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Introduction

The 2008 Ringgold High School Style Book and Writing Guide provides a quick reference for writing papers at the secondary level.  This guide standardizes the preparation, format and presentation of writing projects and provides uniform policies which should be used for assignments in all subject areas at Ringgold High School.  Consistent use of these writing guidelines across all subject areas will provide Ringgold students with regular, meaningful practice in preparing scholarly documents.

In preparing documents, Ringgold students will follow the Modern Language Association of America (MLA) guidelines for writing papers and reports.  The stylebook provides an overview of the process of formatting any paper which requires manuscript form, including, but not limited to, research papers, formal essays, informational reports and analytical papers.  Much of the information herein has been adapted from Holt, Rinehart and Winston’s Elements of Literature and the Holt Handbook.  Since this stylebook merely points out guidelines, students should refer to these textbooks and/or their teachers for further instruction.

 Manuscript Form

Typed Papers:
· Double space all documents.

· Use one inch horizontal and vertical margins.

· Use Times New Roman or Arial fonts; use twelve point font.

· Use a tab indentation at the beginning of each paragraph.

· Place two spaces after periods, colons, question marks and exclamation points while using a single space after all other punctuation.  

· Build a heading on the first page and double space it like the rest of the paper.  Include your name, teacher name, course name and full date in the upper left hand corner.  The date should appear as follows:



12 May 2008.

· Center the title of the paper on the next line and begin the body of the paper on the following line.  Titles are not italicized, boldfaced or underlined.

· Do not number the first page.  Place a header, which features the student’s last name and page number (Smith 2), on each subsequent page in the upper right corner.  

· Always use 8 1/2 x 11 white, unlined paper.

Written Papers:

· Place your name, period and date in the upper right corner.

· Center the title on the first line. Do not underline your title.  Do not   place the title in quotes.  

· Skip a line before you begin the text of the composition.

· Maintain a margin of approximately one inch on each side of the paper.

· Do not write on the bottom line.

· Indent one inch to designate the beginning of each paragraph.

· Use blue or black ink.

· Use composition paper.

· Write on one side only.
· Write legibly for illegible papers cannot be accepted.

Note:  Teachers will require that most documents be typed. Informal essays and daily assignments may be handwritten.

Composition of Essays

Students at Ringgold High School will be required to compose many different types of compositions.   Informative essays, persuasive essays, narrative essays and other types of essays may be required.   Whether students are composing an essay response in class or an informative essay as an out of class assignment, they will be expected to follow the guidelines of good composition skills.  

All multi-paragraph compositions must contain a clear statement of thesis in an introductory paragraph, sufficient details in body paragraphs that are introduced with strong topic sentences, and a concluding paragraph that restates the thesis and summarizes the main points in the body.  One of the most common types of writing assigned at Ringgold High School is the five-paragraph essay.  To organize such an essay, follow these guidelines:

· In the introduction, begin with an attention-getter (a quotation, question or startling statistic).  Include necessary background information about the topic.  Introduce the main points in the paper.  Conclude the introductory paragraph with the thesis statement:  a statement that introduces the topic and an assertion about the topic.

· In each of three body paragraphs, include a strong topic sentence that introduces the first aspect of the thesis.  Include at least three detailed examples that support the topic sentence.  For many essay assignments, quotations will be necessary in support of the topic sentences.  When quotations are used, introduce the quotation, insert and document the quotation and then explain the importance of the quotation in supporting the topic sentence.  End each body paragraph with a strong concluding sentence (often called a clincher sentence).

· In the conclusion of the paper, restate the thesis in different words and summarize the main points of the paper.

After completing a rough draft of your composition, revise and edit your work before submitting it to your teacher.  Use the following checklist as a beginning as you revise and edit:

· Did you provide smooth transitions from one idea to another?

· Did you use appropriate word choice?

· Is your writing devoid of run-on sentences and fragments?

· Did you maintain person?  Note:  Formal compositions require the maintenance of the third person (he, she, etc.).

· Did you avoid unnecessary shifts in tense?

· Are all words spelled correctly?

· Did you check the punctuation?

· Did you check for necessary capitalization?

· Have you avoided the use of contractions?

· Have you avoided the use of abbreviations?


The checklist above is a basic checklist for all formal composition.  Depending upon the purpose of the composition, the grade level of the student and/or the subject, this checklist will vary.  As students progress in their classes, this checklist will grow.  More advanced writings will require more expertise in revision and editing.

