identify what you examined in your paper. 
 

2. What can you learn by looking at the topic as closely as you did?  How does your 
analysis contribute to a deeper understanding of the topic? 

 
3. Final thought – leave your reader with a final insight or message to take away from 

your paper. 
 

 
Reminders: 
 
 Don’t use the exact same words in your introduction and conclusion. If they are 

interchangeable, they are too similar. 
 
 Don’t use the phrases I think, I believe, I feel. 

 
 Don’t use the word “You” -  use “The reader” instead. 

 
 Don’t use different verb tenses in your Introduction and Conclusion. Be consistent 

and use literary present tense (i.e. the author writes, the character decides).  
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MLA Formatting and Style Guide 

MLA (Modern Language Association) style is most commonly used to write papers and cite 
sources within the liberal arts and humanities. This resource, updated to reflect the MLA 
Handbook for Writers of Research Papers (7th ed.) and the MLA Style Manual and Guide to 
Scholarly Publishing (3rd ed.), offers examples for the general format of MLA research papers, 
in-text citations, and the Works Cited page. 

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 (e.g. Times New Roman). 

MLA recommends that the regular and italics type styles contrast enough that they are 
recognizable one from another. The font size should be 12 pt. 

• Set the margins of your document to 1 inch on all sides. 
• Indent the first line of paragraphs one half-inch from the left margin. MLA recommends 

that you use the Tab key as opposed to pushing the Space Bar five times. 
• 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 italics throughout your essay for the titles of longer works and, only when absolutely 
necessary, providing emphasis. 

Formatting the First Page of Your Paper  (See sample on p. 8) 

• 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, italicize, or place your title in 

quotation marks; write the title in Title Case (standard capitalization), not in all capital 
letters. 

• Use quotation marks and/or italics when referring to other works in your title, just as you 
would in your text: Fear and Loathing in Las Vegas as 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 guidelines.) 
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Here is a sample of the first page of a paper in MLA style: 

 

 

Basic In-Text Citation Rules 

In MLA style, referring to the works of others in your text is done by using what is known as 
parenthetical citation. This method involves placing relevant source information in parentheses 
after a quote or a paraphrase. For example: Romantic poetry is characterized by the “spontaneous 
overflow of powerful feelings” (Wordsworth 263). 

In-Text Citations: Author-Page Style 

MLA format follows the author-page method of in-text citation. This means that the author’s last 
name and the page number(s) from which the quotation or paraphrase is taken must appear in the 
text, and a complete reference should appear on your Works Cited page. The author’s name may 
appear either in the sentence itself or in parentheses following the quotation or paraphrase, but 
the page number(s) should always appear in the parentheses, not in the text of your sentence. For 
example: 
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Wordsworth stated that Romantic poetry was marked by a “spontaneous overflow of powerful 
feelings” (263).  
 
Romantic poetry is characterized by the “spontaneous overflow of powerful feelings” 
(Wordsworth 263). 
 
Wordsworth extensively explored the role of emotion in the creative process (263). 

Both citations in the examples above, (263) and (Wordsworth 263), tell readers that the 
information in the sentence can be located on page 263 of a work by an author named 
Wordsworth.  

In-text Citations for Print Sources with No Known Author 

When a source has no known author, use a shortened title of the work instead of an author name. 
Place the title in quotation marks if it’s a short work (e.g. articles) or italicize it if it’s a longer 
work (e.g. plays, books, television shows, entire websites) and provide a page number. 

We see so many global warming hotspots in North America likely because this region has “more 
readily accessible climatic data and more comprehensive programs to monitor and study 
environmental change . . . ” (“Impact of Global Warming” 6). 

In this example, since the reader does not know the author of the article, an abbreviated title of 
the article appears in the parenthetical citation which corresponds to the full name of the article 
which appears first at the left-hand margin of its respective entry in the Works Cited.  

Citing a Work by Multiple Authors 

For a source with three or fewer authors, list the authors’ last names in the text or in the 
parenthetical citation. 

Example:  

Smith, Yang, and Moore argue that tougher gun control is not needed in the United States (76). 
The authors state “Tighter gun control in the United States erodes Second Amendment rights” 
(Smith, Yang, and Moore 76). 

For a source with more than three authors, use the work’s bibliographic information as a guide 
for your citation. Provide the first author’s last name followed by et al.  

Example: 

Jones et al. counter Smith, Yang, and Moore’s argument by noting that the current spike in gun 
violence in America compels lawmakers to adjust gun laws (4). 

Citing Non-Print or Sources from the Internet 

When creating in-text citations for electronic, film, or Internet sources, remember that your 
citation must reference the source in your Works Cited. 



 10 

Sometimes writers are confused with how to craft parenthetical citations for electronic sources 
because of the absence of page numbers, but often, these sorts of entries do not require any sort 
of parenthetical citation at all. For electronic and Internet sources, follow the following 
guidelines: 

Include in the text the first item that appears in the Work Cited entry that corresponds to the 
citation (e.g. author name, article name, website name, film name). 

You do not need to give paragraph numbers or page numbers based on your Web browser’s print 
preview function. 

Only provide partial URLs such as when the name of the site includes, for example, a domain 
name, like CNN.com or Forbes.com as opposed to writing out http://www.cnn.com or 
http://www.forbes.com. 

Electronic Sources 

Examples: 
 
One online film critic stated that Fitzcarraldo is "...a beautiful and terrifying critique of 
obsession and colonialism" (Garcia, “Herzog: a Life”). 
 
The Purdue OWL is accessed by millions of users every year. Its “MLA Formatting and Style 
Guide” is one of the most popular resources (Stolley et al.). 

Explanation of Examples:  

In the first example, the writer has chosen not to include the author name in-text; however, two 
entries from the same author appear in the Works Cited. Thus, the writer includes both the 
author’s last name and the article title in the parenthetical citation in order to lead the reader to 
the appropriate entry on the Works Cited page (see below). In the second example, “Stolley et 
al.” the parenthetical citation gives the reader an author name followed by the abbreviation “et 
al.,” meaning, “and others,” for the article “MLA Formatting and Style Guide.”  

 

MLA Works Cited Page: Basic Format 

According to MLA style, you must have a Works Cited page at the end of your research paper. 
All entries in the Works Cited page must correspond to the works cited in your main text. 

Basic Rules 

Begin your Works Cited page on a separate page at the end of your research paper. It should 
have the same one-inch margins and last name, page number header as the rest of your paper. 

Label the page Works Cited (do not italicize the words Works Cited or put them in quotation 
marks) and center the words Works Cited at the top of the page. 

http://www.forbes.com/
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Double space all citations, but do not skip spaces between entries. 

Indent the second and subsequent lines of citations five spaces so that you create a hanging 
indent. 

List page numbers of sources efficiently, when needed. If you refer to a journal article that 
appeared on pages 225 through 250, list the page numbers on your Works Cited page as 225-50. 

