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Introduction
The goal of the Hempfield Area English Department is to help students build a
foundation for a lifetime of literacy and learning. We want Hempfield students to be able to
write at all levels of competence sufficient for modern society’s needs and consistent with
the school’s general philosophy. In addition, we want them to be able to effectively
communicate when they become adults and community leaders.

The purpose of this

manual is to provide guidelines which will enable students to think and write in a clear,
concise, logical, and effective manner in various modes of discourse. This guideline will help
teachers maintain a consistent method of writing instruction and assessment that our
students can recognize and build on from year to year. It introduces, clarifies, and reviews
aspects of effective writing to help Hempfield Area School District students develop and
enhance their abilities to compose assignments in various modes. This manual will also
enable all Hempfield Area School District secondary students to have a standardized guide
to reference when completing their writing assignments in all subjects.
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Parts of an Essay
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Writing a Basic Five Paragraph Essay

The Parts
Introduction:
Attention Grabber: this is an attention grabbing sentence. The writer can begin
with a quote, question, statistic, story, or interesting fact to interest the audience.
Connector: This sentence connects the creative opening to the topic.
Background: Here the writer gives background needed and defines the topic.
Thesis: This consists of the main idea and three points, which will become the topics
of the three body paragraphs.
Body (3 paragraphs):
T- Topic Sentence: This sentence is point one, two, or three (in order) from the
thesis. It is what the writer is going to prove in this paragraph. Remember, do not
use first person pronouns (I, me, my, myself) or second person pronouns (you, your,
yourself).
E- Examples: The writer should include at least two vivid examples per paragraph.
Develop the topic with relevant and sufficient facts, definitions, quotations, concrete
details, and other information and examples appropriate to the audiences’
knowledge of the topic.
E- Explanation: There should be at least one explanation sentence for each
example. This sentence shows how the example relates to the topic sentence which
in turn helps to prove the thesis statement.
C- Closure: This sentence is an inference (an opinion based on facts). It answers the
question “so what” and provides closure to the paragraph.
Conclusion:
Rephrase the Thesis: Restate the thesis from the introduction in a different way.
Summarize Main Points: This summarizes the main points that the writer made
in each body paragraph.
Clincher: Dynamically close with a statement that the reader will remember.
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Example of a Basic Five Paragraph Essay
Introduction:
(Attention Grabber) What’s the deal with writing papers? (Connector) Yes, perhaps
people use this skill in the real world, but the process of learning to write well is extremely
frustrating. (Background) Most people, when going through this process, leave out
important steps. They have wonderful ideas, but they don’t take the time to expound upon
them. (Thesis Statement) In order to write well, one must have an informative
introduction, an example-filled body, and a sound conclusion.

Body Paragraph 1: The first TEEC Paragraph would look like this.
(Topic) An informative introduction lets the reader in on the writer’s background
knowledge. (Example) Reading a paper is like hearing a great joke; however, if the reader
feels like he is on the outside of the joke, he can’t “laugh” at the paper. To make the readers
feel like they are part of the inside joke, writers must explain the background of the stories
they write about. Any characters or stories mentioned should be identified with an adjective
descriptor. If someone is writing about Rainsford from “The Most Dangerous Game,” he
could described the character as “the hunted,” “the sailor,” “the protagonist,” or many other
descriptors that relate to the paper. (Explanation) This way the readers know who or
what they are reading about and why that character or story is important. (Example)
Secondly, an informative introduction has a clearly stated thesis. The thesis states the
main idea and three topics about which the writer plans to write. The thesis is like the
paper’s roadmap. (Explanation) If a writer sways from the map, the reader doesn’t know
where he’s going and will become confused. (Closure) An informative introduction not only
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brings the readers in, but it also assures them that they know the course the paper is about
to take.
Body Paragraph 2: The second TEEC Paragraph would look like this.
(Topic) A well-written paper has an example-filled body. (Example) Each body paragraph
starts with a topic sentence created from one of the topics identified in the thesis statement
in order to keep the reader on course. However, this isn’t enough. Each body paragraph
should provide a series of examples that show the reader what the topic sentence means.
(Example) When learning to write, many people say, “Show, don’t tell.” (Explanation)
This means that the reader should be able to visualize the examples given. (Example) For
each example given, an explanation must follow that reveals how the example relates to the
topic sentence. (Explanation) This identifies the reason why the example is important for
the readers. (Example) Lastly, all body paragraphs need closure. (Explanation) Without
closure, the reader is left hanging, and thinking simply, “So what?” (Closure) Without
following the TEEC steps, the response will be incomplete and will not fully answer the
question asked.

Body Paragraph 3: The third TEEC Paragraph would look like this.
(Topics) The last paragraph of a paper is a sound conclusion. (Example) This is the last
thing a reader reads in a paper. It should identify the thesis and also the main ideas that
proved that thesis to be true. The conclusion tells the readers what has just been read and
what they should have learned from the paper. It allows the readers to clearly summarize
their learning without having to reread the paper as a whole. It also closes the paper. The
conclusion is the final “so what” that the reader sees. It gives the reader a sense of closure.
(Explanation) They have finished the course and now have the ability to decide whether

6
the writer has effectively proven his thesis statement. (Closure) Without a sound
conclusion, the paper never ends; it is left open for anyone to interpret as they choose.
Conclusion:
(Rephrase the Thesis) To write an effective essay, one must have three things: an
informative introduction, an example-filled body, and a sound conclusion. (Summary of
Main Points) Without all three of these parts, an essay is not complete. If an introduction
does not let the reader in and gives him a course, the reader feels lost throughout the entire
paper. If the body paragraph is not full of examples, it cannot prove the most important
sentence of the paper, the thesis. If the conclusion is not sound, the paper has nothing to
stand on and the reader is left without closure. (Clincher) Not everyone is a great writer,
but by simply following the steps, everyone can learn to write well.
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The Writing Process
Prewriting--Choosing a subject and gathering ideas
1. Search for a meaningful writing idea--one that interests you and meets the
requirements of the assignment.
2. Use a selecting strategy (listing, clustering, free writing, etc.) to identify possible
subjects.
3. Learn as much as you can about the subject that you choose.
4. Decide on an interesting or important part of the subject (your focus) to develop.
Express your focus in a thesis statement.
5. Think about an overall plan or design for organizing your writing. This plan can be
anything from a brief list to a detailed outline.
Writing the First Draft -- Connecting your ideas
1. Write the first draft while your prewriting is still fresh in your mind.
2. Set the right tone by giving your opening paragraph special attention.
3. Refer to your plan of organization, but be flexible. A more interesting route may
unfold as you write.
4. Don‘t worry about getting everything perfect at this point; concentrate on developing
your ideas. (If you‘re working on a computer, save a copy of each draft.)
Revising--Improving your writing
1. Review your first draft, checking the ideas, organization, and voice of your writing.
2. Ask an objective reader to react to your work.
3. Add, cut, reword, or rearrange ideas as necessary.
4. Carefully assess the effectiveness of your introduction and conclusion.
5. Look for special opportunities to make your writing as meaningful and interesting as
possible.
Editing--Checking for style and accuracy
1. Edit your revised draft for sentence smoothness and word choice.
2. Check for errors in usage, punctuation, capitalization, spelling, and grammar.
3. Consult a dictionary, a thesaurus, and a grammar handbook as needed.
4. Ask a reliable reader to check your writing for errors you may have missed.
5. Prepare a neat final copy of your writing.
6. Proofread the final draft for errors before submitting it.
Publishing--Sharing your work
1. Share the finished product with your teacher, writing peers, friends, and family
members.
2. Decide if you are going to include the writing in your portfolio.
3. Consider submitting your work to a school, local, or national publication. Be sure to
follow the requirements for submitting manuscripts.
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(From Writers INC: A Student Handbook for WRITING and LEARNING.)

Brainstorming
Brainstorming Ideas
After you have a good grasp of what the prompt is asking, you should figure out how you
will respond. You may have heard teachers refer to this stage as pre-writing. At this stage,
you should brainstorm many ideas. You won’t necessarily use all of the ideas you come up
with, but it’s helpful to have lots of ideas to choose from when planning your essay. Even
though you may feel rushed to begin writing right away, it’s important to take some time to
go through this step to make sure you have an interesting main idea and plenty of
supporting
points.
Brainstorming Method 1: Idea Map
Drawing a map of your ideas is helpful in many ways. First, people often find that seeing a
visual representation of their thoughts helps them to add more ideas and sort through
them. Also, drawing a map might help you see how your thoughts connect to one another,
which
will
help
you
when
you
begin
organizing
your
essay.
In the center of the map, write your topic and draw a circle around it. When you come up
with a new idea, write it down, draw a circle around it, and draw a line to show how it
connects to the topic in the center and/or the other ideas you’ve written down. Look at the
main ideas you’ve written and see if you can think of other ideas that connect to them. You
won’t necessarily use all of them in your essay, but it’s important to collect many ideas
right now.
The

map

below

shows

you

what

an

idea

map

might

look

like:
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Brainstorming Method 2: Idea List
Rather than draw a map, some people prefer to brainstorm by simply listing their ideas.
Idea lists help you “mine” your ideas so that you have many to choose from and also help
you find a main idea and supporting points, which will be useful as you plan your essay.
1.
2.

At the top of your list, write your topic. Writing out your topic helps you focus on it.
List the ideas you think of in the order that they come to you. You can use many
lists to find supporting points for each of your ideas.

The lists below use the sample essay topic to show you what idea lists might look like:
Example Idea List:
What is an important goal I have for the next few years?
finishing school
getting a better job
keeping in touch with my friends and family
learning a new language
How can I achieve my goal?
to finish school, I can figure out what my goals are for school, find a school that fits
my goals, and apply to schools and for financial aid
to get a better job, I can finish school, learn a new language, search for jobs, prepare
my applications, and make a list of people who will give me a good reference
to keep in touch with my friends and family, I can make a list of everyone’s contact
information, like addresses, phone numbers, and email
to learn a new language, I can pick what language I want to learn, get a dictionary,
and find a class
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Introductions: Start Broadly and End Specifically
Attention Grabber

Connector

Background

Thesis Statement

Example Introductions
1. Stephen King, creator of such novels as Carrie and Pet Cemetery, stated that

the Edgar Allan Poe stories he read as a child gave him the inspiration and
instruction that he needed to become the writer that he is. Poe, as does
Stephen King, fills the reader's imagination with the images that he wishes
the reader to see, hear, and feel. His use of vivid, concrete visual imagery to
present both static and dynamic settings and to describe people is part of his
technique. Poe's short story "The Tell-Tale Heart" is a story about a young
man who kills an old man who cares for him, dismembers the corpse, and
then goes mad. Later he thinks he hears the old man's heart beating beneath
the floor boards under his feet, while he discusses the old man's absence with
the police. In "The Tell-Tale Heart," a careful reader can observe Poe's
skillful manipulation of the senses through his use of imagery, diction, and
syntax.
2. Imagine spending a day without coming into contact with a computer-related

device. Most of society wakes up in a climate controlled room, regulated by a
pre-set computerized thermostat. The aroma of freshly brewed coffee fills the
air because last night the coffee pot was programmed to perk at precisely
6:05. Hitting a button on a home computer instantaneously reveals the
temperature,
traffic
patterns,
scheduled
activities,
and
email
correspondences for the day. The computer has become an important part of
life. A wireless laptop for every student is as important as a number 2 pencil.
Middle school students must have this valuable resource as part of their

11
school supplies because it helps with academic assignments, provides social
interactions, and prepares them for the future.

Thesis Statements:
The thesis statement is constructed with a main idea and three main
points.
First decide what you are going to prove. This is your main idea.
Then come up with three reasons how/why it will be proven. These
are your three main points.
Together these make up your thesis statement.

Main Idea
Point 1

Point 2

Point 3

Main Idea + Point 1, Point 2, and Point 3
Or
Point 1, Point 2, and Point 3 + Main Idea
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Conclusions: Start Specifically and End Broadly
Rephrase your Thesis

Summarize
Main Points
Clincher

Example Conclusions

1. By using imagery, syntax, and diction in "The Tell-Tale Heart," Poe allows
his readers to visualize the events as they develop in his story. Poe wants the
reader to see and feel real life. He uses concrete imagery rather than vague
abstract words to describe settings and people. Edgar Allan Poe’s unique
writing style engages his readers, making them feel as if they are
experiencing his horrors first hand.
2. Schools should provide a laptop computer to every middle school student
because they enhance education, develop communication skills, and provide
skills needed for the future. Putting a laptop in the hands of middle school
students is not only preparing them for a career and life, but it is also
motivating. Although the initial investment may be costly, this compact
technology will prove to be cost effective in the long run. No student
preparing to be a productive member of modern society should be without
one.
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Types of Writing
Narrative
Expository (Informational)
Persuasive
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Types of Writing
The state of Pennsylvania has identified three types of writing to be among the most
important in school and in life, and therefore, the most appropriate for the state
assessment. The three types are narrative writing, informative writing, and persuasive
writing. The Writing PSSA (Pennsylvania System of School Assessment) in grade five (5)
tests all three types; the Writing PSSA in grade eight (8) tests students in informative and
persuasive writing, and the Keystone Exam in grades nine through eleven (9-11) tests
students in informative and persuasive writing. Throughout the school year, students
should be practicing each type of writing in various disciplines.
Types of Writing Prompts:
When taking the state assessment, students should carefully examine the wording of
prompts, whether in an essay or test format. Once the student determines the type of
writing he/she is being asked to do, he/she can proceed with the writing process. Sometimes
the differences are subtle. The examples below, taken from the PSSA Writing Assessment
Handbook, were administered in a sixty-minute, structured setting. Although they deal
with the same topic, the focus varies depending upon the wording of the prompt. Look
carefully at the bold words which signal the mode of writing required by the prompt.