Documentation

Citing Sources:


Documentation or citing sources is important as a means of supporting the main ideas of a paper.  Documentation is used to provide precise information about the authors and sources consulted in compiling the paper and as a means of providing those sources to the reader.  The use of someone else’s words or ideas is often desirable in a paper; however, these borrowed words and/or ideas must be documented.
 Plagiarism:


Derived from the Latin verb meaning “to kidnap,” plagiarism is the presentation of someone else’s words, phrasing or ideas without proper acknowledgment of the source.  We encourage students to use sources for information; however, we want students to cite any sources used.  The penalty for plagiarism at Ringgold High School will be a zero for that assignment.  
 Material to Be Cited:

Some facts are regarded as common knowledge.  Information that is accessible from a number of general sources such as the dates of World War II, familiar proverbs and widely used clichés need not be cited.  However, you must cite sources and provide documentation for facts and statistics that are not common knowledge, direct quotations and ideas and opinions that come from a source even if you paraphrase these ideas.  If you are in doubt as to whether or not a fact or idea is common knowledge, cite the source.
 Types of Citations:

· A Book by One Author:  Include the name of the author, the title of the book, the place of publication, the publishing company and the date.  The citation would look like the entry below:

Clinton, Bill. My Life. New York: Alfred A. Knopf, 2004.
· A Book with two Authors or Editors:

Scammon, Richard M. and Alice V.McGillivray, eds. America at the 
Polls 2.  Washington: Congressional Qiuarterly Inc., 1988.

· An Article from a Magazine:  
Tumulty, Karen. "Tell Me How This Ends." Time 5 May 2008: 27-28.

· An Article from a Newspaper: 

Stouffer, Rick. "Rising Natural Gas Rates Expected to Soar in Fall." The 

Valley Independent 13 May 2008: 1A.
· A Personal Interview:

Homa, Dwayne. Personal Interview. 14 Aug. 2008.

· Film or Video Recording:

Schindler’s List. Dir. Steven Spielberg. Perf. Liam Neeson and Ben 

Kingsley. Universal, 1993.

Internet Sources:  The documentation of Internet sources will vary.  Documentation will usually include the following:  List the name of the site and underline it.  Include a copyright date if it is available.  Name the institution/organization affiliated with the site.  Provide the date of access and the <electronic web address>.  Look at the sample below:

John F. Kennedy Presidential Library and Museum. John F. Kennedy 
Library Foundation.  26 May 2008 <http://www.jfklibrary.org>.

For an individual article or page on a website, the documentation will look like the following sample:

Purdue OWL.  “MLA Formatting and Style Guide.”   The Online 
Writing Lab at Purdue.  10 May 2008.  Purdue University Writing 
Lab.  12 May 2008


<http://owl.english.purdue.edu/owl/resource/557/01/>.
· The following example is documentation for an on-line encyclopedia:

"Bill Clinton." Microsoft Encarta Online Encyclopedia. 2008. Microsoft. 

15 May 2008 <http://encarta.msn.com >.
In-text Citations:

As you include facts, statistics and ideas from your sources, you must use in-text citations that refer the reader to your list of works cited.  In-text citations include the name of the author(s), if given, and a page number, if there is one.  Refer to the following example:

 Bill Clinton talks about the impact of Martin Luther King’s speech on his own life.  He recalls, “More than anything I ever experienced, except perhaps the power of my grandfather’s example, that speech steeled my determination to do whatever I could to make Martin Luther King Jr.’ s dream come true” (Clinton 64).

If you are citing an article that has no author, include a shortened version of the title in quotes and the page number (if given).  Look at the following example:

John F. Kennedy was initially turned down when he volunteered for service in the United States Army.  Though he suffered from a bad back, he was finally accepted into the United States Navy in 1941 (“John F. Kennedy”).


Notice that the period is placed after the in-text citation.  Remember that you include a page number if it is available.  Also note that there is a space between the author’s last name and the page number(s).

Works Cited Page:

· Double space the entire page.

· Center the words “Works Cited.”  Do not use quotation marks.  The words are in quotation marks here because they are being referred to as words.

· If a second line for an entry is necessary, tab (indent) each line after the first line.

· Alphabetize the entries.

· Do not number the entries.

Refer to the sample that follows:
Works Cited
Clinton, Bill. My Life. New York: Alfred A. Knopf, 2004.

John F. Kennedy Presidential Library and Museum.  John F. Kennedy 
Library Foundation.  26 May 2008  <http://www.jfklibrary.org/>.

Scammon, Richard M. and Alice V. McGillvray, eds. America at the 
Polls 2. Washington: Congressional Qiuarterly Inc., 1988.
Tumulty, Karen. "Tell Me How This Ends." Time 5 May 2008: 27-28.


Note:  The information included in this stylebook provides only a glance at basic documentation.  Students will receive detailed instructions in English classes.  Students and parents should refer to the student textbooks:

Elements of Literature.  New York: Holt, Rinehart and Winston, 2007.

Holt Handbook. New York: Holt, Rinehart and Winston, 2003.

Student textbooks are also available as on-line resources.  Students will receive log-in information at the start of the school year.