Additional Basic Rules New to MLA 2009 

For every entry, you must determine the Medium of Publication. Most entries will likely be 
listed as Print or Web sources, but other possibilities may include Film, CD-ROM, or DVD. 

Writers are no longer required to provide URLs for Web entries. However, if your instructor or 
publisher insists on them, include them in angle brackets after the entry and end with a period. 
For long URLs, break lines only at slashes. 

If you're citing an article or a publication that was originally issued in print form but that you 
retrieved from an online database, you should type the online database name in italics. You do 
not need to provide subscription information in addition to the database name. 

Capitalization and Punctuation 

Capitalize each word in the titles of articles, books, etc, but do not capitalize articles (the, an), 
prepositions, or conjunctions unless one is the first word of the title or subtitle: Gone with the 
Wind, The Art of War, There Is Nothing Left to Lose. 

New to MLA 2009: Use italics (instead of underlining) for titles of larger works (books, 
magazines) and quotation marks for titles of shorter works (poems, articles) 

Listing Author Names 

Entries are listed alphabetically by the author's last name (or, for entire edited collections, editor 
names). Author names are written last name first; middle names or middle initials follow the first 
name: 

Burke, Kenneth 
Levy, David M. 

Wallace, David Foster 

Do not list titles (Dr., Sir, Saint, etc.) or degrees (PhD, MA, DDS, etc.) with names. A book 
listing an author named "John Bigbrain, PhD" appears simply as "Bigbrain, John"; do, however, 
include suffixes like "Jr." or "II." Putting it all together, a work by Dr. Martin Luther King, Jr. 
would be cited as "King, Martin Luther, Jr.," with the suffix following the first or middle name 
and a comma. 
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MLA Works Cited Page: Books 

When you are gathering book sources, be sure to make note of the following bibliographic items: 
author name(s), book title, publication date, publisher, place of publication. The medium of 
publication for all “hard copy” books is Print. 

For more information, consult “Citing Nonperiodical Print Publications” in the MLA Handbook 
for Writers of Research Papers, 7th edition (sec. 5.5, 148-81), or the MLA Style Manual and 
Guide to Scholarly Publishing, 3rd edition (sec. 6.6, 185-211). 

Basic Format 

The author’s name or a book with a single author's name appears in last name, first name format. 
The basic form for a book citation is: 

Last name, First name. Title of Book. Place of Publication: Publisher, Year of Publication. 

Medium of Publication. 

Book with One Author 

Gleick, James. Chaos: Making a New Science. New York: Penguin, 1987. Print. 

Henley, Patricia. The Hummingbird House. Denver: MacMurray, 1999. Print. 

Book with More Than One Author 

The first given name appears in last name, first name format; subsequent author names appear in 
first name last name format. 

Gillespie, Paula, and Neal Lerner. The Allyn and Bacon Guide to Peer Tutoring. Boston: Allyn, 
2000. Print. 

If there are more than three authors, you may choose to list only the first author followed by the 
phrase et al. (Latin for "and others") in place of the subsequent authors' names, or you may list 
all the authors in the order in which their names appear on the title page. (Note that there is a 
period after “al” in “et al.” Also note that there is never a period after the “et” in “et al.”). 

Wysocki, Anne Frances, et al. Writing New Media: Theory and Applications for Expanding the 

Teaching of Composition. Logan, UT: Utah State UP, 2004. Print. 

or 
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Wysocki, Anne Frances, Johndan Johnson-Eilola, Cynthia L. Selfe, and Geoffrey Sirc. Writing 

New Media: Theory and Applications for Expanding the Teaching of Composition. 

Logan, UT: Utah State UP, 2004. Print. 

Two or More Books by the Same Author 

List works alphabetically by title. (Remember to ignore articles like A, An, and The.) Provide the 
author’s name in last name, first name format for the first entry only. For each subsequent entry 
by the same author, use three hyphens and a period. 

Palmer, William J. Dickens and New Historicism. New York: St. Martin's, 1997. Print. 

---. The Films of the Eighties: A Social History. Carbondale: Southern Illinois UP, 1993. Print. 

Book by a Corporate Author or Organization 

A corporate author may include a commission, a committee, or a group that does not identify 
individual members on the title page. List the names of corporate authors in the place where an 
author’s name typically appears at the beginning of the entry. 

American Allergy Association. Allergies in Children. New York: Random, 1998. Print. 

Book with No Author 

List by title of the book. Incorporate these entries alphabetically just as you would with works 
that include an author name. For example, the following entry might appear between entries of 
works written by Dean, Shaun and Forsythe, Jonathan. 

Encyclopedia of Indiana. New York: Somerset, 1993. Print. 

Remember that for an in-text (parenthetical) citation of a book with no author, provide the name 
of the work in the signal phrase and the page number in parentheses. You may also use a 
shortened version of the title of the book accompanied by the page number.  

A Translated Book 

Cite as you would any other book. Add "Trans."—the abbreviation for translated by—and follow 
with the name(s) of the translator(s). 

Foucault, Michel. Madness and Civilization: A History of Insanity in the Age of Reason. Trans. 

Richard Howard. New York: Vintage-Random House, 1988. Print. 
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A Work Prepared by an Editor 

Cite the book as you normally would, but add the editor after the title. 

Bronte, Charlotte. Jane Eyre. Ed. Margaret Smith. Oxford: Oxford UP, 1998. Print. 

Anthology or Collection (e.g. Collection of Essays) 

To cite the entire anthology or collection, list by editor(s) followed by a comma and "ed." or, for 
multiple editors, "eds" (for edited by). This sort of entry is somewhat rare. If you are citing a 
particular piece within an anthology or collection (more common), see A Work in an Anthology, 
Reference, or Collection below. 

Hill, Charles A., and Marguerite Helmers, eds. Defining Visual Rhetorics. Mahwah, NJ: 

Lawrence Erlbaum Associates, 2004. Print. 

Peterson, Nancy J., ed. Toni Morrison: Critical and Theoretical Approaches. Baltimore: Johns 

Hopkins UP, 1997. Print. 

A Work in an Anthology, Reference, or Collection 

Works may include an essay in an edited collection or anthology, or a chapter of a book. The 
basic form for this sort of citation is as follows: 

Last name, First name. "Title of Essay." Title of Collection. Ed. Editor's Name(s). Place of 

Publication: Publisher, Year. Page range of entry. Medium of Publication. 

Harris, Muriel. "Talk to Me: Engaging Reluctant Writers." A Tutor's Guide: Helping Writers 

One to One. Ed. Ben Rafoth. Portsmouth, NH: Heinemann, 2000. 24-34. Print. 

Poem or Short Story Examples: 

Burns, Robert. "Red, Red Rose." 100 Best-Loved Poems. Ed. Philip Smith. New York: Dover, 

1995. 26. Print. 