Narrative Writing
Narrative writing tells a story or relates an incident. Whether the subject stems from an
actual or a fictitious experience, this type of writing depends upon development of setting,
point of view, plot, and characters. When you see any of the following words or phrases in a
prompt, you are being asked to compose a narrative essay: imagine, describe, write a story,
or tell about an experience.
Narrative writing can be classified as either personal narrative or imaginative narrative.
Personal narratives are stories based upon a writer’s own experiences or memories.
Imaginative narratives require a writer to invent a story rather than relate a real
experience.
Much of this type of writing is reflective and begins with a personal need to examine some
aspect of the writer’s world. This type of writing differs from informational and persuasive
writing because it is more personal and more reflective.
Before Writing:
Choose a specific event, the relevant details, and the purpose or meaning you attach
to that event.
Determine the tone, point of view, and characters (if necessary).
During writing:
Consider using a topic sentence which will establish your topic, your tone, and the
point of view you have chosen.

15
Determine your use of an organizational pattern. Chronological order is the most
common and effective.
Use details, including sensory words, and consider the use of dialogue, suspense,
vivid language, and action to energize your narrative.
After writing:
Review your essay to ensure that you have
o Focused on a specific event or experience
o Established the point or meaning you wish your reader to gain from your
narrative
o Conveyed your tale clearly and formed an effective piece which flows
smoothly
o Corrected conventions (spelling, grammar, and sentence structure).
The following example of exemplary 5th grade narrative writing is from the PA
System of School Assessment Website.
Prompt:
Think about a time when you were given the opportunity to care for something. Write a
story that tells what you had to do and how it made you feel.
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Expository (Informational) Writing
Expository writing shares knowledge and conveys messages, instructions, or ideas. The
writer’s purpose is to present, organize, or evaluate information. Expository writing follows
the structure of thesis-plus-support. It is a common writing mode in academic, personal,
and job-related areas.
When you see any of the following words in a prompt, you are being asked to compose an
informational essay: inform, explain, illustrate, examine, discuss. Remember that in this
type of writing you must remain objective. Informational writing differs from persuasive or
narrative writing in that you are not putting forth an opinion or simply relating an event.
Rather, you are presenting information clearly and thoroughly in support of your thesis.
Before writing:
Define the topic, narrowing it to refine your focus.
Think about what you already know about your topic. Depending upon the
assignment, you may be able to complete the essay based upon your current
knowledge or you may need to research additional information.
Decide on a clear thesis statement which presents a significant aspect of your topic.

During writing:
Formulate your supporting points and develop them by citing specific facts,
examples, quotations, etc.
Determine an appropriate organization for your essay. Order of importance is a
common and effective structure. Other organizational patterns useful in informative
writing are comparison/contrast, problem/solution, and cause/effect.
After writing:
Review your essay to ensure that you have
o Focused on your thesis throughout the essay.
o Supported your thesis with sufficient proof.
o Remained objective in your treatment of your thesis.
o Corrected conventions (spelling, grammar, and sentence structure).
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The following example of exemplary 11th grade informational writing is from the
PA System of School Assessment Website.
Prompt:
Inventions have changed our lives for the better and for the worse. In an essay, discuss one
of the most important inventions of your lifetime. Explain the positive and negative effects
this invention has had on society.

18

19
Persuasive Writing
Persuasion is a common type of writing in editorials, advertisements, speeches, letters,
articles, and reviews. Using facts and examples, the persuasive writer presents an informed
opinion which motivates the reader to form an opinion or to take action. In addition to
providing information, the persuasive writer tries to convince the reader to agree with the
writer‘s opinion on a debatable issue.
When you see any of the following words in a prompt, you are being asked to compose a
persuasive essay: convince, persuade, refute, defend, influence, argue, or debate. The thesis
of a persuasive essay should be specific, timely, worthwhile, and arguable. The thesis you
develop must also be one for which you can gather evidence of support, not simply a matter
of personal opinion. Persuasive writing differs from informational writing in that the
purpose is not to inform or explain, but to influence the reader‘s opinion on your topic
through the presentation of evidence.
Before writing:
Determine both sides of your argument and which position you will take. Think
about what you wish your reader to think or do.
Gather information about your topic.
Identify your thesis which must present an arguable point.
During writing:
Formulate your supporting points and present those using facts, reasons, statistics,
incidents, and examples. (Don‘t forget to document where necessary!)
Determine an appropriate organization of the essay. Order of importance is an
effective structure.
Remember that in more sophisticated essays, you may also present counterpoints in
order to anticipate your reader‘s objections. However, this technique should be
undertaken early in the paper so as to leave the reader with a strong impression of
your argument.
Conclude the essay with a clear call to action.
After writing:
Review your essay to ensure that you have
o Presented a consistent opinion throughout the essay.
o Supported your opinion with clear facts, examples, etc.
o Indicated to your reader the opinion or action you wish him or her to
consider.
o Corrected conventions (spelling, grammar, and sentence structure).
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The following example of exemplary 11th grade persuasive writing is from the PA
System of School Assessment Website.
Prompt:
At what age are people ready to assume the rights of adulthood?
Write an essay to persuade others that your position is a valid one.
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The TEEC Way to Write a Paragraph
Writing a response to an open ended questions
The acronym:

T- Topic Sentence

Restates the question

E- Example

Give examples to support your position

E- Explanation

Explain how your examples support your position

C- Closure

“So What Statement” Write an inference that proves your point

Prompt: How should you respond to an open-ended question?
TEEC Paragraph:
(Topic) A well-written response to an open-ended question first restates the question in its
topic sentence. However, this isn’t enough. Each body paragraph should provide a series of
examples that show the reader what the topic sentence means. (Example) When learning
to write, many people say, “Show, don’t tell.” (Explanation) This means that the reader
should be able to visualize the examples given. (Example) For each example given, an
explanation must follow that reveals how the example relates to the topic sentence.
(Explanation) This identifies the reason why the example is important for the readers.
(Example) Lastly, all body paragraphs need closure. (Explanation) Without closure, the
reader is left hanging, thinking simply, “So what?” (Closure) Without following the TEEC
steps, the response will be incomplete and will not fully answer the question asked.
Prompt: Does the declaration that “individuals are entitled to Life, Liberty, and
the Pursuit of Happiness” apply in situations that can be harmful to others?
TEEC Paragraph:
(Topic) The Declaration of Independence says that we have a right to life, liberty, and the
pursuit of happiness; however, when that right comes at the risk of other’s health, the issue
requires a closer look. (Example) Each year, thousands of innocent non-smokers are forced
to breathe the unfiltered smoke of millions of cigarettes in public places such as
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restaurants. (Explanation) This smoke is damaging to their lungs and therefore harmful.
(Closure) Clearly, if smoking were banned from public places, those who choose not to
smoke would be able to live healthier lives, proving that if liberties were restricted, it would
be beneficial to others.
Prompt: What is Olaudah Equiano attempting to express to readers in the
passage?
TEEC Paragraph:
(Topic) Olaudah Equiano experienced what few have, life without his parents and siblings.
(Example) He wrote about his experiences as an eleven-year-old, “Ere, long it was my fate
to be thus attacked and carried off when none of the grown people were nigh. In a moment
they seized us, and without giving us time to cry out or make resistance, they stopped our
mouths and ran off with us into the nearest woods” (Equiano 53). (Explanation) This
terrifying event explains the horror Equiano felt as he was separated from his family.
(Closure) By sharing his story, Equiano is able to highlight the inhumanity of the slave
trade to his readers.
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Standards Assessed on the PSSA Writing Test
Grade 8: Quality of Writing
1.5.8.A
Write with a sharp, distinct focus
Identify a topic, task, and audience
Establish a single point of view
1.5.8.B
Write using well-developed content appropriate for the topic
Gather, determine validity and reliability of, and organize information
Employ the most effective format for purpose and audience
Write paragraphs that have details and information specific to the topic and
relevant to the focus
1.5.8.C
Write with controlled and/or subtle organization
Sustain a logical order within sentences and between paragraphs using meaningful
transitions
Establish topic and purpose in introduction
Reiterate the topic and purpose in the conclusion
1.5.8.D
Write with an understanding of the stylistic aspects of composition
Use different types and lengths of sentences
Use tone and voice through the use of precise language
1.5.8.E
Revise writing after thinking logic of organization and rechecking central idea, content,
paragraph development, level of detail, style, tone, and word choice
1.5.8.F
Edit writing using the conventions of language
Spell common, frequently used words correctly
Use capital letters correctly
Punctuate correctly (periods, exclamation points, question marks, commas,
quotation marks, apostrophes, colon, semicolons, parentheses)
Use nouns, pronouns, verbs, adjectives, adverbs, conjunctions, prepositions, and
interjections properly
Use complete sentences (simple, compound, complex, declarative, interrogative,
exclamatory, and imperative)
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Standards Assessed on the PSSA Writing Test
Grade 11: Quality of Writing
1.5.11.A
Write with a sharp, distinct focus
Identify a topic, task, and audience
Establish a single point of view
1.5.11.B
Write using well-developed content appropriate for the topic
Gather, determine validity and reliability of, and organize information.
Employ the most effective format for purpose and audience
Write paragraphs that have details and information specific to the topic and
relevant to the focus
1.5.11.C
Write with controlled and/or subtle organization
Sustain a logical order throughout the piece
Include an effective introduction and conclusion
1.5.11.D
Write with a command of the stylistic aspects of composition
Use different types and lengths of sentences
Use precise language
1.5.11.E
Revise writing to improve style, word choice, and sentence subtlety of meaning after
rethinking how questions of purpose, audience, a genre have been addressed
1.5.11.F
Edit writing using the conventions of language
Spell common, frequently used words correctly
Use capital letters correctly
Punctuate correctly (periods, exclamation points, question marks, commas,
quotation marks, apostrophes, colon, semicolons, parentheses, hyphens, brackets,
ellipses)
Use nouns, pronouns, verbs, adjectives, adverbs, conjunctions, prepositions, and
interjections properly
Use complete sentences (simple, compound, complex, declarative, interrogative,
exclamatory, and imperative)
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PSSA Scoring Rubric
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Keystone Exam Scoring Guidelines
Students will be required to respond to open-ended questions on the Keystone Exam. By
following the directions within the prompt and utilizing TEEC, students will be successful
in their response. Included are examples of exemplary writings, determined by the
Keystone Exam Rubric.
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Editing an Essay
Proofreading Checklist
The Revision Process
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Proofreading Checklist

37
The Revision Process
Revision is actually something a good writer does throughout the writing process. Every
time you consider which ideas to add or delete, every time you change a word or phrase to
make your essay sound better, you are revising. Revision does not mean "recopying" what
you've already written. Revision means making changes to the content of the paper so that
every word, sentence, and paragraph makes sense to the reader. Many students tend to
rush through revising; they are eager to get done with the assignment. Remember, a good
writer will revise as much as necessary to get the best possible result.
Four areas to examine as you revise your initial drafts:
Focus
Content
Organization
Style
Focus
1. Does the essay answer fulfill the requirements of the prompt?
2. Is there a clear thesis statement in the introduction?
- Have I focused on a single point on one topic with a single task in mind?
3. Does each paragraph do what it is supposed to do?
- Does the opening paragraph state the central idea?
- Do the paragraphs in the body support the central idea?
- Does the closing paragraph reemphasize the main thoughts and the central idea?
Content
1. Have I adequately developed the idea(s) put forward in my thesis?
- Do I need to add information to the body of my essay to support my thesis?
- Do I need to delete details that do not pertain to my thesis?
- Have I provided the required number of examples specified in the
prompt/requirements?
- Do all the facts, examples, and reasons support the central idea?
- Have I included any material which must be documented? If so, have I cited it
properly?
Organization
1. Will a reader be able to follow the essay?
- Are the main ideas of the essay laid out in a logical order?
- Are there clear transitions from one paragraph to the next?
- Is a topic sentences used to introduce the main point of each paragraph?
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-

Do the transitional words and phrases within the paragraph lead the reader
clearly from one thought to another?
Has a clincher sentence been used at the end of each body paragraph
Are the paragraphs in an effective order?
Does the essay include an appropriate concluding paragraph?

Style
1. Are sentences clear and effective?
- Is word choice appropriate to grade level ability and/or the expectations of the
instructor?
- Could any sentences be improved by combining or restructuring them?
2. Are the words and sentences arranged to create and maintain a particular voice and
tone throughout the essay?
- Are a variety of sentence types used to keep the essay interesting?
- Are sensory details used to improve description?
- Does the essay maintain a consistent tone?
Try these techniques as you revise and proofread your paper:
Set your essay aside for awhile if you have time. Come back to it later. You will
notice ways to make your essay better, and you'll see more errors to correct.
Read the essay aloud to yourself. Often you can hear errors that you may not catch
while reading silently.
Have an adult (or peer) read your essay and give you suggestions about sections and
elements that are confusing.
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The Cover Letter
A cover letter introduces you and your resume to potential employers or organizations you
seek to join. It is the first document an employer sees, so it is often the first impression you
will make. Take advantage of this important first impression and prepare the reader for
your application, stating why you are writing, why you are a good match for the
job/organization, and how the employer can contact you.
Cover letters do more than introduce your resume. A cover letter’s importance
also includes its ability to do the following:
Explain your experiences in a story-like format that works with the information
provided in your resume.
Discuss in-depth the important experiences/skills and relate them to jobs
requirements.
Show the employer that you are individualizing the job application.
Provide a sample of your written communication skills.
What will impress prospective employers?
In order to impress prospective employers when writing a cover letter, you must first know
what they are looking for in candidates. Learning more about the company itself and what
they value can help you do this.
Read job advertisements carefully.
Research the corporate website; read and try to understand their mission statement.
Call “insiders” (people who work at the company).
Refer to your university’s career center if you are in college.
What do I include in my cover letter heading?
The heading provides your contact information, the date you are writing, and the address of
the company to which you are applying.
For your contact information, you will want to include the following:
Your name
The address where you can be reached (if you live at college, will it be more
accessible to include the local address or your permanent address)
Phone number
Fax number (if applicable)
E-mail address
Then, you will skip a line and write the full date (month, day, year). Follow this by skipping
a space and writing the contact information for the person to whom you are writing:
Name of the specific person
Title of that person (if available)
Address of the company
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Example of a Full Block Letter
Craig M. Leroix
2987 W. Taylor Dr.
Portland, Oregon 45720
890-372-1262
emleroix@anywhere.com
February 2, 2005
Amy Kincaid, Human Resource Director
Western Electric, Inc.
387 Collier Lane
Atlanta, Georgia 30051
Dear Sir or Madame or To Whom it may Concern:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Double-space Between Paragraphs
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Sincerely,
Signature
Typed Name
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Business Letters
A letter speaks for you in your absence. To do its job of representing you well, it must be
clear, appropriate in tone, and attractive in appearance.
Business letters should be clear, direct, and brief.
Types of Business Letters:
Request: to request information or material
Complaint: to request the correction of a mistake
Opinion: to express an opinion
Order: to place an order for something
Application: to apply for a position
Parts of a Business Letter:
Heading: Your address and date
Inside Address: The name and address of the person or company to whom you are
writing
Salutation: The greeting: “Dear Sir or Madam” or “To Whom It May Concern”
Body: The main part of the letter in which you state your message
Closing: An expression: “Sincerely” that shows you are ending the letter
Signature: The signing of your name (in ink) above your printed name
Example of a Full Block Letter
275 Robins Run Road
Burlington, WI 5105
February 27, 2012
(Skip 4-6 Spaces)
William Collins Publishing Co.
280 West Street
Cleveland, OH 44111
(2 Spaces)
Dear Sir or Madam or To Whom It May Concern:
_____________________________________________________________________________________
_____________________________________________________________________________________
(2 Spaces)
Sincerely,
(Signature)
Typed Name
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Preparing an Envelope