Another quick and easy resource to use is the “Citation Machine” at http://citationmachine.net.   Students simply click on the MLA link and then type in the data.  The “Citation Machine” does the rest.  To benefit from this quick resource, students need a basic understanding of documentation.


If students are using Microsoft Word 2007, there is a built in citation maker that may be used for basic citations.  To use this tool, students click on the “References” heading and then click on the “Insert Citation” tab.  Students will follow computer directions from here.

Rubrics


In grading compositions, teachers at Ringgold High School often use rubrics.  The rubrics used ordinarily reflect the same elements of writing as the rubrics used in scoring the PSSA tests.  More information about PSSA writing and scoring can be found at http://www.pde.state.pa.us/a_and_t/lib/a_and_t/2007-2008_Assessment_Handbook.pdf.  The rubrics included in this stylebook can be found on the aforementioned site.

Writing
PSSA Persuasive Scoring Guideline

Focus – Sharp, distinct controlling point presented as a position and made convincing through a clear, thoughtful, and substantiated argument with evident awareness of task and audience.

· Content Development – Substantial, relevant, and illustrative content that demonstrates a clear understanding of the purpose.  Thoroughly elaborated argument that includes a clear position consistently supported with precise and relevant evidence.  Rhetorical (persuasive) strategies are evident.

· Organization – Effective organizational strategies and structures, such as logical order and transitions, 
to develop a position supported with a purposeful presentation of content.

·  Style – Precise control of language, stylistic techniques, and sentence structures that creates a 
consistent and effective tone.

· Focus – Clear controlling point presented as a position and made convincing through a credible and substantiated argument with general awareness of task and audience.
· Content Development – Adequate, specific, and/or illustrative content that demonstrates an understanding of the purpose.  Sufficiently elaborated argument that includes a clear position supported with some relevant evidence.  Rhetorical (persuasive) strategies may be evident.
· Organization – Organizational strategies and structures, such as logical order and transitions, to develop a position supported with sufficient presentation of content.
· Style – Appropriate control of language, stylistic techniques, and sentence structures that creates a consistent tone.
· Focus – Vague evidence of a controlling point presented as a position that may lack a credible and/or substantiated argument with an inconsistent awareness of task and audience.
· Content Development – Inadequate, vague content that demonstrates a weak understanding of the purpose.  Insufficiently elaborated argument that includes an underdeveloped position supported with little evidence.
· Organization – Inconsistent organizational strategies and structures, such as logical order and transitions, to develop a position with inadequate presentation of content.
· Style – Limited control of language and sentence structures that creates interference with tone.
· Focus – Little or no evidence of a controlling point presented as a position that lacks a credible and/or substantiated argument with minimal awareness of task and audience.
· Content Development – Minimal evidence of content that demonstrates a lack of understanding of the purpose.  Unelaborated argument that includes an undeveloped position supported with minimal or no evidence.
· Organization - Little or no evidence of organizational strategies and structures, such as logical order and 



transitions, to develop a position with insufficient presentation of content.

· Style – Minimal control of language and sentence structures that creates an inconsistent tone.

Writing
PSSA Informational Scoring Guideline

· Focus – Sharp, distinct controlling point made about a single topic with evident awareness of task and audience.

· Content Development – Substantial, relevant, and illustrative content that demonstrates a clear understanding of the purpose.  Thorough elaboration with effectively presented information consistently supported with well-chosen details.

· Organization – Effective organizational strategies and structures, such as logical order and transitions, 
which develop a controlling idea.

· Style – Precise control of language, stylistic techniques, and sentence structures that creates a consistent and effective tone.

· Focus – Clear controlling point made about a single topic with general awareness of task and audience.
· Content Development – Adequate, specific, and/or illustrative content that demonstrates an understanding of the purpose.  Sufficient elaboration with clearly presented information supported with well-chosen details.
· Organization – Organizational strategies and structures, such as logical order and transitions, which develop a controlling idea.
· Style – Appropriate control of language, stylistic techniques, and sentence structures that creates a consistent tone.
· Focus – Vague evidence of a controlling point made about a single topic with an inconsistent awareness of task and audience.
· Content Development – Inadequate, vague content that demonstrates a weak understanding of the purpose.
· Organization – Inconsistent organizational strategies and structures, such as logical order and transitions, which ineffectively develop a controlling idea.  Underdeveloped and/or repetitive elaboration with inconsistently.  May be an extended list.
· Style – Limited control of language and sentence structures that creates interference with tone.
· Focus – Little or no evidence of a controlling point made about a single topic with a minimal awareness of task and audience.
· Content Development – Minimal evidence of content that demonstrates a lack of understanding of the purpose.  Superficial, undeveloped writing with little or no support.  May be a bare list.
· Organization - Little or no evidence of organizational strategies and structures, such as logical order and transitions, which inadequately develop a controlling idea.

· Style – Minimal control of language and sentence structures that creates an inconsistent tone.
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