Kincaid, Jamaica. "Girl." The Vintage Book of Contemporary American Short Stories. Ed. 

Tobias Wolff. New York: Vintage, 1994. 306-07. Print. 
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If the specific literary work is part of an author's own collection (all of the works have the same 
author), then there will be no editor to reference: 

Carter, Angela. "The Tiger's Bride." Burning Your Boats: The Collected Stories. New York: 

Penguin, 1995. 154-69. Print. 

Article in a Reference Book (e.g. Encyclopedias, Dictionaries) 

For entries in encyclopedias, dictionaries, and other reference works, cite the piece as you would 
any other work in a collection but do not include the publisher information. Also, if the reference 
book is organized alphabetically, as most are, do not list the volume or the page number of the 
article or item. 

"Ideology." The American Heritage Dictionary. 3rd ed. 1997. Print. 

Other Print/Book Sources 

Certain book sources are handled in a special way by MLA style. 

A Government Publication 

Cite the author of the publication if the author is identified. Otherwise, start with the name of the 
national government, followed by the agency (including any subdivisions or agencies) that 
serves as the organizational author. For congressional documents, be sure to include the number 
of the Congress and the session when the hearing was held or resolution passed. US government 
documents are typically published by the Government Printing Office, which MLA abbreviates 
as GPO. 

United States. Cong. Senate. Committee on Energy and Natural Resources. Hearing on the 

Geopolitics of Oil. 110th Cong., 1st sess. Washington: GPO, 2007. Print. 

United States. Government Accountability Office. Climate Change: EPA and DOE Should Do 

More to Encourage Progress Under Two Voluntary Programs. Washington: GPO, 2006. 

Print. 

A Pamphlet 

Cite the title and publication information for the pamphlet just as you would a book without an 
author. Pamphlets and promotional materials commonly feature corporate authors (commissions, 
committees, or other groups that do not provide individual group member names). If the 
pamphlet you are citing has no author, cite as directed below. If your pamphlet has an author or a 
corporate author, put the name of the author (last name, first name format) or corporate author in 
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the place where the author name typically appears at the beginning of the entry. (See also Books 
by a Corporate Author or Organization above.) 

Women's Health: Problems of the Digestive System. Washington: American College of 

Obstetricians and Gynecologists, 2006. Print. 

Your Rights Under California Welfare Programs. Sacramento, CA: California Dept. of Social 

Services, 2007. Print. 

MLA Works Cited: Periodicals 

Periodicals (e.g. magazines, newspapers, and scholarly journals) that appear in print require the 
same medium of publication designator—Print—as books, but the MLA Style method for citing 
these materials and the items required for these entries are quite different from MLA book 
citations. 

Article in a Magazine 

Cite by listing the article's author, putting the title of the article in quotations marks, and 
italicizing the periodical title. Follow with the date of publication. Remember to abbreviate the 
month. The basic format is as follows: 

Author(s). "Title of Article." Title of Periodical Day Month Year: pages. Medium of publication. 

Poniewozik, James. "TV Makes a Too-Close Call." Time 20 Nov. 2000: 70-71. Print. 

Buchman, Dana. "A Special Education." Good Housekeeping Mar. 2006: 143-48. Print. 

Article in a Newspaper 

Cite a newspaper article as you would a magazine article, but note the different pagination in a 
newspaper. If there is more than one edition available for that date (as in an early and late edition 
of a newspaper), identify the edition following the date (e.g., 17 May 1987, late ed.). 

Brubaker, Bill. "New Health Center Targets County's Uninsured Patients." Washington Post 24 

May 2007: LZ01. Print. 

If the newspaper is a less well-known or local publication, include the city name and state in 
brackets after the title of the newspaper. 

Behre, Robert. "Presidential Hopefuls Get Final Crack at Core of S.C. Democrats." Post and 

Courier [Charleston, SC] 29 Apr. 2007: A11. Print. 
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An Editorial & Letter to the Editor 

Cite as you would any article in a periodical, but include the designators "Editorial" or "Letter" 
to identify the type of work it is. 

"Of Mines and Men." Editorial. Wall Street Journal east. ed. 24 Oct. 2003: A14. Print. 

Anonymous Articles 

Cite the article title first, and finish the citation as you would any other for that kind of 
periodical. 

"Aging; Women Expect to Care for Aging Parents but Seldom Prepare." Women's Health Weekly 

10 May 2007: 18. Print. 

An Article in a Scholarly Journal 

In previous years, MLA required that researchers determine whether or not a scholarly journal 
employed continuous pagination (page numbers began at page one in the first issue of the years 
and page numbers took up where they left off in subsequent ones) or non-continuous pagination 
(page numbers begin at page one in every subsequent issue) in order to determine whether or not 
to include issue numbers in bibliographic entries. The MLA Handbook for Writers of Research 
Papers 7th edition (2009) eliminates this step. Always provide issue numbers, when available. 

Author(s). "Title of Article." Title of Journal Volume.Issue (Year): pages. Medium. 

Example:  

Bagchi, Alaknanda. "Conflicting Nationalisms: The Voice of the Subaltern in Mahasweta Devi's 

Bashai Tudu." Tulsa Studies in Women's Literature 15.1 (1996): 41-50. Print. 

MLA Works Cited: Electronic Sources (Web Publications) 

MLA lists electronic sources as Web Publications. Thus, when including the medium of 
publication for electronic sources, list the medium as Web. 

It is always a good idea to maintain personal copies of electronic information, when possible. It 
is good practice to print or save Web pages or, better, using a program like Adobe Acrobat, to 
keep your own copies for future reference. Most Web browsers will include URL/electronic 
address information when you print, which makes later reference easy. Also, you might use the 
Bookmark function in your Web browser in order to return to documents more easily. 
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Important Note on the Use of URLs in MLA 

MLA no longer requires the use of URLs in MLA citations. Because Web addresses are not 
static (i.e., they change often) and because documents sometimes appear in multiple places on 
the Web (e.g., on multiple databases), MLA explains that most readers can find electronic 
sources via title or author searches in Internet Search Engines. 

Abbreviations Commonly Used with Electronic Sources 

If publishing information is unavailable for entries that require publication information such as 
publisher (or sponsor) names and publishing dates, MLA requires the use of special 
abbreviations to indicate that this information is not available. Use n.p. to indicate that neither a 
publisher nor a sponsor name has been provided. Use n.d. when the Web page does not provide a 
publication date. 

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. Not every Web page will provide all of the following information.  

However, collect as much of the following information as possible both for your citations and for 
your research notes: 

• Author and/or editor names (if available) 
• Article name in quotation marks (if applicable) 
• Title of the Website, project, or book in italics. (Remember that some Print 

publications have Web publications with slightly different names. They may, for 
example, include the additional information or otherwise modified information, 
like domain names [e.g. .com or .net].) 