Steps for addressing an envelope:
Make sure that the envelope is right side up.
Put your return address in the upper left-hand corner of the envelope.
Center the outside address.
Double-check all numbers to make sure they are in the proper order.
Include the correct zip code.
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The Resume
Before you rush out to find that perfect job or internship, you’ll need to write your resume.
You want to write the kind of resume that will separate you from all the people applying to
your college of choice or eager to land that dream job. Here are some ways to avoid the
pitfalls of resume writing and land you in the spotlight.
Focus on Relevant Information
A lot of students think a generalized resume describing everything they have ever done is a
great way to secure any kind of job or internship, but this is not necessarily true. The first
rule of thumb for resume writing is to only include information that is useful to the job for
which you are applying.
Be Ready to Write More Than One Resume
If you are applying for summer jobs or internships in a variety of fields, be prepared to
write more than one resume. Once you have the first one done, use it as a template and just
cut and paste the most relevant information for different jobs.
The Four Key Elements:
Four main themes you should always include in your resume, no matter where you are
applying, are volunteerism, association memberships, computer proficiency, and knowledge
of other languages.
1. Volunteerism
No matter where you are applying or what you plan to study in college, potential
employers want to know you are a well-rounded member of society. Listing your
participation in a program, such as Habitat for Humanity or your weekly work at a
local soup kitchen can definitely add some pizzazz to a resume short of work
experience.
2. Association Memberships
It’s also an added bonus for younger high school students to list any association
they’ve belonged to like:
National Honors Society
National Art Honor Society
Distributive Education Clubs of America
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3. Computer Proficiency
Knowledge of computers will most likely be a requirement for just about any job.
List any and all experience you have with computers (Microsoft Word, Excel,
PowerPoint, Publisher… etc).
4. Other Languages
Knowing a second or third language can put you at an advantage in qualifying for a
job and will certainly separate you from other candidates.
Putting It All Together
Don’t feel like you have to use the resume template that’s found in most word processing
programs. These models, though helpful, are generic-looking. It’s good to go the extra mile
and show employers that you are as creative as you are intelligent. Differences in
formatting (bullets, borderlines, headings, fonts, styles, and sizes) will catch the eye and
draw attention to the most important information.
Organization
You can organize your resume in many different ways, but the following should be included:
Objective: state what kind of job or internship for which you are looking.
Experience: describe your job history.
Education: just list your high school, unless you’ve taken college courses on the side
Other Skills/Information: list your computer or language skills and any associations
or memberships to which you’ve belonged.
Action Words
Be sure to describe your roles and accomplishments with strong action words and key terms
that will pop out at employers, usually ones that signify leadership and team roles you’ve
had. These include words such as team work, team player, multi-tasking, executed,
organized, performed, maintained, supervised, managed, directed, developed, and
implemented.
Writing Style
The wording of your resume is just as important as the look. You may have to write several
rough drafts to come up with one that will really shine. Here are a few writing style rules to
keep in mind:
Use matching verb tenses.
Keep all descriptions short. Descriptions should generally take up no more than
three to four lines on the page.
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Full sentences are not necessary but be consistent with punctuation.
Resume Resources
Several job search engines have resume-building pages on their websites that will give you
step-by-step guidelines to writing a resume.
Monster Jobs: www.monster.com
Yahoo! Hot Jobs: www.hotjobs.yahoo.com
Job Sniper: www.jobsniper.com
Career Builder: www.careerbuilder.com
MSN Careers: www.careers.msn.com
Job Web: www.jobweb.com
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Preparing the Research Paper
The research paper is an organized, documented essay which requires careful
planning, searching, studying, and writing.
1. Clearly define your topic
2. Locate your sources
3. Take accurate notes based on your sources
4. Organize your information into a working outline
5. Compose the text of your paper
6. Correctly cite references and sources
7. Revise, correct, and proofread your rough draft
8. Double-check the requirements of the assignment and include any additional
material required by your teacher
9. Complete and assemble your final paper
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Preparing and Using References
References are notations referring the reader the sources of information you use in your
research paper. You indicate material that is referenced by placing the author’s last name
and page number the idea found on within parentheses after the final word in a quotation
or an idea take from one of your sources.
Using References in Your Paper
References must be used for all quoted and paraphrased material. References must be given
for all ideas taken from sources even if the ideas are written in your own word.
1. An idea used:
 The county would be thrown into a state of confusion. The man in
office, the former Vice-President, would probably be nominated
anyway (Smith 46).
2. A quotation of up to four lines is left in the text of the paragraph:
 Another proposal states that “when a Presidential vacancy occurs, it
should be filled by the Vice-President until the next Congressional
election” (Smith 46).
3. A quotation of five lines or more is indented ten spaces on the left :
 One suggestion for a change is the Fullbright-Smathers Proposal.
They would divide the four year tenure of a President into its
two phases corresponding to Congressional elections. If the
President dies within the first phase, the Vice President would
complete only what remained of the two years (Smith 46).
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Taking Notes
The quality of notes largely determines the quality of the research paper; therefore, take
notes carefully.
Tips to cut down reading time:
Refer to the table of contents and index, selecting only those sections that relate
specifically to your topic.
Skim materials. Read the first sentence of the paragraph and if it is not to the point,
run your eye down to the topic sentence of the next paragraph.
When you have found pertinent information. Reread those sections and take notes.
Paraphrase
A Paraphrase is:
Your own rendition of essential information and ideas expressed by someone else,
presented in a new form
Correctly cited with accurate documentation
More detailed than summary
6 Steps to Following to Paraphrase Effectively:
1. Reread the original passage until you understand its full meaning.
2. Write your paraphrase on a note card.
3. Jot down a few words below your paraphrase to remind you later of how you
envision using the material. At the top of the note card, write a key word or phrase
to indicate the subject of your paraphrase.
4. Check your rendition with the original to make sure that your version accurately
expresses all the essential information in a new form.
5. Use quotation marks to identify any unique term or phrase you have borrowed
exactly from the source.
6. Record the source (including the page) on your note card so that you can credit it
easily if you decide to incorporate the material into your paper.
Examples of Paraphrase Text
Original text:
Students frequently overuse direct quotation while taking notes, and as a result
they overuse quotations in the final research paper. Probably only about 10% of your
final manuscript should appear as directly quoted material. Therefore, you should
arrive to limit the amount of exact transcribing of source materials while take notes.
Lester, James D. Writing Research Papers. 2nd ed. (1976); 46-47.
Legitimate Paraphrase:
In research papers, students often quote excessively, failing to keep quoted material
down to a desirable level. Since the problem usually originates during note taking, it
is essential to minimize the material recorded verbatim (Lester 46-47).
Plagiarized Version:
Students often use too many direct quotations when they take notes, resulting in too
many quotations in the final research paper. In fact, probably only about 10% of the
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final copy should consist of directly quoted material. So it is important to limit the
amount of source material copied while taking notes.

Plagiarism
Definition
Plagiarism is a serious form of academic misconduct. Hempfield Area School District
defines plagiarism as using someone else's words, work, and/or ideas and claiming them as
one's own. People's words, work, and/or ideas are considered "intellectual property,"
meaning the creator owns them.
Examples of Plagiarism/Cheating
Hiring someone to write a paper
Buying or downloading a paper from the Internet
Building on someone else's ideas without proper citations
Using a sentence or paragraph from an article without citing the source
Turning in someone else's work or paper
Letting a parent write your paper
How to Avoid Plagiarism
Students receive instruction in research, note taking, and documentation skills in
English classes. They also receive the Hempfield Style Manual, which details proper
research writing techniques. Additionally, students may access various websites for
further clarification.
Some sites include:
http://owl.english.purdue.edu/handouts/research/r plaigiar.html
http://www.mla.org
http://noodletools.com
Consequences for Plagiarism
Plagiarizing will result in an "Incomplete" for the course until the student completes
a new paper or assignment. Upon completion, the student will receive a "0" on the
paper/assignment, and the course grade will be recalculated with the zero.
Depending on the severity of the offense, students may also incur disciplinary
sanctions from school administration.
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MLA Formatting and Style
Adapted from The Purdue University On-line Writing Lab (OWL)
General Format
MLA style specifies guidelines for formatting manuscripts and using the English language
in writing. MLA style also provides writers with a system for referencing their sources
through parenthetical citation in their essays and Works Cited pages. Below are some
basic guidelines for the preparation of papers and manuscripts in MLA style.
General Guidelines
Type your paper 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.
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.
Leave only one space after periods or other punctuation marks (unless otherwise
instructed by your instructor).
The margins of your document should be set 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 to provide
emphasis.

53

Here is a sample of the first page of a paper in MLA style:
Caitlin 1
Mary Caitlin
Mr. Jones
English 9
15 September 2012

Double Spaced

Header
Centered title.
Regular print. No bold.
No underline. No italic.

Andrew Carnegie: The Father of Middle-Class America
For decades, Americans couldn’t help but love the red-headed, fun-loving Little
Orphan Annie. The image of the little girl moving so quickly from poverty to wealth
provided hope for the poor in the 1930’s, and her story continues to be a dream of what the
future just might hold. The rags-to-riches phenomenon is the heart of the American
Dream. Few other people have embodied this phenomenon as much as Andrew Carnegie
did in the late 1800’s and early 1900’s. His character example, industry, and
contributions, established him as the father of middle-class America.

Thesis

MLA In-Text Citations: The Basics
When you write a research paper, you support your own ideas with information that you’ve
found from other sources. But presenting someone else’s ideas as if they were your own is
plagiarism, a form of cheating. You can avoid plagiarism by citing or identifying the
sources of your information within the text of your paper.

DO credit the source of…

DON’T credit the source of…

Direct quotations
Information that can be found in
Summaries and paraphrases, or
many places- dates, facts, ideas, and
restatements of someone else’s
concepts that are considered
Citing
Sources
within
Your
Paper
common knowledge
viewpoints, original ideas, and
conclusions
Your own unique ideas
Photos, art, charts, and other visuals
Little-known facts or statistics
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The most common method of crediting sources is with parenthetical documentation within
the text. Generally a reference to the source and page number is included in parentheses at
the end of each quotation, paraphrase, or summary of information borrowed from a source.
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:
Examples:
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. If readers want more information about this source,
they can turn to the Works Cited page, where, under the name of Wordsworth,
they would find the following information:
Wordsworth, William. Lyrical Ballads. London: Oxford U.P., 1967. Print.

In-text Citations for Print Sources with Known Author
For print sources like books, magazines, scholarly journal articles, and newspapers, provide
a signal word or phrase (usually the author’s last name) and a page number. If you provide
the signal word/phrase in the sentence, you do not need to include it in the parenthetical
citation.
Example:
Human beings have been described by Kenneth Burke as "symbol-using animals" (3). Human beings have been
described as "symbol-using animals" (Burke 3).

These examples must correspond to an entry that begins with Burke, which will be the first
thing that appears on the left-hand margin of an entry in the works cited:
Burke, Kenneth. Language as Symbolic Action: Essays on Life, Literature, and Method. Berkeley: U of
California P, 1966. Print.

In-text Citations for Print Sources with No Known Author
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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.
Example:
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. Thus, the writer includes the title in quotation marks as the signal phrase in the
parenthetical citation in order to lead the reader directly to the source on the works cited
page. The works cited entry appears as follows:
“The Impact of Global Warming in North America.” GLOBAL WARMING: Early Signs. 1999. Web. 23 Mar.
2009.

Author-Page Citation for Classic and Literary Works with Multiple
Editions
Page numbers are always required, but additional citation information can help literary
scholars, who may have a different edition of a classic work like Marx and Engels's The
Communist Manifesto. In such cases, give the page number of your edition (making sure
the edition is listed in your works cited page, of course) followed by a semicolon, and then
the appropriate abbreviations for volume (vol.), book (bk.), part (pt.), chapter (ch.), section
(sec.), or paragraph (par.). For example:
Example:
Marx and Engels described human history as marked by class struggles (79; ch. 1).

Citing Authors with Same Last Names
Sometimes more information is necessary to identify the source from which a quotation is
taken. For instance, if two or more authors have the same last name, provide either
authors’ first initials (or even the authors' full name if different authors share initials) in
your citation. For example:
Example:
Although some medical ethicists claim that cloning will lead to designer children (R. Miller 12), others note that
the advantages for medical research outweigh this consideration (A. Miller 46).

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:
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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. or list all the
last names.
Examples:
Jones et al. counter Smith, Yang, and Moore's argument by noting that the current spike in gun violence in
America compels law makers to adjust gun laws (4).

Or
Legal experts counter Smith, Yang, and Moore's argument by noting that the current spike in gun violence in
America compels law makers to adjust gun laws (Jones et al. 4).

Or
Jones, Driscoll, Ackerson, and Bell counter Smith, Yang, and Moore's argument by noting that the current spike
in gun violence in America compels law makers to adjust gun laws (4).