• Any version numbers available, including revisions, posting dates, volumes, or 
issue numbers. 

• Publisher information, including the publisher name and publishing date. 
• Page numbers (if available). 
• Medium of publication. 
• Date you accessed the material. 
• URL (if required, or for your own personal reference). 

Citing an Entire Web Site 

It is necessary to list your date of access because web postings are often updated, and 
information available on one date may no longer be available later. Be sure to include the 
complete address for the site. 

Remember to use n.p. if no publisher name is available and n.d. if no publishing date is given. 

Editor, author, or compiler name (if available). Name of Site. Version number. Name of 
institution/organization affiliated with the site (sponsor or publisher), date of resource creation (if 
available). Medium of publication. Date of access. 
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Examples: 

The Purdue OWL Family of Sites. The Writing Lab and OWL at Purdue and Purdue U, 2008. 

Web. 23 Apr. 2008. 

Felluga, Dino. Guide to Literary and Critical Theory. Purdue U, 28 Nov. 2003. Web. 10 May 

2006. 

A Page on a Web Site 

For an individual page on a Web site, list the author or alias if known, followed by the 
information covered above for entire Web sites. Remember to use n.p. if no publisher name is 
available and n.d. if no publishing date is given. 

"How to Make Vegetarian Chili." eHow.com. eHow, n.d. Web. 24 Feb. 2009. 

 

An Article from an Online Database (or Other Electronic Subscription Service) 

Cite articles from online databases (e.g. LexisNexis, ProQuest, JSTOR, ScienceDirect) and other 
subscription services just as you would print sources. In addition to this information, provide the 
title of the database italicized, the medium of publication, and the date of access. 

Note: Previous editions of the MLA Style Manual required information about the subscribing 
institution (name and location). This information is no longer required by MLA. 

Junge, Wolfgang, and Nathan Nelson. “Nature's Rotary Electromotors.” Science 29 Apr. 2005: 

642-44. Science Online. Web. 5 Mar. 2009. 

Langhamer, Claire. “Love and Courtship in Mid-Twentieth-Century England.” Historical 

Journal 50.1 (2007): 173-96. ProQuest. Web. 27 May 2009. 

E-mail (including E-mail Interviews) 

Give the author of the message, followed by the subject line in quotation marks. State to whom 
to message was sent, the date the message was sent, and the medium of publication. 

Kunka, Andrew. "Re: Modernist Literature." Message to the author. 15 Nov. 2000. E-mail. 
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Neyhart, David. "Re: Online Tutoring." Message to Joe Barbato. 1 Dec. 2000. E-mail. 

A Listserv, Discussion Group, or Blog Posting 

Cite Web postings as you would a standard Web entry. Provide the author of the work, the title 
of the posting in quotation marks, the Web site name in italics, the publisher, and the posting 
date. Follow with the medium of publication and the date of access. Include screen names as 
author names when author name is not known. If both names are known, place the author’s name 
in brackets. Remember if the publisher of the site is unknown, use the abbreviation n.p. 

Editor, screen name, author, or compiler name (if available). “Posting Title.” Name of Site. 
Version number (if available). Name of institution/organization affiliated with the site (sponsor 
or publisher). Medium of publication. Date of access. 

Salmar1515 [Sal Hernandez]. “Re: Best Strategy: Fenced Pastures vs. Max Number of Rooms?” 
BoardGameGeek. BoardGameGeek, 29 Sept. 2008. Web. 5 Apr. 2009. 

MLA Works Cited: Other Common Sources 

Several sources have multiple means for citation, especially those that appear in varied formats: 
films, DVDs, videocassettes; published and unpublished interviews, interviews over email; 
published and unpublished conference proceedings. The following section groups these sorts of 
citations as well as others not covered in the print, periodical, and electronic sources sections. 

An Interview 

Interviews typically fall into two categories: print or broadcast published and unpublished 
(personal) interviews, although interviews may also appear in other, similar formats such as in 
email format or as a Web document. 

Personal Interviews 

Personal interviews refer to those interviews that you conduct yourself. List the interview by the 
name of the interviewee. Include the descriptor Personal interview and the date of the interview. 

Purdue, Pete. Personal interview. 1 Dec. 2000. 

Published Interviews (Print or Broadcast) 

List the interview by the name of the interviewee. If the name of the interview is part of a larger 
work like a book, a television program, or a film series, place the title of the interview in 
quotation marks. Place the title of the larger work in italics. If the interview appears as an 
independent title, italicize it. Determine the medium of publication (e.g., print, Web, DVD) and 
fill in the rest of the entry with the information required by that medium. For books, include the 
author or editor name after the book title. 

Note: If the interview from which you quote does not feature a title, add the descriptor Interview 
(unformatted) after the interviewee’s name. You may also use the descriptor Interview by to add 
the name of the interview to the entry if it is relevant to your paper. 
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Gaitskill, Mary. Interview with Charles Bock. Mississippi Review 27.3 (1999): 129-50. Print. 

Amis, Kingsley. “Mimic and Moralist.” Interviews with Britain’s Angry Young Men. By Dale 

Salwak. San Bernardino, CA: Borgo, 1984. Print. 

Speeches, Lectures, or Other Oral Presentations (including Conference Presentations) 

Provide the speaker’s name. Then, give the title of the speech (if any) in quotation marks. Follow 
with the name of the meeting and organization, the location of the occasion, and the date. Use the 
descriptor that appropriately expresses the type of presentation (e.g., Address, Lecture, Reading, 
Keynote Speech, Guest Lecture, Conference Presentation). Remember to use the abbreviation 
n.p. if the publisher is not known; use n.d. if the date is not known. 

Stein, Bob. Computers and Writing Conference. Purdue University. Union Club Hotel, West 

Lafayette, IN. 23 May 2003. Keynote Address. 

A Painting, Sculpture, Photograph or Image from the Internet 

For photographic reproductions of artwork (e.g. images of artwork in a book), cite the 
bibliographic information as above followed by the information for the source in which the 
photograph appears, including page or reference numbers (plate, figure, etc.). 

Goya, Francisco. The Family of Charles IV. 1800. Museo del Prado, Madrid. Gardener's Art 

Through the Ages. 10th ed. By Richard G. Tansey and Fred S. Kleiner. Fort Worth: 

Harcourt Brace. 939. Print. 

For graphics, pictures, maps or photos from the Internet:  

Description or title of image. [Online image] Available http://address/filename, Date.  

Two beluga whales. [Online image] Available http://www.seaworld.org/beluga_whales.jpg, 

January 5, 2000. 

 

 

http://address/filename
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Films or Movies 

List films by their title. Include the name of the director, the film studio or distributor, and the 
release year. If relevant, list performer names after the director’s name. Use the abbreviation 
perf. to head the list. List film as the medium of publication.  

The Usual Suspects. Dir. Bryan Singer. Perf. Kevin Spacey, Gabriel Byrne, Chazz Palminteri, 

Stephen Baldwin, and Benecio del Toro. Polygram, 1995. Film. 

Broadcast Television or Radio Program 

Begin with the title of the episode in quotation marks. Provide the name of the series or program 
in italics. Also include the network name, call letters of the station followed by the city, and the 
date of broadcast. End with the publication medium (e.g. Television, Radio). For television 
episodes on Videocassette or DVD refer to the “Recorded Television Episodes” section below. 

"The Blessing Way." The X-Files. Fox. WXIA, Atlanta. 19 Jul. 1998. Television. 

Recorded Television Episodes (e.g. DVD, Videocassette) 

Cite recorded television episodes like films (see above). Begin with the episode name in 
quotation marks. Follow with the series name in italics. When the title of the collection of 
recordings is different than the original series (e.g., the show Friends is in DVD release under 
the title Friends: The Complete Sixth Season), list the title that would help researchers locate the 
recording. Give the distributor name followed by the date of distribution. End with the medium 
of publication (e.g. DVD). 

"The One Where Chandler Can't Cry." Friends: The Complete Sixth Season. Writ. Andrew Reich 

and Ted Cohen. Dir. Kevin Bright. Warner Brothers, 2004. DVD. 

A Note About Online Citation Generators 

The following sites may help you format your citations. Please note: using these online citation 
generators is not a guarantee that your citations are correct. Always check the formatting to 
ensure that your citations are done correctly. 

http://www.bibme.org/      http://citationmachine.net/ 
  

MLA Sample Works Cited Page 

An example of a Works Cited page is provided on the next page. 

 
 

http://www.bibme.org/
http://citationmachine.net/
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Works Cited 

"Blueprint Lays Out Clear Path for Climate Action." Environmental Defense Fund. 

Environmental Defense Fund, 8 May 2007. Web. 24 May 2009. 

Dean, Cornelia. "Executive on a Mission: Saving the Planet." New York Times. New York 

Times, 22 May 2007. Web. 25 May 2009. 

Ebert, Roger. "An Inconvenient Truth." Rev. of An Inconvenient Truth, dir. Davis Guggenheim. 

Rogerebert.com. Sun-Times News Group, 2 June 2006. Web. 24 May 2009. 

GlobalWarming.org. Cooler Heads Coalition, 2007. Web. 24 May 2009. 

An Inconvenient Truth. Dir. Davis Guggenheim. Perf. Al Gore, Billy West. Paramount, 2006. 

DVD. 

Leroux, Marcel. Global Warming: Myth Or Reality?: The Erring Ways of Climatology. New 

York: Springer, 2005. Print. 

Nordhaus, William D. "After Kyoto: Alternative Mechanisms to Control Global Warming." 

American Economic Review 96.2 (2006): 31-34. Print. 

---. "Global Warming Economics." Science 9 Nov. 2001: 1283-84. Science Online. Web. 24 May 

2009. 

Shulte, Bret. "Putting a Price on Pollution." Usnews.com. US News & World Rept., 6 May 2007. 

Web. 24 May 2009. 

 

Borrowed from The Purdue OWL. Purdue University Writing Lab, 2010. Web. 27 June 2011. 
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Research Paper Guidelines 
 

The process of writing a research paper is similar to the process used to write an essay with the 
exception of the time and energy it takes to go through the process. A research paper is a 
carefully planned essay that shares information or proves a point.  It will include information 
from credible sources, utilize note cards for information, provide a title page, an outline, a works 
cited page, and source citations. 
 
Choosing a Topic:  You will need to work within a framework or guideline for a topic, such as 
topics must be a contemporary (important within the last 15 years) person or issue. Then, you 
begin with some brainstorming to find a general idea of a topic that interests you. Then, the 
process of making it more specific occurs. 

 
For example: 

 
General Subject  Specific Subject  Focus/Special Interest 

 
The Solar System   Intelligent Life in the universe Life on Mars 

 
Doing some very detailed brainstorming will help you to arrive at General Subjects that interest 
you. Completing some writing on these topics will allow you to make them more specific and 
geared toward your own interests. 
 
 
Finding Information:  Time must be spent using credible databases, books, and websites to 
determine the sources of information to use during the paper.  Keeping track of good sources is 
critical during this process as is taking notes.  It is also important to create a series of questions to 
guide your research—what do I hope to learn about my topic? 
 
 
Taking Notes:  Your teacher will instruct you in the approach of HOW TO make a note card 
from a credible source.  It’s important to start out with note cards of the same size and to 
dedicate a place to keep all of your research information (one folder).  Notes will be either 
quotations important for the paper OR paraphrased pieces of information that will be used in the 
paper.  Organizing your cards with a topic at the top will be helpful later when you need to group 
information to make an outline. 
 
 
Organizing Your Research:  Using your topic listings (or simply by reading your cards), group 
like topics or cards together to create categories of information.  Then, determine a logical order 
to include that information into your paper.  This will create the basis for your outline.  Create a 
rough outline and then fill in the details of your cards for a final outline. 
 
 
Writing A Thesis:  This statement will be an overall guide to the paper.  See additional details 
for drafting a thesis later in this handbook. 
 
Draft Your Paper:  Start by drafting your introduction with an attention grabbing idea, provide 
some general background information for the reader, and end with a strong thesis statement.    
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Then, draft your paper in sections taking the time necessary to get your ideas from note cards 
into the paper.  Finally, draft the conclusion, which should restate a reworded version of your 
thesis, a restatement of all of your main ideas, and a strong final thought. 
 
 
Document Sources:  Be certain to include parenthetical citations in your essay every time you 
use a fact or idea from one of your note cards.  Without the citations, you are plagiarizing 
information and are subject to the Academic Honesty Policy of PWHS.  Then, using your 
bibliography cards, create a Works Cited page that lists all of the sources utilized in the writing 
of the paper.  See the guidelines for MLA  or APA Citations listed in this handbook. 
 
 
Editing and Proofreading:  Carefully edit your work for clarity and style.  Be sure that all 
sentences flow together and sections have transitions to link the paper together.  Check your 
work for grammar, spelling and punctuation errors. 
 
 
Turning in a Final Copy:  After all of the steps are completed, a final copy must be printed to 
turn in.  Be sure to include a Title page and appropriate page numbers to meet your teacher’s 
expectations and guidelines.  Be sure to do one last proofread of the paper before turning it in to 
make sure that all parts are complete and reveal your best work. 
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Writing a Thesis Statement for a Research Paper 
 

As you may know, the THESIS STATEMENT is the sentence that expresses the main idea of 
your paper.  It often guides the idea that you are attempting to prove in your paper. 
 
In order to write your thesis, you will need to decide the Focus of your paper or the One or Two 
main or large scale ideas you are going to discuss in your paper.  Looking at your 5 Questions 
for research will help you to do this. 
 