Citing Multiple Works by the Same Author
If you cite more than one work by a particular author, include a shortened title for the
particular work from which you are quoting to distinguish it from the others.
Example:
Lightenor has argued that computers are not useful tools for small children ("Too Soon" 38), though he has
acknowledged elsewhere that early exposure to computer games does lead to better small motor skill development
in a child's second and third year ("Hand-Eye Development" 17).

Additionally, if the author's name is not mentioned in the sentence, you would format your
citation with the author's name followed by a comma, followed by a shortened title of the
work, followed, when appropriate, by page numbers:
Example:
Visual studies, because it is such a new discipline, may be "too easy" (Elkins, "Visual Studies" 63).

Citing Multivolume Works
If you cite from different volumes of a multivolume work, always include the volume
number followed by a colon. Put a space after the colon, then provide the page number(s).
(If you only cite from one volume, provide only the page number in parentheses.)
. . . as Quintilian wrote in Institution Oratoria (1: 14-17).

Citing the Bible
In your first parenthetical citation, you want to make clear which Bible you're using (and
underline or italicize the title), as each version varies in its translation, followed by book (do
not italicize or underline), chapter and verse. For example:
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Ezekiel saw "what seemed to be four living creatures," each with faces of a man, a lion, an ox, and an eagle (New
Jerusalem Bible, Ezek. 1.5-10).

If future references employ the same edition of the Bible you’re using, list only the book,
chapter, and verse in the parenthetical citation.

Citing Indirect Sources
Sometimes you may have to use an indirect source. An indirect source is a source cited in
another source. For such indirect quotations, use "qtd. in" to indicate the source you
actually consulted. For example:
Ravitch argues that high schools are pressured to act as "social service centers, and they don't do that well" (qtd.
in Weisman 259).

Note that, in most cases, a responsible researcher will attempt to find the original source,
rather than citing an indirect source.

Citing Non-Print or Sources from the Internet
With more and more scholarly work being posted on the internet, you may have to cite
research you have completed in virtual environments. While many sources on the Internet
should not be used for scholarly work, some web sources are perfectly acceptable for
research. When creating in-text citations for electronic, film, or internet sources, remember
that your citation must reference the source in your works cited.
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, refer to
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.
Unless you must list the website name in the signal phrase in order to get the reader to the appropriate
entry, do not include URLs in-text. 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.

Miscellaneous Non-Print Sources
Werner Herzog's Fitzcarraldo stars Herzog's long-time film partner, Klaus Kinski. During the shooting of
Fitzcarraldo, Herzog and Kinski were often at odds, but their explosive relationship fostered a memorable and
influential film.
During the presentation, Jane Yates stated that invention and pre-writing are areas of rhetoric that need more
attention.

In the two examples above “Herzog” from the first entry and “Yates” from the second lead
the reader to the first item each citation’s respective entry on the Works Cited page:
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Herzog, Werner, dir. Fitzcarraldo. Perf. Klaus Kinski. Filmverlag der Autoren, 1982. Film.
Yates, Jane. "Invention in Rhetoric and Composition." Gaps Addressed: Future Work in Rhetoric and
Composition, CCCC, Palmer House Hilton, 2002. Print.

Electronic Sources
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.).

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.” Both corresponding works cited entries are as follows:
Garcia, Elizabeth. "Herzog: a Life." Online Film Critics Corner. The Film School of New Hampshire, 2 May 2002.
Web. 8 Jan. 2009.
Stolley, Karl. "MLA Formatting and Style Guide." The OWL at Purdue. 10 May 2006. Purdue University Writing
Lab. 12 May 2006 .

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).

When a Citation Is Not Needed
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, for example, they'll have different expectations of what
constitutes common knowledge.

MLA Format: MLA Works Cited
Note: These citations serve as examples of how to format entries on Works Cited pages of
student research papers. These examples may or may not be actual published literary
works, and you should not be disappointed if the internet web site URLs are not
functional. Again, this page is simply a set of examples to help you format a paper written
in MLA style.

When creating your works cited Page, remember to do the following:
Begin the Works Cited on a new page, but number consecutively (i.e., if the last page
of your essay is page 3, the Works Cited is page 4)
Alphabetize each entry by first letter
Italicize all titles of books, magazines, films, etc.
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Put quotation marks around the titles of poems, short stories, and articles
Indent the 2nd line and all subsequent lines of each citation
Double-space all entries

Sample Works Cited Page
Adams, Paul. "Furious Arafat Is Freed." Globe and Mail. 2 May
2002: A1+. Print.
"Beginner Tip: Presenting Your Page with Style." Webmaster Tips
Newsletter. July 2000. Net Mechanic. Web. 13 Oct. 2002
<http://www.netmechanic.com.
Collins, Ronald K.L., and David M. Skover. The Trials of Lenny Bruce: The
Fall and Rise of an American Icon. Naperville, IL: Sourcebooks, 2002. Print.
Continelli, Louise. "A Place for Owls to Heal." Buffalo News 12 Jan. 2003: C2. Print.
"E-Money Slips Quietly into Oblivion." Nikkei Weekly. 22 Jan. 2001: 4. Print.
Gordin, Michael D. "The Science of Vodka." New Yorker 13 Jan. 2003: 7.
Print.
"Ho Chi Minh." Encyclopedia Britannica. 2003. Britannica.com. Web.
15 May 2003 <http://www.britannica.com>.
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APA Formatting and Style
What is APA?
APA (American Psychological Association) is most commonly used to cite sources within the social
sciences. This resource, revised according to the 6th edition, second printing of the APA manual,
offers examples for the general format of APA research papers, in-text citations, endnotes/footnotes,
and the reference page. For more information, please consult the Publication Manual of the
American Psychological Association, 6th edition, second printing.
General APA Guidelines
Your essay should be typed, double-spaced on standard-sized paper (8.5" x 11") with 1"
margins on all sides. APA recommends using 12 pt. Times New Roman font.
Include a page header (also known as the "running head") at the top of every page. To
create a page header/running head, insert page numbers flush right. Then type "TITLE
OF YOUR PAPER" in the header flush left using all capital letters. The running head is a
shortened version of your paper's title and cannot exceed 50 characters including spacing and
punctuation.
Major Paper Sections
Your essay should include four major sections: the Title Page, Abstract, Main Body, and
References.
Title Page
The title page should contain the title of the paper, the author's name, and the institutional
affiliation. Include the page header (described above) flush left with the page number flush right at
the top of the page. Please note that on the title page, your page header/running head should look
like this:
Running head: TITLE OF YOUR PAPER
Pages after the title page should have a running head that looks like this:
TITLE OF YOUR PAPER
Type your title in upper and lowercase letters centered in the upper half of the page. APA
recommends that your title be no more than 12 words in length and that it should not contain
abbreviations or words that serve no purpose. Your title may take up one or two lines. All text on the
title page, and throughout your paper, should be double-spaced.
Beneath the title, type the author's name: first name, middle initial(s), and last name. Do not use
titles (Dr.) or degrees (Ph.D.).
Beneath the author's name, type the institutional affiliation, which should indicate the location
where the author(s) conducted the research.
Here is a sample of the cover page of a paper in APA style:
Running head: SPARTAN WRITING CENTER SAMPLE TITLE PAGE

The Spartan Writing Center Sample Title Page
Following the American Psychological Association Guidelines
Katherine Wansor
Hempfield High School

1
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Abstract
Begin a new page. Your abstract page should already include the page header (described
above). On the first line of the abstract page, center the word “Abstract” (no bold,
formatting, italics, underlining, or quotation marks).
Beginning with the next line, write a concise summary of the key points of your research.
Do not indent. Your abstract should contain at least your research topic, research
questions, participants, methods, results, data analysis, and conclusions. You may also
include possible implications of your research and future work you see connected with your
findings. Your abstract should be a single paragraph double-spaced. Your abstract should
be no longer than 150 and 250 words.
You may also want to list keywords from your paper in your abstract. To do this, indent as
you would if you were starting a new paragraph, type Keywords: (italicized), and then list
your keywords. Listing your keywords will help researchers find your work in databases.

Spartan Writing Center Sample Title Page

2

Abstract

In writing both informative and persuasive reports, the student should give special
consideration to the completeness, accuracy, intelligibility, readability, and objectivity of
the report. The twelve parts of the typical formal report are (1) the letter of transmittal, (2)
the title page, (3) the table of contents, (4) the table of illustrations, tables, charts, and
graphs, (5) the abstract, (6) the introduction, (7) the body of the report, (8) the list of
conclusions, (9) the list of recommendations, (10) the appendences, (11) the list of
references, and (12) the index. Because of the importance of the abstract, both as a
separate form and as a part of the report, procedures for writing descriptive and
informative abstracts of this chapter of the book are presented

Main Body
Basic format for a quotation ordinarily introduces the quotation with a signal phrase that
includes the author’s last name followed by the year of publication in parentheses. Put the
page number (preceded by “p.”) in parentheses after the quotation.
Example:
Critser (2003) noted that despite growing numbers of overweight Americans, many
health care providers still “remain either in ignorance or outright denial about the
health danger to the poor and the young” (p. 5).
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If the author is not named in the signal phrase, place the author’s name, the year,
and the page number in parentheses after the quotation: (Critser, 2003, p. 5).
NOTE: APA style requires the year of publication in an in-text citation. Do not include a
month, even if the entry in the reference list includes the month.
Basic format for a summary or a paraphrase includes the author’s last name and
the year either in a signal phrase introducing the material or in parentheses
following it. A page number is not required for a summary or a paraphrase, but
include one if it would help readers find the passage in a long work.
Examples:
Yanovski and Yanovski (2002) explained that sibutramine suppresses appetite by
blocking the reuptake of the neurotransmitters serotonin and norepinephrine in the
brain (p. 594).
Sibutramine suppresses appetite by blocking the reuptake of the neurotransmitters
serotonin and norepinephrine in the brain (Yanovski & Yanovski, 2002, p. 594).

Work with two authors
Name both authors in the signal phrase or the parentheses each time you cite the work. In
the parentheses, use “&” between the authors’ names; in the signal phrase, use “and.”
Example:
According to Sothern and Gordon (2003), “Environmental factors may contribute as
much as 80% to the causes of childhood obesity” (p. 104).
Obese children often engage in limited physical activity (Sothern & Gordon, 2003, p.
104).

Work with three to five authors
Identify all authors in the signal phrase or the parentheses the first time you cite the
source.
Example:
In 2003, Berkowitz, Wadden, Tershakovec, and Cronquist concluded, “Sibutramine .
. . must be carefully monitored in adolescents, as in adults, to control increases in
[blood pressure] and pulse rate” (p. 1811).
In subsequent citations, use the first author’s name followed by “et al.” in either the
signal phrase or the parentheses.
As Berkowitz et al. (2003) advised, “Until more extensive safety and efficacy data
are available, . . . weight-loss medications should be used only on an experimental
basis for adolescents” (p. 1811).

Work with six or more authors
Use the first author’s name followed by “et al.” in the signal phrase or the parentheses.
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Example:
McDuffie et al. (2002) tested 20 adolescents, aged 12-16, over a three-month period
and found that orlistat, combined with behavioral therapy, produced an average
weight loss of 4.4 kg, or 9.7 pounds (p. 646).

Work with unknown author
If the author is unknown, mention the work’s title in the signal phrase or give the first
word or two of the title in the parenthetical citation. Titles of articles and chapters are put
in quotation marks; titles of books and reports are italicized.

Example:
Children struggling to control their weight must also struggle with the
pressures of television advertising that, on the one hand, encourages the
consumption of junk food and, on the other, celebrates thin celebrities
(“Television,” 2002).
NOTE: In the rare case when “Anonymous” is specified as the author, treat it as if it were
a real name: (Anonymous, 2001). In the list of references, also use the name Anonymous as
author.

Organization as author
If the author is a government agency or another organization, name the organization in the
signal phrase or in the parenthetical citation the first time you cite the source.
Obesity puts children at risk for a number of medical complications, including type 2
diabetes, hypertension, sleep apnea, and orthopedic problems (Henry J. Kaiser Family
Foundation, 2004, p. 1).
If the organization has a familiar abbreviation, you may include it in brackets the first time
you cite the source and use the abbreviation alone in later citations.
FIRST CITATION
(Centers for Disease Control and Prevention [CDC], 2009)
LATER CITATIONS
(CDC, 2009)

Authors with the same last name
To avoid confusion, use initials with the last names if your reference list includes two or
more authors with the same last name.
Research by E. Smith (1989) revealed that . . .
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Two or more works by the same author in the same year
When your list of references includes more than one work by the same author in the same
year, use lowercase letters (“a,” “b,” and so on) with the year to order the entries in the
reference list. Use those same letters with the year in the in-text citation.
Research by Durgin (2003b) has yielded new findings about the role of counseling in
treating childhood obesity.

Two or more works in the same parentheses
When your parenthetical citation names two or more works, put them in the same order
that they appear in the reference list, separated with semicolons.

Researchers have indicated that studies of pharmacological treatments for
childhood obesity are inconclusive (Berkowitz et al., 2003; McDuffie et al., 2002).

Personal communication
Personal interviews, memos, letters, e-mail, and similar unpublished communications
should be cited in the text only, not in the reference list. (Use the first initial with the last
name in parentheses.)
One of Atkinson’s colleagues, who had studied the effect of the media on children’s eating
habits, has contended that advertisers for snack foods will need to design ads responsibly
for their younger viewers (F. Johnson, personal communication, October 20, 2009).

Electronic source
When possible, cite electronic sources, including online sources, as you would
any other source, giving the author and the year.
Atkinson (2001) found that children who spent at least four hours a day watching TV were
less likely to engage in adequate physical activity during the week.
Electronic sources sometimes lack authors’ names, dates, or page numbers.

Unknown author
If no author is named, mention the title of the source in the signal phrase or give the first
word or two of the title in the parentheses.
The body’s basal metabolic rate, or BMR, is a measure of its at-rest energy requirement
(“Exercise,” 2003).