For example: 
Topic choice:  Life on other planets 
 
5 Questions for Research:     

1. Does life exist anywhere in our solar system? 
2. Did life ever exist in our solar system? 
3. How does the current Mars research support the theory of life on other planets? 
4. Is that life intelligent? 
5. What is intelligent life? 

 
Looking at my questions for research, I realize that I need to write a thesis statement that is broad 
enough for me to answer all of my questions when writing my paper. 
 
Thesis statement rough draft:  Does intelligent life currently exist in our solar system?  Did 
intelligent life ever exist in our solar system? 
 
Once you have a rough thesis statement, work to revise it and adjust the wording: 
 
Thesis statement (Revised):  Much research has been completed in recent years to determine if 
intelligent life has ever been supported anywhere within our solar system; this paper will focus 
on current theories of study, including the recent Mars exploration, to provide information 
regarding the existence of life within our solar system. 
 
Then, if possible, adjust it again until you are able to remove phrases like “this paper will” and 
you have a succinct statement of what your research paper will include. 
 
Final Thesis statement: There are many current and historic theories regarding the existence of 
intelligent life within our solar system, including recent Mars exploration, to consider when 
facing the question of if those of us on earth are alone in the universe. 
 
This statement is broad enough to answer my 5 questions from above.  This process may not be 
perfect the first time.  You will probably have to revise your thesis statement a few times until 
you have one that is clear and well written.  Often times, you will take a position on one side or 
the other on your topic at this point; for example, intelligent life does exist on other planets or it 
does not exist.  Your research will help to guide you in this direction. 
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Outline Format for a Research Paper 
 

Identify your Main Topics 
Use your note cards to determine what the main topics of your paper will be. Sort your cards into 
piles for each main topic of your paper. For example: Intelligent Life, Current Mars Research 
 

 
What are the main topics that you will be covering in your paper? These will become the 
Roman Numerals in your outline. 
 
 

Create Subcategories under Main Topics 
Your piles of note cards can be separated further into subcategories. For example, under “Current 
Mars Research” you may have subcategories such as Mars Rover Missions.  
 

After you have your Main Topics, create subcategories that provide support for them – 
these will become the capital letters. The number of subcategories depends on the amount 
of information you are going to cover. Each Main Topic must have a minimum of two 
subcategories. 
 

 
List Details and Examples 
Individual pieces of information under each subcategory are the details and examples. For the 
subcategory Mars Rover Missions these may be features of the Mars Rover.  
 

After you have your subcategories, you will list details under them – these become the 
numbers (1, 2, 3…) Again, the number of these depends on the information you are going 
to cover in your paper. 

 
 

General Rule for Outlining 
 
Every category must have a minimum of two entries. 
 
Therefore, every A must have a B, every 1 must have a 2. 
 
Refer to Sample Outline on the next page. In this outline, A, B and C all have similar structure, 
but this will not necessarily be true for all papers. Some may only have three major sections, 
others more than the five given here. 
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Life on Mars? Maybe… 
 

I. Introduction 
A. For generations, people have often wondered whether we are alone in the galaxy. 
B. Background information 

1. The Definition of Intelligent Life 
2. Intelligent Life on other planets 
3. Why Mars is being studied 
4. Overview of Mars Rover technology 

C. Over the years, much research has been completed to determine if intelligent life 
exists elsewhere in our solar system; this paper will focus on current theories of 
study, including recent Mars exploration. (Thesis Statement) 

II. Body 
A. Intelligent Life 

1. What “Intelligent Life” Means 
2. What life might be like on other planets 
3. Why human beings search for intelligent life 

B. Overview of the Planet Mars 
1. Why Mars for Research 
2. Characteristics of the “Red Planet” 

C. The Mars Rover 
1. Features of the Mars Rover 
2. Technology and space research 
3. Cost 

D. Mars Rover Findings 
1. Dust Storms 
2. Craters 

III. Conclusion 
A. Mars Rover research might help us to discover if intelligent life does exist 

elsewhere in the galaxy. (Restated Main Idea/Thesis) 
B. The Mars Rover is part of the research on Intelligent Life on other planets. 

(Summarize Body) 
1. The Mars Rover has helped us discover images of dust storms and 

craters. 
2. Intelligent Life has not been discovered yet, but it might be someday. 

C. The possibility of finding Intelligent Life on another planet is an exciting prospect 
and the continuing research done by the Mars Rover may someday make this a 
reality. (Final Thought) 

 
 
 
 
 
 

 
 
 
 

When your Outline is finished, you’re ready to start writing your research paper. Once 
you’ve begun writing sometimes you run across new information you didn’t cover in your 
Outline. Other times you realize that you left something out of your Outline that really 
needs to be in your paper. If you’ve done a good job structuring your Outline, it will be 
flexible enough to let you make changes even after you’ve started writing your paper. Feel 
free to change your Outline, as long as it makes your paper more complete. Your final 
Outline must match the order of your paper.  
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Website Evaluation Tool 
 
What is the title and URL of page you 
are evaluating? 

 

Is it a personal page or site? 
 

 ~  or  %, or users, members, or people are found in 
the URL 

What type of domain is it? 
Appropriate for the content? 
 

com (business)   org/net (non-profit)    
edu(education)    gov/mil/us(government)    non-
US________  other: 

Who wrote the page you are using?  E-mail   Name:  
Who owns the web site? 
Look at the bottom of the page and in the 
URL. 

 

When was the site last updated? Date ____________ 
Current enough for your purpose? 

Does the site show good research with 
links or notes? 
Can you be sure that quoted text was not 
plagiarized? 
 

 

Links to more resources? 
Do they work? Are they valuable to you? 

 

Does this site look biased? 
Does it present both sides of controversial 
issues? Hint: Words like “always”,“never”, 
“best” or “worst” can show bias. 

 
 

Is the site well organized with helpful 
headings? 
 

 
 

Does the site include pictures and/or 
charts? 
Are they useful? 

 
 

Why was the page put on the Web?  Inform     Persuade      Sell     Satire or 
parody? 
Other: 

Do you want to use this web site for your 
research?  Why or why not? 
 
 
 
 
 

 

 
BOTTOM LINE:  Is the web page appropriate for your purpose? 
 
Ideas for this evaluation form provided by Teaching Library - UC Berkeley, and Kathy Schrock’s Guide for Educators. 
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Port Washington High School Library 
Login Information for Subscription Databases 
 
Access from the District Webpage (www.pwssd.k12.wi.us):  Go to the Schools tab to find 
Port Washington High School.  On this page, go to the About PWHS tab to find and click on 
Library Resources.  At school passwords will not always be necessary; however, you must use 
passwords when accessing databases from Internet connections outside of the building. 
 

Link Login/Username Password 
Badgerlink: This contains five very large databases:  EBSCOhost 
specializes in magazine and journal articles (the Student Research 
Center makes the information more easily accessible), ProQuest has 
special ethnic news and access to Wisconsin newspapers, Newspaper 
Archive has articles from papers throughout the world, and LitFinder 
and TeachingBooks have a wide variety of materials about all types of 
literature. 

www.badgerlink.net  

Destiny:  This database features the books in our library’s collection, 
and it also includes links to valuable websites on any topic you are 
researching. 

PowerSchool username PowerSchool 
password 

Discovery Education/United Streaming: This resource includes 
videos and images on a wide variety of topics. Students may download 
them for projects – citations are included! 

PowerSchool username 
and @pwhs 

PowerSchool 
password 

Elibrary:  This resource includes articles from magazine, newspapers, 
books, radio/television broadcasts, as well as pictures and videos. 

portwashington remote 

Facts on File:  There are four reference databases that comprise Facts 
on File.  They include American History, Modern World History, 
Science, and Literature. 

pwhs library 

InfoTrac: There are three databases here. The Student Center has full-
text magazine, book and newspaper articles on many subjects, Opposing 
Viewpoints focuses on providing information on controversial issues – it 
is great for persuasive writing – and Global Issues in Context provides 
the latest cultural and political information on countries around the 
world. 

Student ID number port_log 

Magill’s Medical Guide:  An up-to-date and easy-to-use compendium 
of medical information.  A print version of this resource is located in the 
PWHS library. 

PWHSLIB  

Salem Reference History: This database includes ebook versions of 
some of our great reference books, including The Seventies in America, 
The Eighties in America, The Nineties in America, and Great Lives from 
History: Middle Ages and the Renaissance. 

PWHSLIB  

SIRS:  Contains three databases of information from many sources, 
including magazines, newspapers, books, websites, and primary 
documents. Includes a great new section on Leading Pro vs. Con Issues. 

WI0243 53074 
 

WISCareers:  This database is dedicated to helping you make school 
and career choices.  You will find valuable information on these topics, 
as well as the tools you need to build a resume, plan a budget, and find 
actual jobs in Wisconsin. 

See Guidance  

Worldbook Online:  An online encyclopedia that also contains a 
dictionary, atlas, current events, and links to pre-evaluated Web sites. 

pwssd worldbook 
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How to Deliver a Speech 
Speech Information Borrowed from: 
Dietsch, Betty Mattix. Reasoning & Writing Well: A Rhetoric, Research Guide, Reader, and Handbook. Fifth Ed. Boston: 

McGraw-Hill Higher Education, 2009. 351-374. 
 
Using Note Cards 

• Put one main idea on each card to avoid crowding. 
• Number the cards in the upper right corner to avoid mixing them up. 
• Use an outline format. Leave white space to add key phrases later. 
• Print neatly with black ink in large letters. 
• Use numbers or bullets to list points as well as enhance visibility. 
• Use only ONE side of each card so as not to divert attention. 
• Highlight statistics and any trouble spots (you will find these as you practice). 

 
Verbal/Vocal Expression 

• Volume – Speak louder or softer for emphasis. Remember that everyone in the room 
(even in the back) should be able to hear the information. 

• Rate – Slow down and pause to emphasize some words. 
• Articulation – Speak clearly with full voice. 

 
Nonverbal Expression 

• Move to draw the audiences’ attention (take a step or gesture), then speak. 
• Choose two or three places (and mark them) in your speech to take a step or two. You 

can literally “move into” your next argument! 
• Use eye contact to keep the attention of the audience. 
• Gesture naturally, as if speaking with friends. 
• Dress appropriately for the occasion. 

 
Using Audiovisuals, displays, etc. 

• Predict the effect of the visual and test it. Check student handbook policies for anything 
that might violate school guidelines. 

• Limit the number of visuals and keep them fairly simple. 
• If you have several statistics or other complex items, prepare a handout to distribute to 

the audience before you begin. 
• Limit tapes and videos to one minute in a five- to seven-minute presentation. 
• Check to see that visuals are clear to persons seated in the back row. 

 
DO 
• Practice, Practice, Practice! 
• Arrive early. 
• Erase the board if necessary. 
• Check to see that any equipment you may 

need is in working order. 
• Take a deep breath before you begin. 
• Begin with an attention getter: statistic, 

fact, or anecdote. 
• Link the topic to the audience…why 

should they care? 
• Use eye contact, gestures, and movement. 
• End gracefully.  

DON’T 
• Chew gum or wear hats. 
• Pace or sway while speaking. 
• Lean on the podium/lectern. 
• Apologize unnecessarily (e.g. “I’m a little 

nervous”), or use “um” or “uh” when you 
get stuck. Take a deep breath and continue 
without apology. 

• Start your speech, “This speech is about.”  
• Finish your speech with “That’s all.”
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Proofreading Checklist 
 
Proofread a paper several times, never just after you finish typing or writing. 

Read your paper aloud. Sometimes, because you have to read more slowly to read aloud, you'll 
"hear" problems that you otherwise miss as you read the paper silently. Pay special attention to 
the sound of words (check for endings) and of sentences (check for choppy sentences that should 
be combined and for sentence fragments). 
 
Proofread slowly, reading each word from right to left and from bottom to top on the page; in 
other words, read backwards so that you catch spelling or typing errors. Or read the entire paper 
from the end to the beginning. By looking at each word--because it will be out of context--you'll 
see more of the spelling errors than you catch with your current proofreading process. 

Focus 
 
 Is the thesis stated clearly? Is it placed where readers will notice it? 

 Does each idea support the thesis? 

 If quotations are used, are they embedded (introduced with a signal phrase) and 

documented with a citation? 

Grammar/Mechanics 
 
 No sentence fragments 

 No run-on sentences 

 No spelling errors 

 No capitalization errors 

Reminders: 
 
 Don’t use the exact same words in your introduction and conclusion.  

 Don’t use the phrases I think, I believe, I feel. 

 Don’t use the word “You” -  use “The reader” instead. 

 Don’t use different verb tenses in your Introduction and Conclusion. Be consistent and 

use literary present tense (i.e. the author writes, the character decides). 
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Editing Marks and Symbols 

This is a list of commonly used editing marks and symbols that you may see your teachers and 
peers using on your writing.  The more you use them yourself in peer review settings, the more 
familiar they will become to you. 