Unknown date
When the date is unknown, use the abbreviation “n.d.” (for “no date”).
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Attempts to establish a definitive link between television programming and children’s
eating habits have been problematic (Magnus, n.d.).

No page numbers
APA ordinarily requires page numbers for quotations, and it recommends them for
summaries and paraphrases from long sources. When an electronic source lacks stable
numbered pages, your citation should include information that will help readers locate the
particular passage being cited.
If the source has numbered paragraphs, use the paragraph number preceded by the
abbreviation “para.”: (Hall, 2008, para. 5). If the source contains headings, cite the
appropriate heading in parentheses; you may also indicate the paragraph under the
heading that you are referring to, even if the paragraphs are not numbered.

Hoppin and Taveras (2004) pointed out that several other medications were
classified by the Drug Enforcement Administration as having the “potential for
abuse” (Weight-Loss Drugs section, para. 6).

Print Articles and Book Chapters:
General Format:
Author's Last Name, First Initials. (Date of publication). Article title. Name of Periodical, volume
number, pages.

Examples:
Agusti, A.G., Sauleda, J., Miralles, C.,Togores, B., Sala, E., & Batle, S. et al.
(2002, August 15). Skeletal Muscle Apoptosis and Weight Loss In Chronic
Obstructive Pulmonary Disease. American Journal of Respiratory and Critical
Care Medicine, 166, 485-489. [journal article -- volume 166. Note how multiple
authors are shown]
Bhutto, Benazir. (1997). In Encyclopedia Americana. (Vol.3), 644-45.
Danbury, CT: Grolier, Inc. [encyclopedia article -- note that Bhutto,
Benazir is the title of the article, not the author's name]
Giangreco, M. F. (1999-2000). What Do I Do Now? A Teacher's Guide to Including
Students With Disabilities. In K.L. Freiberg (Ed.), Annual Editions: Educating
Exceptional Children, (pp. 18-20). Guilford, Ct: Dushkin/McGraw-Hill. [book
chapter]
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Internet Filtering Software. (2002, April 26). Issues & Controversies on File,
145-168. [book chapter -- note that no author's name was given]
The Legacy: A Round Table of Historians Ponders How the Future Will View September
11. (2002, Sept. 9). Newsweek, 62-65. [popular magazine article -no author's name given]
Pendleton, D. A. (2000). The Government Should Legislate Morality. Opposing
Viewpoints: American Values, 190-195. [book chapter]

Books:
General Format:
Author's Last Name, First Initials. (publication year). Title: Capitalize the first
word only of title and subtitle (edition or volume number, if any). Place of
Publication: Publisher's Name.
Examples:
Hawking, S. W., Thorne, K. S., Novikov, I., Ferris, T., & Lightman, A. (2002). The
future of space-time. New York: W.W. Norton & Co. [book with multiple
authors]
Lowenherz, D. H., Ed. (2002). The 50 greatest love letters of all time. New York:
Crown. [book with an editor instead of an author]
Needleman, J. (2002). The American soul: Rediscovering the wisdom of the founders.
New York: Putnam. [book with a subtitle]

Electronic Sources:
General Format for Online Databases:
Author's Last Name, First Initials. (publication date). Title of article. Name of
Periodical, volume number, pages. Date you accessed the article and URL of
database, or name of database [if it is a collection of entries from many
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sources, like the databases available on Ohlone Library's homepage]
Examples:
Counting California. (2002, June 18). Retrieved Oct. 1, 2002 from
http://countingcalifornia.cdlib.org [website]
Kagan, L.J., Aiello, A.E., & Larson, E. (2002, August). The role of the
home environment in the transmission of infectious diseases. Journal
of Community Health(27)(4), 247-267. Retrieved October 8, 2002 from
CINAHL Plus with Full Text database. [this database is accessible
from Ohlone Library's homepage]
Khan, Z. (2002, Sept. 2). Pakistan rejects Bhutto's candidacy; Former prime
minister will campaign anyway, aide says. Washington Post, p. A19.
Retrieved September 19, 2002 from Newsbank Newspapers database. [this
database is accessible from Ohlone Library's homepage]
Makela, M. (1998). Viruses and bacteria in the etiology of the common cold. Journal
of Clinical Microbiology (36), 539-542. Retrieved October 1, 2002 from
http://jcm.asm.org [electronic version of a print journal]
Senators wish Domenici would bring dog to work more often (2002, Sept. 18)
[1 paragraph]. The Onion (38) (34), 1. Retrieved September 20, 2002 from
http://www.theonion.com [electronic journal]
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Turnitin.com
All Hempfield Area High School teachers and students have access to Turnitin.com,
a leading originality checking and plagiarism prevention service that is used for all
informative, persuasive, analytical, and research writings. According to Turnitin.com, “[The
service] encourages best practices for using and citing other sources’ written material.”
Teachers will give students directions on how to access and use the site for various
purposes. When students submit documents, they can check plagiarism, edit, revise,
provide and receive feedback from other students and the teacher. Student users in classes
on some accounts may also be able to do the following:
1.
2.
3.
4.
5.

Review the originality reports for the submissions made to assignments.
View papers marked with the GradeMark paperless grading tool.
Write peer reviews on papers.
View their grade in the Turnitin.com GradeBook.
Participate in discussions on a discussion board.

What is Turnitin?
Turnitin is a web-based plagiarism prevention program. Students submit their papers
electronically to the www.turnitin.com website, which takes a digital fingerprint of the
paper and compares its contents to more than 12 billion web pages, other student papers,
newspapers, magazines, scholarly journals, books, and other sources. Turnitin detects if a
student’s paper, in whole or part, has been copied and provides a report to both the student
and the teacher.
How Does Turnitin Work?
Step 1:
Students submit documents to the www.turnitin.com website for review.
Step 2:
Turnitin servers compare the students’ papers against databases to look for any likenesses.
Step 3:
Results of the search are provided in an easy to read report that highlights possible sources
of plagiarism and provides links to those sites. In the end, the teacher makes the final
determination if the paper was plagiarized and if so, to what extent it was plagiarized.
Submitting Your Paper Electronically: Introduction
(Taken
directly
from
the
www.turnitin.com
http://www.turnitin.com/static/training.html)

website:

This quick start 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.
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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 quick start.
Step 1
To register and create a user profile, go to www.turnitin.com and click on the New Users
at the top of the homepage.
The new user wizard will open and walk you through the profile creation process. 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)
After entering a title for your paper and selecting a file, click submit to upload your paper.
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.
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 emailed 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.
If you need further assistance with Turnitin or would like to learn about the advanced
features our system offers, please download our student user manual, which is available
at http://www.turnitin.com/static/pdf/tii_student_guide.pdf
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Questions about Turnitin.com
Listed below are some questions regarding our plagiarism guidelines and the turnitin.com
website. If you have additional questions, it is best to contact your child’s teacher directly.
1. Why is it necessary to ask students to submit their papers electronically?
Turnitin.com is a way for students to proofread their papers to ensure that they
have properly documented sources they have used in their paper. Since it is a
teaching tool, students can self-correct mistakes on papers before turning them in
for a grade. Students who will be going to post-secondary schools will be required to
use this or a similar tool to submit their papers.
2. What if we do not have a computer and/or Internet access at home?
Our school district offers students access to several computer labs and the library
before, during, and after school. All of the computers have Internet access.
3. What if we do not have an email account?
Please see your teacher if you do not have an email account. Your teacher will assist
you in getting an email or find an alternative method for you to submit papers.
4. How do I get tech support for the turnitin.com website at home?
You can visit http://www.turnitin.com/static/Knowledge_center/Knowledge_base.asp
for a list of questions, or you can visit http://www.turnitin.com and email the help
desk. To access the help desk at turnitin.com click on any “help!” button at the top of
any page. If you have trouble accessing this page, you can email turnitin.com at
info@turnitin.com.
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Writer’s Workspace
All Hempfield Area middle school teachers and students have access to Writer’s
Workspace (WWS), an online, integrated language arts program by Glencoe. All necessary
activities and practice opportunities are available in an interactive, online format. It is a
complete integrated grammar and composition program. Students can create and type
their composition into the WWS. Once a student finishes a stage of the writing process, the
teacher has the ability to view the student’s work and post comments. When the student
comes back to their composition, their work thus far gets imported into the next stage.
They continue writing and making edits to their composition, and they can easily view
previous drafts/stages at any time to review. The Writer’s Workspace program can be
accessed on any computer, tablet, or mobile device that meets its system requirements,
including the ability to run Adobe Flash Player.

WWS can be accessed by going to

http://connected.mcgraw-hill.com and typing in an individual username and password
which will be issued by the classroom teacher.
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Study Tips and Strategies
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Study Skills and Test Taking Strategies
Note Taking Strategies and Skills
If the instructor writes something on the board or repeats an idea then it is usually
a key point and you should write it down.
Use a separate binder or folder to organize notes and handouts for each class.
Date your notes and add titles and subtitles when you move to a new topic.
Complete reading assignments and homework before class. It is easier to take notes
when you know what the instructor is talking about.
Study Tips and Study Skills
Everyone is different. Different methods work for different people; the following are
only suggestions on improving upon your current studying techniques.
It is best to review the material right after class when it’s still fresh in your memory.
Space out your studying. You’ll learn more by studying a little every day instead of
waiting to cram at the last minute. By studying every day, the material will stay in
your long-term memory. If you try to study at the last moment, the material will
only reside in your short-term memory and you’ll easily forget.
Find a comfortable and quiet place to study with good lighting and little distractions.
Take short breaks frequently. Your memory retains the information that you study
at the beginning and end better than what you study in the middle.
Test Preparation Tips
Preparation for your test should begin on the first day of class; this includes paying
attention during class, taking good notes, studying, completing homework
assignments and reviewing study materials on a regular basis.
Ask the instructor to specify the areas that will be emphasized on the test, as well as
the format of the test.
Go over any material from practice tests, homework, sample questions, review
material, the textbook, and class notes.
Multiple Choice Test Taking Tips
Read the question carefully before you look at the answers.
Come up with an answer in your head before looking at the answer choices.
Eliminate answers you know are incorrect.
Read all of the choices before choosing your answer.
In “All of the above” and “None of the above” choices, if you are certain one of the
statements is true don’t choose “None of the above” or one of the statements are false
don’t choose “All of the above.”
Don’t keep changing your answer. Usually your first choice is correct.
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True-False Test Tips
Read through each statement carefully, and pay attention to the qualifiers or key
words.
Qualifiers like “never, always, and every” mean that the statement must be true all
of the time.
Qualifiers like “usually, sometimes, and generally” mean that the statement can be
considered true or false, depending on the circumstances.
If any part of the question is false, then the entire statement is false.
Short Answer Test Tips
Use flashcards; write the key terms, dates and concepts on the front and the
definition, event, and explanations on the back.
Try to anticipate questions that will be asked on the test and prepare for them.
If you don’t know the answer, come back to it after you finish the rest of the test and
make an educated guess. Other parts of the test may give you clues to what the
answer may be.
Read each question carefully.
Essay Test Tips
Read the directions closely. If you have a choice of essay questions, decide which
one(s) you will answer.
Read the question carefully. Note what task you are being asked to do. For
example, you could be asked to explain the title of a short story or to describe a
scene in a poem. In addition, note how many tasks you are being asked to do. For
example the following question asks you to do three tasks:
o List the seven freedoms guaranteed in the Bill of Rights. Choose three of
these freedoms. Describe how not having them might affect American life.
Make sure that you write down everything that is asked of you and more. The more
details and facts you write down, the higher your grade will be.
If the question is asking for facts, don’t give your personal opinion.
Make an organized outline before writing your essay.
Rephrase the question into a controlling idea/thesis statement for your essay
answer.
When finished, read your answer to be sure you answered the question completely.
Pay particular attention to the key word in the question. This is usually the verb.
Refer to the following chart for commonly used verbs and interpretations.
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Verb

What to do

Analyze

Give main divisions, aspects, essential features

Compare

Point out similarities and differences, emphasizing similarities

Contrast

Point out differences only

Criticize

Identify the good points, and the pad points of a situation

Define

Explain meaning; distinguish from similar terms

Discuss

Examine in detail

Evaluate

Judge; give your opinion of value or validity

Explain

Give reasons for; make clear

Illustrate

Give examples

Interpret

Give meaning, significance

Summarize

Reduce to essentials; examine concisely

Trace

Present in step-by-step sequence
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Literacy Strategies
SQ3R – Content-Area Texts
The SQ3R strategy (which stands for Survey, Question, Read, Recite, Review) was
developed by Robinson (1961) to provide a structured approach for students to use when
studying content material. This strategy has proven to be effective and versatile and can
easily be integrated into many content areas and across grade levels. Students develop
effective study habits by engaging in the pre-reading, during-reading, and post-reading
steps of this strategy. The SQ3R literacy strategy helps enhance comprehension and
retention of information.
Five Steps to the SQ3R Literacy Strategy
1. Survey
By surveying the chapter titles, introductory paragraphs, bold face, italicized
headings, and summary paragraphs, the reader gets an overview of the material.
Surveying also gives enough information to generate individual purposes for
reading.
2. Question
Purpose questions are often provided at the beginning of the chapter. If not, the
reader can turn section headings into questions. The main objective is to have
questions for which answers are expected to be found in the passage.
3. Read
The student is to read to answer the purpose questions formulated in Step 2,
Question.
4. Recite
Student should try to answer questions without referring to the text or notes. This
step helps in transferring information from short-term to long-term memory.
5. Review
Students review the material by rereading parts of the text or notes. Students verify
answers given during Step 4, Recite. This helps retain information better and gives
immediate feedback.
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Tips for Reading Literary Texts
Before Reading
Read the title and any additional information provided (introduction, summary,
book jacket).
Look at any illustrations. What do they tell you about the story or subject?
Look over and sample the text to note its length, organization, level of language, and
structure.
During Reading
As you read, ask questions about what is happening. Make predictions about what
might happen next.
Form opinions about what is going on. Think about your responses and reactions to
what you are reading.
Picture the setting, events, and images in your mind. Imagine how the words are
spoken and see the action.
After Reading
Create a visual interpretation of the text, such as a web, story map, or timeline to
show the relationships among the major characters and their feelings and attitudes.
Create a sensory web of the setting. Use a graphic organizer to illustrate the story’s
plot (situation, conflict, climax, resolution).
Retell/summarize the content in your own words, orally or in writing.
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Portfolios
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The Writing Portfolio
Starting in 6th grade, Portfolios will be used throughout the year to support the writing
process. Portfolios must include all required writings for that specific grade level and any
additional writings that best represent the students’ abilities. Writing submitted to the
portfolio must be formally assessed using the scoring rubric. Portfolios will be maintained
in each classroom and will include both students’ self-assessments and teacher-based
assessments.

Assessment of Portfolio Writing
Grades 6-7
1. The teacher will highlight, underline, or circle all errors in the student’s writing,
label them with the appropriate proofreading symbol, and WILL correct all errors,
modeling proper style, structure, and format.
2. The teacher will score all portfolio writings using a scoring rubric. This rubric for all
Required Course Writings must incorporate the essential skills identified in the PA
Writing Assessment Domain Scoring Guide. For all other writing assignments,
teachers will provide a scoring rubric that focuses on skills essential to that
assignment.
3. The scoring rubric will be stapled to the writing; the grade will be recorded in
Skyward, and the essay will be returned to the student.
4. Upon its return, the students will be assigned to formally revise their essays. This
revision will take the form of a clean typed copy. This assignment can take the form
of an in-class activity or as a homework assignment. Teachers should provide all
students with the opportunity to ask questions about errors that they are not able to
correct on their own.
5. The students will place their graded writing (with revision) in their portfolio.

Grades 8-12
1. The teacher will highlight, underline, or circle errors in the student’s writing,
labeling them with the appropriate proofreading symbol. As students take on more
responsibility in self-revision, the emphasis on revision will move from teacher
centered to student centered throughout the year.
Ultimately, the teacher is
responsible for making sure that all student produced writing has been given
appropriate and constructive feedback.
2. The teacher will score all portfolio writings using a scoring rubric. This rubric for all
Required Course Writings must incorporate the essential skills identified in the PA
Writing Assessment Domain Scoring Guide. For all other writing assignments,
teachers will provide a scoring rubric that focuses on skills essential to that
assignment.
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3. The scoring rubric will be stapled to the writing; the grade will be recorded in
Skyward, and the essay will be returned to the student.
4. Upon its return, the students will be assigned to correct all highlighted errors in
their writing. This assignment can take the form of an in-class activity, or as a
homework assignment. Teachers should provide all students with the opportunity
to ask questions about errors that they are not able to correct on their own.
5. The students will place their graded writing (with corrections) in their portfolio for
possible revision at a later date.

General Portfolio Guidelines for All Grades
1. Portfolios will be maintained throughout the year.
It will be the responsibility of both the teacher and the student to properly maintain
an organized writing portfolio that is an accurate reflection of student writing
produced during that school year. To maintain consistency and accuracy, each
portfolio will include a “Content Checklist” (See Appendix). This checklist will
include the type of writing, the title of the piece, the date of submission, and a
student assigned rating for the paper.
2. Portfolios will be updated quarterly.
Writing should be a continuous process, with rough drafts, graded copies, and
revised, final versions submitted during each quarterly (9 week) period.
3. Portfolios will be formally evaluated after each semester.
A formal evaluation of each student portfolio will take place at the mid-point, and
end, of each school year. Evaluations will be made using the “Portfolio Evaluation
Checklist” (See Appendix). This document must be completed by the teacher.
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Portfolio Submission Requirements by Grade Level:

6th-12th Grade students will include six-eight writings in the
portfolio each year.
6th Grade:
2 Narrative Writings
2 Informative Writings
Persuasive/Opinion Pieces
7th Grade:
Narrative Essay
Informative Essay
2 Persuasive Writings
Properly Cited Writing
th
8 Grade:
Letters
Descriptive Writings
Narrative Essay
Informative Essay
Persuasive Essay
Research
9th Grade:
Narrative Essay
Informative Essay
Persuasive Essay
Research Paper
Creative Writings

10th Grade:
Informative Essay
Persuasive Essay
Research Paper
Creative Writing
Analysis
Descriptive Essays
11th Grade:
Informative Essay
Persuasive Essay
Research Paper
Literary Analysis
Essay utilizing Rhetorical
Devices
Creative Writing
12th Grade:
Narrative Essay
Informative Essay
Persuasive Essay
Research Paper
Literary Analysis
Descriptive Writing
Technical Writing
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Writing Manual Appendices
Commonly Misspelled Words – Appendix A
Commonly Misused Words – Appendix B
PSSA Terminology – Appendix C
PSSA Terminology – Appendix D
Portfolio Checklists Grades 6-12 – Appendix E
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Commonly Misspelled Words – Appendix A
Commonly Misspelled Words
absence
beneficial
abundance
benefit
acceptable
calendar
accidentally
camouflage
accessible
cantaloupe
accommodate
category
accumulate
cemetery
acknowledge
changeable
acquaintance
chief
acquire
collectible
achievement
committed
advice
committee
advise
comparative
aggravate
commission
aggression
competent
allege
conceivable
a lot
conceive
amateur
condemn
analyze
condescend
amateur
conscience
annual
conscientious
apparent
conscious
argument
consistent
attendance
correlate
average
correspondence
barbecue
courteous
bargain
counselor
beggar
dealt
beginning
deceive
belief
defendant
believe
deferred

definitely
descend
desert
dessert
desirable
despair
desperate
deterrence
dilemma
discipline
disappearance
disappoint
disastrous
discipline
dispensable
dissatisfied
effect
eligible
eliminate
embarrass
endurance
equipped
equivalent
exaggerate
exceed
exhilarate
existence
expense
explanation
extraordinary
exaggerate
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Commonly Misspelled Words
feasible
incredible
fiery
independence
flexible
indicted
forcibly
indispensable
fourth
inevitable
gauge
inoculate
generally
interference
governor
irrelevant
grammar
irresistible
grievous
itinerary
guarantee
jealousy
guerrilla
jeweler
harass
jewelry
height
judgment
heinous
judicial
hemorrhage
khaki
heroes
kindergarten
hierarchy
knowledge
hesitancy
laboratory
hindrance
laid
hoarse
legible
humorous
legitimate
hygiene
leisure
hypocrisy
let’s
Hypocrite
license
ideally
lieutenant
idiosyncrasy
lightning
ignorance
likelihood
illegal
loneliness
illiterate
loose
imitate
lose
implement
maintenance
incidentally
maneuver

marriage
mathematics
memento
medieval
millennium
millionaire
miniature
miniscule
miscellaneous
mischievous
misspelled
mortgage
mosquito
mosquitoes
murmur
muscle
naïve
naturally
necessary
necessity
negotiable
neighbor
nevertheless
ninety
ninth
noticeable
nowadays
nuisance
obedience
obstacle
occasionally
occurred
occurrence
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Commonly Misspelled Words
omission
prevalent
omit
primitive
omitted
principal
opponent
principle
oppression
privilege
optimism
procedure
origin
proceed
pamphlets
profession
parallel
professor
particular
prominent
pastime
pronounce
pavilion
pronunciation
peaceable
propaganda
permanent
psychology
permissible
pursue
perseverance
quarantine
persistence
questionnaire
personal
quizzes
personnel
repetition
pilgrimage
resemblance
playwrights
reservoir
possibility
resistance
possible
restaurant
potato
realistically
potatoes
recede
practically
receipt
prairie
receive
precede
recommend
precedence
reference
preference
referring
preferred
relevant
prejudice
relieving
preparation
religious

remembrance
reminiscence
rhyme
rhythm
rhythmical
roommate
sacrifice
sacrilegious
sacrifice
salary
satellite
secede
secretary
seize
separate
separation
sergeant
several
shepherd
siege
simultaneous
sincerely
skiing
sophomore
souvenir
specifically
specimen
sponsor
spontaneous
stopped
strenuous
stubbornness
Subtle
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Commonly Misspelled Words
succession
tomato
sufficient
tomatoes
supersede
tomorrow
suppress
tongue
surprise
tournament
susceptible
twelfth
suspicious
tyranny
syllable
unanimous
symmetrical
undoubtedly
synonymous
unforgettable
tangible
unfortunately
technique
unique
temperamental
unnecessary
temperature
usable
tendency
usage
thorough
usually
through
utilization

vacuum
valleys
valuable
vengeance
vigilant
villain
violence
visible
warrant
weather
whether
Wednesday
weird
wherever
wholly
withdrawal
yacht
yield
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Commonly Misused Words – Appendix B
(Taken directly from: http://wsuonline.weber.edu/wrh/words.htm)

Accept, Except: Accept is a verb meaning to receive. Except is usually a preposition meaning
excluding. I will accept all the packages except that one. Except is also a verb meaning to
exclude. Please except that item from the list.
Affect, Effect: Affect is usually a verb meaning to influence. Effect is usually a noun meaning
result. The drug did not affect the disease, and it had several adverse side effects. Effect can also
be a verb meaning to bring about. Only the president can effect such a dramatic change.
Allusion, Illusion: An Allusion is an indirect reference. An illusion is a misconception or false
impression. Did you catch my allusion to Shakespeare? Mirrors give the room an illusion of
depth.
Capital, Capitol: Capital refers to a city, capitol to a building where lawmakers meet. Capital
also refers to wealth or resources. The capitol has undergone extensive renovations. The
residents of the state capital protested the development plans.
Climactic, Climatic: Climactic is derived from climax, the point of greatest intensity in a series
or progression of events. Climatic is derived from climate; it refers to meteorological
conditions. The climactic period in the dinosaurs' reign was reached just before severe climatic
conditions brought on the ice age.
Elicit, Illicit: Elicit is a verb meaning to bring out or to evoke. Illicit is an adjective meaning
unlawful. The reporter was unable to elicit information from the police about illicit drug traffic.
Emigrate from, Immigrate to: Emigrate means to leave one country or region to settle in
another. In 1900, my grandfather emigrated from Russia. Immigrate means to enter another
country and reside there. Many Mexicans immigrate to the U.S. to find work.
Hints: Emigrate begins with the letter E, as does Exit. When you emigrate, you exit a country.
Immigrate begins with the letter I, as does In. When you immigrate, you go into a country.
Lie, Lay: Lie is an intransitive verb meaning to recline or rest on a surface. Its principal parts are
lie, lay, lain. Lay is a transitive verb meaning to put or place. Its principal parts are lay, laid.
Hints: Chickens lay eggs. I lie down when I am tired.
Principle, Principal: Principal is a noun meaning the head of a school or an organization or a
sum of money. Principle is a noun meaning a basic truth or law. The principal taught us many
important life principles.
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Hints: To recognize the spelling of Principal first think of yourself as a greedy opportunist. You
definitely would want to be a pal of anyone who is in a position of power or anything to do with
money. This principal has pal in it.
Set, Sit: Set is a transitive verb meaning to put or to place. Its principal parts are set, set, set. Sit
is an intransitive verb meaning to be seated. Its principal parts are sit, sat, sat. She set the
dough in a warm corner of the kitchen. The cat sat in the warmest part of the room.
Than, Then: Than is a conjunction used in comparisons; then is an adverb denoting time. That
pizza is more than I can eat. Tom laughed, and then we recognized him.
Hints: Than is used to compare; both words have the letter a in them.
Then tells when; both are spelled the same, except for the first letter.
There, Their, They're: There is an adverb specifying place; it is also an expletive. Adverb: Sylvia
is lying there unconscious. Expletive: There are two plums left. Their is a possessive pronoun.
They're is a contraction of they are. Fred and Jane finally washed their car. They're later than
usual today.
Hints: If you are using there to tell the reader where, both words have h-e-r-e. Here is also a
place. If you are using their as a possessive pronoun, you are telling the reader what
"they own. Their has h-e-i-r, which also means heir, as in someone who inherits something.
Both words have to do with ownership. They're is a contraction of they are. Sound out they are
in the sentence and see if it works. If it does not, it must be one of the previous versions.
To, Too, Two: To is a preposition; too is an adverb; two is a number. Too many of your shots
slice to the left, but the last two were right on the mark.
Hints: If you are trying to spell out the number, it is always t-w-o. Two has a w which is the
first letter in word. The opposite of word is number. Too is usually used as also when adding or
including some additional information. Whenever you want to include something else, think of
it as adding; therefore you also need to add an extra o.
Who, Which, That: Do not use which to refer to persons. Use who instead. That, though
generally used to refer to things, may be used to refer to a group or class of people. I just saw a
boy who was wearing a yellow banana costume. I have to go to math next, which is my hardest
class. Where is the book that I was reading?
Your, You're: Your is a possessive pronoun; you're is a contraction of you are. You're going to
catch a cold if you don't wear your coat.
Hints: Sound out you are in the sentence. If it works in the sentence it can be written as
you're. If it sounds awkward, it is probably supposed to be your.
EXAMPLE: You're shoes are muddy. "You are shoes are muddy" does not work, so
it should be written as: Your shoes are muddy.
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PSSA Reading Assessment Anchor Glossary/Terminology – Appendix C
Accuracy:

Correctness or precision.

Affix:

One or more letters occurring as a bound form attached to the
beginning or end of a word or base and serving to produce a derivative
word or an inflectional form (e.g., a prefix or suffix).

Alliteration:

The repetition of initial consonant sounds in neighboring words.

Allusion:

An implied or indirect reference in literature to a familiar person,
place or event.

Analysis:

The process or result of identifying the parts of a whole and their
relationships to one another.

Antonym:

A word that is the opposite of another word (e.g. hot-cold, night-day).

Appositive:

Also called apposition; a grammatical construction in which two
usually adjacent nouns having the same referent stand next to one
another; often separated by commas (e.g., “ My father, Ned, worked for
NASA.”).

Assertion:

A declaration, statement, allegation or claim.

Author’s
Purpose:

Author’s
Thesis:

The author’s intent either to inform or teach someone about
something, to entertain people, or to persuade or convince their
audience to do or not do something.
The topic and a specific feeling or idea associated with it. The thesis
can be directly stated or implied in the examples and illustrations
used by the author.

Autobiography:

The story of a person's life written by himself or herself.

Bias:

A judgment based on a personal point of view.