 

 

 

 

 
Borrowed from http://teacher.sheboyganfalls.k12.wi.us/FSSH/edit.htm 

Chart on following page borrowed from http://webster.commnet.edu/writing/symbols.htm 

 

 

 

 

 

Mark Meaning 
Agr Agreement error: subject/verb or pronoun/antecedent 
Awk Awkward construction or phrasing 
EX Examples: the writer needs to provide examples 
Frag Sentence fragment 
Mod Modifier: the writer has a misplaced or dangling modifier 
RO Run on sentence 
Sp Spelling error 
T Tense: the writer has used the wrong tense or has tense shifts 
Trans Transition: the writer needs transitions between paragraphs or ideas 
TS Topic sentence or thesis statement: the editor recognizes a problem with the TS, or one 

does not exist 
WC Word choice: the editor questions the use of a particular word for style or 

appropriateness 

http://teacher.sheboyganfalls.k12.wi.us/FSSH/edit.htm
http://webster.commnet.edu/writing/symbols.htm
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Editing Marks and Symbols (Continued) 
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Commonly Used Transition Words 
 
Putting ideas together in a piece of writing often requires linking them together for readability.  
Use the words listed below for assistance. 
 
Words used to clarify an idea 
For instance in other words  that is  put another way 
 
Words used to show similarities 
Also  likewise in the same way 
As  similarly like 
 
Words used to show differences 
Although even though still  on the other hand 
But  however yet  otherwise 
 
Words used for emphasis 
This reason truly  to emphasize 
Especially to repeat in fact 
 
Words used in a conclusion or summary 
All in all finally  therefore in summary 
As a result last  to sum up in conclusion 
 
Words used for adding information 
Additionally for example also  as well as furthermore    next 
Again  for instance and  besides  likewise 
Along with in addition another finally  moreover 
 
Words used to show location  
Above  away from beyond  into  over 
Across  behind  by  near  throughout 
Against below  down  off  to the right 
Along  beneath in back of on top of to the right 
Among beside  in front of onto  under 
Around between inside  outside 
 
Words used to show time  
About  before  later  second  today 
After  during  meanwhile soon  tomorrow 
Afterward finally  next  then  until 
As soon as first  next week third  when 
At  immediately now  till  yesterday 
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Commonly Mixed Pairs of Words 
The following mixed pairs are not identified with spell check. Remember to proofread all work carefully. 

 
accept, except I accept this award. No one except Lisa may talk right now. 
affect, effect The effect (noun) of the sun’s rays can be harmful. Turning in that paper late will affect (verb) your 

grade. Effect = a result, Affect = a change. 
a lot, allot “A lot” is two words meaning many; “allot” means to disperse. (avoid using “a lot”). 
bring, take Bring me my slippers, then take the trash to the curb, please. Bring = comes towards you, Take = 

go away from you. 
could have, not 
could of 

Should have, not should of; would have, not would of 

fewer, less There are fewer students in Forensics this year, so our meetings will take less time. Use “fewer” 
when referring to plural things; use “less” when referring to singular things. 

good, well I will do well today now that I know I ate a good breakfast. “Good” is an adjective; “well” is 
almost always an adverb. 

it’s, its Its fur is brown and it’s in need of washing. “Its” is a possessive pronoun. “It’s” is a contraction for 
“it is.” 

knew, new “New” is state of age; “Knew” is past tense of “to know.” 
know, no No, I don’t know the capital of Rhode Island. “No” is a negative response. “To know” is the be 

aware of something. 
lead, led Lead on, Kyle, or do you prefer being led? “Lead” is present tense; “led” is past tense. 
loose, lose If you keep your hold on that leash so loose, you will lose the leash and the dog will run away. 

“Loose” is not tight. “Lose” is to have something disappear. 
past, passed In the past, people with manners would have asked for the potatoes to be passed instead of reaching 

over someone to get them. “Past” is a time before now, “passed” is the past tense of “to pass.” 
quiet, quite, quit Be quiet or you will have to quit practicing in our garage. Our neighbors are quite beside 

themselves because of the noise. “Quiet” is softer volume. “Quit” is to end. “Quite” is a modifier. 
than, then If I knew then what I knew now, I would have chosen this rather than that. “Than” is used to make 

a comparison. “Then” is a time transition or adverb. 
their, there, 
they’re 

If they’re going to play over there with their toys, then they are going to need to be careful. 
“They’re” is a contraction for “they are.” “There” shows where. “Their” is a possessive pronoun. 

threw, through She threw the ball through the air. “Threw” is past tense of “to throw.” “Through” is a preposition 
showing where. 

to, too, two I too, have had two choices to make. “Too” means also, “two” is one more that one, and “to” is a 
preposition. 

waist, waste Her waist was so small that we made a size 6 dress and the extra material went to waste. “Waist” is 
the middle of the body, “waste” is to not use, to throw unnecessarily away. 

weather, whether The weather was so bad, we didn’t know whether or not to go to the lake. “Weather” is rain, snow, 
wind, etc., and “whether” is a transition used to show a choice. 

which, witch Which wicked witch in The Wizard of Oz did Dorothy’s house fall on? “Which” is a relative 
pronoun used to refer to something. “Witch” is a sorceress. 

who’s, whose Whose article won an award? Who’s going to pick it up? “Whose” is a pronoun, and “who’s” is a 
contraction for “who is.” 

woman, women A woman I know was voted Woman of the Year for her work in helping battered women. Woman 
= singular (one), women = plural (two or more). 

your, you’re I’m happy to announce that your team won, and now you’re going to the next round in Brain 
Brawl. “Your” is a possessive pronoun, and “you’re” is the contraction for “you are.” 

 
Borrowed from: Falcon Skills & Style Handbook: Language Arts Across the Curriculum 
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Using Pronouns Correctly 
Pronouns refer to a noun or take the place of that noun. To be sure your reader understands 
which noun your pronoun is referring to, you must use the correct pronoun.  

1. Pronouns Must Agree in Number 

If the pronoun takes the place of a singular noun, you have to use a singular pronoun. 

Right: If a student parks a car in the student parking lot, he or she has to buy a parking sticker. 

Wrong: If a student parks a car in the student parking lot, they have to buy a parking sticker. 

NOTE: If your sentence makes the gender of the subject clear to your reader, then you can use 
just "he" or "she" rather than "he or she." 

* The following words are singular and take singular pronouns: everybody, anybody, anyone, 
each, neither, nobody, someone, a person.  

Right: Neither of the girls brought her textbook.  
 
Wrong: Neither of the girls brought their textbooks.  
 

2. Pronouns Should Agree in Person 

If you are writing in the "first person" (I), don't confuse your reader by switching to the "second 
person" (you) or "third person" (he, she, they, it, etc.). Similarly, if you are using the "second 
person," don't switch to "first" or "third." 

Right: When a person comes to class, he or she should have his or her homework ready. 
 
Wrong: When a person comes to class, you should have your homework ready. 
 

3. Pronouns Should Refer Clearly to a Specific Noun. 

Wrong: Although the car hit the tree, it was not damaged. (Is "it" the car or the tree?) 
 
Wrong: I don't think they should show violence on TV. (Who are "they"?) 
 
Wrong: If you put this sheet in your notebook, you can refer to it. (What does "it" refer to, the 
sheet or your notebook?) 
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