Biography:

The story of a person's life written by someone other than the subject
of the work.

Cause and Effect: Cause statements stem from actions and events, and effects are what
happen as a result of the action or event.
Characterization: The method an author uses to reveal characters and their various
personalities.
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Climax:

The turning point in a narrative, the moment when the conflict is at
its most intense. Typically, the structure of stories, novels and plays
is one of rising action, in which tension builds to the climax.

Compare:

Placing together characters, situations or ideas to show common or
differing features in literary selections.

Compound Word: A word composed of two or more smaller words, the definition of which
is a combination of the definitions of the smaller words (e.g.,
wallpaper).
Conclusion:

The ending of the story or the summarization of ideas or closing
argument in nonfictional texts.

Conflict/Problem: A struggle or clash between opposing characters, forces, or emotions.
Content Specific
Words:

Core vocabulary that is peculiar to an academic discipline or subject.
For example, the word precipitation is related to the discipline of
science as it relates to weather.

Context Clues:

Information from the reading that identifies a word or group of words.

Contrast:

To compare or appraise differences.

Conventions of
Language:

Mechanics, usage and sentence completeness.

Descriptive Text: Descriptive writing is intended to allow a reader to picture the scene
or setting in which the action of a story takes place.
Dialogue:

In its widest sense, dialogue is simply conversation between people in
a literary work; in its most restricted sense, it refers specifically to the
speech of characters in a drama.

Differentiate:

Distinguish, tell apart and recognize differences between two or more
items.

Editorials:

A newspaper or magazine article that gives the opinions of the editors
or publishers; an expression of opinion that resembles such an article.

Epic:

A long narrative poem about the adventures of a hero of great historic
or legendary importance.

Evaluate:

To examine and to judge carefully.

Exaggeration:

To make an overstatement or to stretch the truth.
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Explanatory
Sentence:

A sentence that explains something (i.e. passage, paragraph, word)

Explicit:

Referring to specific text that is included in the reading passage or in
the directions.

Expository Text:

Text written to explain and convey information about a specific
topic. Contrasts with narrative text.

Fable:

Narrative intended to convey a moral. Animals or inanimate
objects with human characteristics often serve as characters in
fables.

Fairy Tale:

Short narratives featuring mythical beings such as fairies, elves
and sprites. These tales originally belonged to the folklore of a
particular nation or region, such as those collected in Germany
by Jacob and Wilhelm Grimm.

Fallacies of Logic:
Fiction:

Figurative
Language:

See propaganda techniques

Any story that is the product of imagination rather than a
documentation of fact. Characters and events in such narratives
may be based in real life but their ultimate form and
configuration is a creation of the author.
Language that cannot be taken literally since it was written to create
a special effect or feeling.

First Person:

The "first person" or "personal" point of view relates events as they are
perceived by a single character. The main character "tells" the story
and may offer opinions about the action and characters that differ
from those of the author.

Flashback:

A device used in literature to present action that occurred before the
beginning of the story. Flashbacks are often introduced as the dreams
or recollections of one or more characters.

Fluency:

The clear, easy, written or spoken expression of ideas; freedom from
word-identification problems that might hinder comprehension in
silent reading or the expression of ideas in oral reading.

Focus:

The center of interest or attention.

92
Folktales:

A story originating in oral tradition. Folktales fall into a variety of
categories, including legends, ghost stories, fairy tales, fables and
anecdotes based on historical figures and events.

Foreshadowing:

A device used in literature to create expectation or to set up an
explanation of later developments.

Free Verse:

Poetry that lacks regular metrical and rhyme patterns but that tries
to capture the cadences of everyday speech. The form allows a poet to
exploit a variety of rhythmical effects within a single poem.

Generalization:

A conclusion, drawn from specific information, that is used to make a
broad statement about a topic or person.

Genre:

A category used to classify literary works, usually by form, technique
or content (e.g., prose, poetry).

Graphic Organizer:

A diagram or pictorial device that shows relationships.

Headings, Graphics
and Charts:
Any visual cues on a page of text that offer additional information to
guide the reader’s comprehension. Headings typically are words or
phrases in bold print that indicate a topic or the theme of a portion of
text; graphics may be photographs, drawings, maps or any other
pictorial representation; charts (and tables or graphs) condense data
into a series of rows, lines or other shortened lists.
Homophone:

One of two or more words pronounced alike, but different in spelling
or meaning (e.g., hair/hare).

Hyperbole:
have died.).

An exaggeration or overstatement (e.g., I was so embarrassed I could

Idiomatic
Language:

An expression peculiar to itself grammatically or that cannot be
understood if taken literally (e.g., Let’s get on the ball.).

Imagery:

A word or group of words in a literary work which appeal to one or
more of the senses: sight, taste, touch, hearing and smell; figurative
language. The use of images serves to intensify the impact of the
work.

Implicit:

Meanings which, though unexpressed in the literal text, may be
understood by the reader; implied.

Inference:

A judgment based on reasoning rather than on direct or explicit
statement.
A conclusion based on facts or circumstances;
understandings gained by “reading between the lines.”
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Inflectional Ending: A form, suffix or element added to the end of a word that changes
the form of the word to mark such distinctions as those of case,
gender, number, tense, person, mood or voice.
Informational
Text:

It is nonfiction, written primarily to convey factual information.
Informational texts comprise the majority of printed material adults
read (e.g., textbooks, newspapers, reports, directions, brochures,
technical manuals, etc.).

Irony:

The use of a word or phrase to mean the exact opposite of its literal or
usual meaning; incongruity between the actual result of a sequence of
events and the expected result.

Legends:

A story about mythical or supernatural beings or events, or a story
coming down from the past, especially one popularly regarded as
historical although not verifiable.

Limerick:

A light or humorous verse form of five lines, of which lines 1, 2 and 5
rhymes and lines 3 and 4 rhyme.

Limited view:

In literature, a speaker is speaking either in the first person, telling
things from his or her own perspective, or in the third person, telling
things from the perspective of an onlooker. If the speaker is unable to
know what is in any character's mind but his or her own, this is called
limited view.

Literary Conflict: The struggle that grows out of the interplay of the two opposing forces
in a plot.
Literary Devices: Tools used by the author to enliven and provide voice to the writing
(e.g., dialogue, alliteration).
Literary Elements: The essential techniques used in literature (e.g., characterization,
setting, plot, theme).
Literary Nonfiction : Text that includes literary elements and devices usually associated
with fiction to report on actual persons, places, or events. Examples
include nature and travel writing, biography, memoir, and the essay.
Main Idea:

The main idea is the author’s central thought; the chief topic of a text
expressed or implied in a word or phrase; the topic sentence of a
paragraph.

Metaphor:

A figure of speech that expresses an idea through the image of another
object. Metaphors suggest the essence of the first object by identifying
it with certain qualities of the second object. An example is "But soft,
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what light through yonder window breaks? It is the east, and Juliet is
the sun" in William Shakespeare's Romeo and Juliet. Here, Juliet, the
first object, is identified with qualities of the second object, the sun.
Meter:

The repetition of stressed and unstressed syllables in a line of poetry.

Mood:

The prevailing emotions of a work or of the author in his or her
creation of the work. The mood of a work is not always what might be
expected based on its subject matter.

Multiple-meaning
Words:
Words that have several meanings depending upon how they are
used in a sentence.
Narrative:

Text which conveys a story or which relates events or dialogue;
contrast with expository text.

Nonfiction:

Prose writing that is not fictional; designed primarily to explain,
argue, instruct, or describe rather than entertain. For the most part,
its emphasis is factual.

Omniscient:

The narrative perspective from which a literary work is presented to
the reader from a "godlike" perspective, unrestricted by time or place,
from which to see actions and look into the minds of characters. This
allows the author to comment openly on characters and events in the
work.

Onomatopoeia:

The use of words whose sounds express or suggest their meaning. In
its simplest sense, onomatopoeia may be represented by words that
mimic the sounds they denote such as "hiss" or "meow”.

Paraphrase:

Restate text or passage in other words, often to clarify meaning or
show understanding.

Pattern book:

A book with a predictable language structure and often written with
predictable text, also known as predictable book.

Personification:

An object or abstract idea given human qualities or human form (e.g.,
Flowers danced about the lawn.).

Phonics:
Plot:

The relationship between letters and sounds fundamental in
beginning reading.
The structure of a story. The sequence in which the author arranges
events in a story. The structure often includes the rising action, the
climax, the falling action and the resolution. The plot may have a
protagonist who is opposed by an antagonist, creating what is called
conflict.
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Poetic Purpose:

Text with literary devices and language peculiar to poetry (e.g. stanza,
rhyme, meter, etc).

Poetry:

In its broadest sense, writing that aims to present ideas and evoke an
emotional experience in the reader through the use of meter, imagery,
connotative and concrete words. Some poetry has a carefully
constructed structure based on rhythmic patterns. Poetry typically
relies on words and expressions that have several layers of meaning
(figurative language). It may also make use of the effects of regular
rhythm on the ear and may make a strong appeal to the senses
through the use of imagery.

Point of view:

The way in which an author reveals characters, events and ideas in
telling a story; the vantage point from which the story is told.

Possessive:

A form of a noun or pronoun that indicates possession. In English the
possessive of singular nouns is usually formed by the addition of an
apostrophe and “s.”

Prefix:

A Prefixes are groups of letters that can be placed before a word to
alter its meaning.

Print Media:

Print media include such forms as newspapers, periodicals,
magazines, books, newsletters, advertising, memos, business forms,
etc.

Problem/Solution: An organizational structure in nonfiction texts, where the author
typically presents a problem and possible solutions to it.

Propaganda Techniques
and Persuasive
Tactics:
Propaganda techniques and persuasive tactics are used to influence
people to believe, buy, or do something. Students should be able to
identify and comprehend the propaganda techniques and persuasive
tactics listed below.
1. Name-calling is an attack on a person instead of an issue.
2. A bandwagon appeal tries to persuade the reader to do, think or
buy something because it is popular or because “everyone” is doing
it.
3. A red herring is an attempt to distract the reader with details
not relevant to the argument.
4. An emotional appeal tries to persuade the reader by using words
that appeal to the reader’s emotions instead of to logic or reason.
5. A testimonial attempts to persuade the reader by using a famous
person to endorse a product or idea (for instance, the celebrity
endorsement).
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6. Repetition attempts to persuade the reader by repeating a
message over and over again.
7. A sweeping generalization (stereotyping) makes an
oversimplified statement about a group based on limited
information.
8. A circular argument states a conclusion as part of the proof of
the argument.
9. An appeal to numbers, facts, or statistics attempts to persuade
the reader by showing how many people think something is true.
Public document: A document that focuses on civic issues or matters of public policy at
the community level and beyond.
Reading critically: Reading in which a questioning attitude, logical analysis and
inference are used to judge the worth of text; evaluating relevancy and
adequacy of what is read; the judgment of validity or worth of what is
read, based on sound criteria.
Reading rate:

The speed at which a person reads, usually silently.

Research:

A systematic inquiry into a subject or problem in order to discover,
verify or revise relevant facts or principles having to do with that
subject or problem.

Resolution:

The portion of a story following the climax, in which the conflict is
resolved. The resolution of Jane Austen's Northanger Abbey is neatly
summed up in the following sentence: "Henry and Catherine were
married, the bells rang and everybody smiled."

Retell:

A child is asked to recount in her/his own words a story or article that
has just been read. The exercise encourages the youngster to think
conceptually and look at the bigger picture, but also include details of
character, plot, setting, conflict and resolution or main ideas and
important supporting details.

Rhyme:

Identical or very similar recurring final sounds in words usually at the
end of lines of a poem.

Rhythm:

The pattern or beat of a poem.

Rising Action:

The part of a story where the plot becomes increasingly complicated.
Rising action leads up to the climax, or turning point.

Root Word:

A root word is one to which prefixes and suffixes can be added to form
different words. These new words are derived from the root word and
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are called derivatives or derivations. The root word help, for example,
can be built up into the derivatives helpful, unhelpful, helpless, helper
and more.
Satire:
weakness.

A literary tone used to ridicule or make fun of human vice or

Self-monitor:

A comprehension strategy; knowing or recognizing when what one is
reading
or
writing
is
not
making
sense.

Semantics:

The study of meaning in language.

Setting:

The time and place in which a story unfolds.

Simile:

A comparison of two unlike things in which a word of comparison (like
or as) is used (e.g., She eats like a bird.).

Sonnet:

A lyric poem of fourteen lines whose rhyme scheme is fixed. The
rhyme scheme in the Italian sonnets of Petrarch is abbaabba cdecde.
The Petrarchian sonnet has two divisions: the first is of eight lines
(the octave), and the second is of six lines (the sestet). The rhyme
scheme of the English, or Shakespearean sonnet is abab cdcd efef gg.

Source:
Primary Source:

Text and/or artifacts that tell or show a first-hand account of
an event; original works used when researching (e.g. letters,
journals).

Secondary Source: Text and/or artifacts used when researching that are derived
from something original (e.g. biographies, magazine articles,
research papers).
Story Maps:

A visual representation of a story that provides an overview including
characters, setting, the problem, and resolution or ending.

Subject area:

An organized body of knowledge; a discipline; a content area.

Suffix:

Suffixes are groups of letters placed after a word to modify its
meaning or change it into a different word group, from an adjective to
an adverb, etc.

Summarize:

To capture all the most important parts of the original text
(paragraph, story, poem), but express them in a much shorter space,
and - as far much as possible - in the readers own words.

Style:

How an author writes; an author’s use of language; its effects and
appropriateness to the author’s intent and theme.
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Symbolism:

A device in literature where an object represents an idea.

Synonym:

One of two or more words in a language that have highly similar
meanings (e.g., sorrow, grief, sadness).

Syntax:
phrases.

The pattern or structure of word order in sentences, clauses and

Target Words:

Words that students are expected to know. Often students are asked
to identify other words that are antonyms and synonyms of target
words. Sometimes students are asked to identify the meaning of a
target word given in context.

Text Structure:

The author’s method of organizing a text.

Literary Structure: An organizational structure found in fiction or literary nonfiction (e.g.,
foreshadowing, flashback).
Nonfiction Structure:

An organizational structure found in nonfiction (e.g., sequence,
question-answer, cause-effect, problem –solution, etc.).

Theme:

A topic of discussion or writing; a major idea broad enough to cover
the entire scope of a literary work.

Thesis:

The basic argument advanced by a speaker or writer who then
attempts to prove it; the subject or major argument of a speech or
composition.

Third Person:

A perspective in literature, the "third person" point of view presents
the events of the story from outside of any single character's
perception, much like the omniscient point of view, but the reader
must understand the action as it takes place and without any special
insight into characters' minds or motivations.

Tone:
The attitude of the author toward the audience and characters (e.g.,
serious or humorous).
Validity:

Refers to statements that have the appearance of truth or reality.

Venn Diagrams:

The Venn diagram is made up of two or more overlapping circles. In
language arts instruction, Venn Diagrams are useful for examining
similarities and differences in characters, stories, poems, events,
processes and major ideas between two texts etc.

Voice:
the writer.

The fluency, rhythm and liveliness in writing that make it unique to

99

Keystone Exam Terminology – Appendix D
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Active Voice:

The subject of the sentence performs the action of the verb. e.g.,
The man kicked the can.

Adjective Clause:

A clause that modifies a noun or pronoun and is often
introduced by a relative pronoun (i.e., that, which, who, whom,
whose).

Adverb Clause:

e.g., My aunt, who left her bag in the taxi, missed her flight. A
clause that functions as an adverb in a sentence.

Antecedent:

e.g., I saw a bear when I was hiking. The word or phrase to
which a pronoun refers.

Appositive:

e.g., The students gave their best performance. A word or
phrase close to the noun it is modifying.

Argument/Position:

e.g., My neighbor, Mr. Roberts, is very quiet. The position or
claim the writer establishes. Arguments must be supported
with valid evidence and reasoning and balanced by the
inclusion of counterarguments that illustrate opposing
viewpoints.

Audience Body:

The intended readers of a piece of writing. The internal
paragraphs within a piece of writing.

Cause/Effect:

An organizational structure in which the writer analyzes both
the reasons leading to and the results of an action, event, or
trend.

Claim:

The opinion statement in a piece of persuasive writing.
(See Argument/Position.)

Clarity:

A quality of writing indicative of appropriate word choice and
sentence structure that yields written text that is clear and
concise.

Clause:

A group of words that contains a subject and predicate.

An independent clause can stand as a sentence. e.g., The meeting was cancelled.
A dependent, or subordinate, clause must be attached to an independent clause in
order to form a sentence. e.g., The meeting was cancelled because snow was
accumulating at an inch per hour.
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Cohesiveness:

A quality of writing indicative of a logical flow of an argument
and its correlating ideas and details throughout a piece of
writing.

Commonly Confused Words:

Words that are used mistakenly because of
similarity in spelling, pronunciation, or context
of usage (e.g., accept/except, imply/infer).

Compare/Contrast:

An organizational structure in which the writer places together
characters, situations, objects, or ideas to show common and/or
differing features.

Conclusion:

The final paragraph of a piece of writing that provides a sense
of completeness for the reader as well as a re-emphasis of main
points/ideas. The conclusion should not serve as a simple
summary but should leave the reader with a clear impression
of what has been discussed.

Conjunction:

A connecting word. Coordinating conjunctions (i.e., and, but,
so, for, nor, or, yet) connect two equal grammatical structures.
e.g., I swept the floor, and Emma loaded the dishwasher.
Subordinating conjunctions (e.g., after, because, although)
emphasize the importance of one grammatical structure over
the other.
e.g., I swept the floor after Emma loaded the dishwasher.

Content/Meaning:

The essence and substance—information, ideas, insights, and
beliefs—that constitute the body of a written text

Controlling Idea/Main Idea:

The writer’s central thought and chief topic of a piece of
writing.

Conventions of Language:

Grammar, mechanics (i.e., punctuation, capitalization,
and spelling), and language usage.

Counterargument:

An argument that is in opposition to the claim/position
provided in a piece of persuasive writing. It is a means to
provide a balance between the claim/position and its opposing
views and adds credibility to the writing by allowing a broader
range of viewpoints.
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Dangling Modifier:

A dangling modifier is a word or phrase that is not clearly
attached to the word or phrase it is modifying.
e.g., At the age of two, my father took me to the circus.
We were surprised to see a deer driving down the road.

Edit:

A part of the revision process in which the writer corrects
grammar, mechanics, and word usage in text to improve the
writing in presentation and intent.

Exposition/Expository Focus:

A form of writing that explains, defines, instructs, or
clarifies information.
What the writer establishes as the central point of
interest; a quality of writing where all main ideas,
details, and examples support and unify the topic.

Fragment:

A group of words that begins with a capital letter and ends
with punctuation but is not a complete sentence because it is
missing either a subject or predicate and/or does not express a
complete thought.

Gerund:

e.g., When the baby sneezed and coughed. The –ing form
of a verb that is used as a noun.
e.g., Running is my favorite form of exercise.

Grammar Infinitive:

The system of rules that provides definition and
structure to a given language.
The word to plus the base form of a verb. e.g., To write
well, one must work hard.

Informative Introduction:

A form of writing that is synonymous with expository or
explanatory writing; its purpose is to inform.
The opening of a piece of writing that is integral to what
follows. The introduction grabs the reader’s attention,
establishes the main idea or thesis of the writing, and
explains how the topic is going to be developed.

Irregular Verb:

A verb that does not use –ed to form the past tense. e.g.,
be → was, know → knew
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Irrelevant Details:

Details—word, phrases, sentences, or information—that
are not vital or illustrative to a piece of writing

Misplaced Modifier:
A modifier that is not placed correctly in the sentence.
e.g., Please return this book to Mrs. Caldwell’s desk, which she lent me
Modal Auxiliary Verb.

A helping verb (e.g., can, could, may, might) that indicates
ability, intention, or probability.

Modifier:

Adjectives, adverbs, phrases, and clauses that
describe/modify other words in the sentence. A modifier
describes, clarifies, or gives more detail. (See Dangling
Modifier, Misplaced Modifier.)

Organizational Strategies:

Methods
of
organization
(e.g.,
chronological,
compare/contrast, problem/solution) that establish
topic and purpose, provide support for topic and
purpose, address counterclaims, or reiterate
main
points.

Organizational Structure:

A plan or framework that the writer uses to organize
text.

Parallel Structure:

Putting sentence elements or ideas in similar grammatical
form. e.g., The best parts about summer are swimming, biking,
and sleeping

Participle:

A verb form that functions as a noun (see Gerund), an
adjective, or an adverb.
Participles can end in –ing (e.g., the crying baby) or –ed (e.g.,
an educated person). They can also form past perfect tense
(e.g., The movie had started by the time we arrived), present
perfect tense (e.g., Hurry up; the movie has started), and future
perfect tense (e.g., Hurry up; the movie will have started by the
time you get here).

Passive Voice:

The subject of the sentence receives the action of the verb. e.g.,
The man was struck by lightning.

Persuasion:

A form of writing that focuses on convincing the reader of
stated beliefs or opinions. Strong persuasive writing includes
clearly stated positions or opinions, convincing evidence, and
anticipated concerns and counterarguments.
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Persuasive Strategies:

Intentional writing strategies that may be used to influence an
audience. These methods may include appeals to emotions,
ethics, and logic.

Phrase:

A group of words that does not contain a subject and/or
a predicate.e.g., The restaurant that recently opened
has received positive reviews.

Precise Language:

Specific language and vocabulary that clearly communicate the
writer’s ideas to the reader.

Predicate:

The part of a sentence that contains the verb and all of its
modifiers.

Prepositional Phrase:

A phrase that consists of a preposition (e.g., of, with, by, over,
next) and its object. e.g., The man with the red hat is my best
friend. I want to sit by you during the concert.

Process Analysis:

Writing that explains how something is done or how something
operates; the explanation separates the topic into steps or parts
to accommodate the analysis.

Problem/Solution:

An organizational writing strategy/structure that the writer
uses to present a problem and possible solutions to it.

Pronoun Case:

The function of a pronoun within a sentence. Pronouns change
case to form possessives (e.g., my, his, our) or to serve as
subjects (e.g., I, he, we) or objects (e.g., me, him, us).

Purpose:

The writer’s established intent to inform/teach, to entertain, or
to persuade/convince.

Redundancy:

The overuse of certain words, phrases, or details within a piece
of writing. This may also refer to repeated statements of
already‐established ideas.

Relevant Detail:

A word, phrase, sentence, or detail that is vital and illustrative
to a piece of writing. Relevant details support controlling ideas;
provide evidence, examples, and reasons; and generally enrich
a piece of writing.

Revise:

The process by which the writer revisits his or her work
and makes changes in content and/or organization. The
writer may remove irrelevant or redundant text, expand
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text to include additional content, or elaborate on existing text.
Run‐On Sentence:

Two or more complete sentences without correct punctuation or
conjunctions to separate them. e.g., The two boys rode their
bikes to the park they planned to swim all afternoon.

Sentence Structure:

The grammatical arrangement of words in sentences. A
complete sentence must contain a subject and a predicate and
express a complete thought. The structure of a sentence may be
simple, complex, compound, or compound‐complex.

Sentence Types:
A simple sentence consists of one independent clause and no subordinate clauses.
e.g., Kathy likes to dance.
A compound sentence consists of two or more independent clauses and no
subordinate clauses. e.g., Kathy likes to dance, and Brian likes to sing.
A complex sentence consists of one or more independent clauses and one or more
subordinate clauses. e.g., Although Kathy likes to dance and Brian likes to sing,
neither has tried out for the school play.
A compound‐complex sentence consists of at least two independent clauses and at
least one subordinate clause. e.g., Kathy and Brian, who enjoy dancing and singing,
have not tried out for the school play; we should encourage them to audition.
Sentence Variety:

The presence of multiple sentence structures in a text
(i.e., simple, compound, complex, compound‐complex)
and/or various sentence beginnings that can enhance
rhythm or add emphasis to a piece of writing.

Style:

The writer’s choices regarding language, sentence
structure, voice, and tone in order to communicate with
the reader.

Stylistic Techniques:

The ways in which the writer may employ multiple
elements of writing to distinguish and strengthen a
piece of writing. These include variations in sentence
structure, word choice, tone, usage, and point of view.

Syntax:

The pattern or structure of word order in sentences, clauses,
and phrases

Subject‐Verb Agreement: The pattern or structure of word order in sentences, clauses,
and phrases. A grammatical rule in which the subject of a
sentence must agree with its verb in both number and tense.
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e.g., The women at the ticket booth buy their tickets.
The woman at the ticket booth buys her ticket.
Task:

The assigned writing. Factors that affect the writer’s
task are purpose, audience, and organizational structure.

Thesis:

The basic argument or main idea advanced by a writer.

Tone:

The writer’s established attitude toward the audience,
the subject, or the work itself.

Topic Sentence:

A sentence that describes the main/controlling idea that will be
developed within a particular paragraph.

Transitional Words/Expressions:

Words that provide cues by indicating the
various relationships between sentences and
between paragraphs (e.g., in other words,
for example, finally, as a result).

Unity:

A quality of writing where the various components of
detail, sentence structure/type, word choice, transitions,
tone, and style all work together to create a consistent,
effective piece of writing.

Usage:

The process that involves choosing and using the correct
word in a piece of writing. Common errors in usage are
found in comparisons (e.g., older/oldest), verbs (e.g.,
lie/lay), and expressions (e.g., fewer/less).

Verbal:

A form of a verb that is used as an adjective, adverb, or
noun. (See Gerund, Infinitive, Participle.)

Voice:

The fluency, rhythm, and liveliness in a piece of
writing that make it unique to the writer.

Word Choice:

Not only choosing the correct word to use (e.g.,
effect/affect) but also choosing words thoughtfully to
create tone and style that reveal the writer’s voice.

Wordiness:

When a writer uses more words than are necessary to
express a point, detail, or explanation (e.g., due to the
fact that rather than because).

108
Student ____________________ Grade______ Teacher____________________
Content Checklist
English Writing Portfolio
Your portfolio is a collection of your work that can be used to access your achievement and
progress. It will provide a view of your performance over the year. Your portfolio will include a
sample of each of the following works. When you submit the sample, be sure to include the
following:
Ratings
Prewriting if appropriate
4 – One of my best
Initial drafts with proof of revision
3 – Above Average
Final copy
Your opinion of the piece and your rating
2 - Average

1 – I don’t like this one

Type

Title

Date

Rating
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Student Portfolio Skills Checklist – Appendix E
Student __________________________
Teacher Evaluation
Teacher/Grade __________________________
4 – Has mastered the skill consistently (above grade level)
3 – Uses the skill most of the time (at grade level)
2 – Attempts to use the skill but needs improvement (slightly below grade level)
1 – Does not demonstrate the skill (significantly below grade level)
Teacher: Please rate the student in the areas listed below
FOCUS
Develops a clear thesis statement and topic sentences
that maintain focus throughout the essay.

Midterm

Final

_____

_____

CONTENT
Develops a clear topic sentence in a paragraph

_____

_____

Uses enough supporting details, examples, elaboration
and explanation in paragraphs to support the topic sentence.

_____

_____

Develops various types of paragraphs (informational,
persuasive, narrative, etc.) based on the assignment.

_____

_____

ORGANIZATION
Writes essays that include an introduction, a body, and a
conclusion.

_____

_____

Creates introductory paragraphs that are attention-getting
with a clear thesis statement.

_____

_____

Creates body paragraphs that include topic sentences,
supporting details, and concluding sentences.

_____

_____

Writes concluding paragraphs that restates the thesis and
concludes the essay.

_____

_____

Uses transitional expressions correctly and often both
within and between paragraphs.

_____

_____

Writes complete sentences. (No fragments, run-ons,
logical sentence structure)

_____

_____

Uses active voice, parallelism, and logical sentence
structure with no wordiness.

_____

_____

CONVENTIONS
Uses correct grammar and mechanics (spelling, punctuation,
Usage, subject-verb agreement, pronoun antecedent agreement) _____

_____

STYLE

