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Tentative Reading List
According to Grade Level

9" Grade

Great Expectations (Pre-AP)
Fahrenheit 451 (Pre-AP)

Romeo and Juliet

The Adventures of Tom Sawyer

The Miracle Worker

(excerpt from) The Odyssey (Pre-AP)
A Raisin in the Sun

The Outsiders

Cheaper by the Dozen

10™ Grade

Antigone

Ethan Frome

Their Eyes Were Watching God (Pre-AP)
Julius Caesar

The Grapes of Wrath

A Separate Peace

The Great Gatsby

The Pearl

11™ Grade
Of Mice and Men (Pre-AP)
The Crucible
Wuthering Heights
Adventures of Huckleberry Finn
The Scarlet Letter
Pride and Prejudice
Our Town
To Kill a Mockingbird

12" Grade

Lord of the Flies

Animal Farm

Beowulf

Prologue to The Canterbury Tales
Macbeth

Hamlet

Pygmalion (My Fair Lady)
Main Street

The Awakening

Heart of Darkness
Things Fall Apart

Early College to High School
Advance Placement

World Literature

Oedipus

Frankenstein

Ethan Frome

Don Quiote

MacBeth

A section of romantic poetry

Comp. | &I

Hamlet

Death of a Salesman
Tuesdays with Morrie
Piano Lesson
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The following books have been recommended
by the NCTE for all college-bound students:

1984
Adventures of Huckleberry Finn, The

Orwell, George
Twain, Mark

Alice's Adventures Through the looking glass, Carroll

All Quiet on the Western Front
Animal Farm

Anna Karenina

Anne Frank: The Diary of a Young Girl
Babbitt

Bell Jar. The

Billy Budd

Black Boy

Brave New World

Call of the Wild, The
Canterbury Tales, The
Catcher in the Rye, The
Crime and Punishment
Crucible, The

Cry the Beloved Country
Cyranno de Bergerac

Daisy Miller

David Copperfield

Death in the Family, A

Death Comes for the Archbishop
Death of a Salesman

Doll's House, The

Emma

Ethan Frome

For Whom the Bell Tolls
Frankenstein

Go Tell It on the Mountain
Gone With the Wind

Grapes of Wrath, The

Great Gatsby, The

Great Expectations

Gulliver's Travels

Hamlet

Heart is a Lonely Hunter, The
Heart of Darkness

Hound of Baskervilles, The
House of Seven Gables, The
| Never Promised You a Rose Garden
Invisible Man, The

Jane, Eyre

Jungle, The

King Lear

Remarque, M
Orwell, George
Tolstoy, Leo
Frank, Anne
Lewis, Sinclair
Plath, Sylvia
Melville, H
Wright, Richard
Huxley, Aldous
London, Jack
Chaucer, G
Salinger, J.D.
Dostoyevsky, F
Miller, Arthur
Paton, Alan
Rostand, E
James, Henry
Dickens, Charles
Agee, James
Cather, Willa
Miller, Arthur
Ibsen, Henrik
Austen, Jane
Wharton, Edith
Hemingway, E
Shelley, Mary
Baldwin, James
Mitchell, M
Steinback, John
Fitzgerald, F. S
Dickens, C
Swift, J
Shakespeare, W
McCullers, C
Conrad, Joseph
Doyle, Sir Arthur
Hawthorne, N
Greenberg, J
Wells, H.G.
Bronte, Charlotte
Sinclair, Upton
Shakespeare, W

Laughing Boy

Look Homeward, Angel
Lord Jim

Lord of the Flies

Macbeth

Madame Bovary

Moby Dick

My Antonia

Mythology

Naked and the Dead, The
Native Son

Odyssey, The

Of Human Bondage

Of Mice and Men

Old Curiosity Shop, The
Old Man and the Sea, The
One Flew Over the Cuckoo's Nest
Our Town

Portrait of the Artist as a Young Man, A
Power and the Glory, The
Pride and Prejudice
Rebecca

Red Badge of Courage, The
Return of the Native, The
Robinson Crusoe

Romeo and Juliet

Roots

Scarlet Letter, The
Separate Peace, A
Siddhartha

Sound of Fury, The
Steppenwolf

Stranger, The

Tale of Two Cities, A

Ten Great Mysteries
Tess of the D'Ubervilles
Three Musketeers

Time Machine

To Kill a Mockingbird
Turn of the Screw, The
Uncle Tom's Cabin
Walden

War and Peace
Wuthering Heights

LaFarge, Oliver
Wolfe, Thomas
Conrad, Joseph
Golding, William
Shakespeare, W
Flaubert, Gustave
Mellville, H
Cather, Willa
Hamilton, Edith
Mailer, Norman
Wright, Richard
Homer
Maugham, S
Steinback, John
Dickens, Charles
Hemingway, E
Kasey, Ken
Wilder, Thorton
Joyce, James
Greene, Graham
Austen, Jane
DuMaurier, D
Crane, Stephen
Hardy, Thomas
Defoe, Daniel
Shakespeare, W
Haley, Alex
Hawthorne, N
Knowles, John
Hesse, Herman
Faulkner, W
Hesse, Herman
Camus, Albert
Dickens, Charles
Poe, Edgar Allan
Hardy, Thomas
Dumas, A
Wells, H.G.

Lee, Harper
James, Henry
Stowe, Harriet B
Thoreau, HenryD
Tolstoy, Leo
Bronte, Emily



Prose
Four Types of Discourse

Prose is the ordinary language of speaking or writing. Prose
may be considered as four basic kinds of discourse:
exposition, persuasive, description and narration. These four
forms of discourse will often be used in combination.

Exposition seeks to explain or clarify an idea by means of
identification, definition, comparison, contrast, illustration,
classification, process analysis, and casual analysis.
Personal essays, historical essays, scientific essays, critical
essays, editorials, and chapters in textbooks are expository in
nature.

Persuasive seeks to convince others of the truth or the falsity
of a preposition by means of analogy, induction or deduction.
Analogy pertains to the inferring of relations and
resemblances from facts that are known and established.
Induction pertains to arguing from the particular instances to
the general principle. Deduction pertains to arguing from the
general principle to the particular conclusion.

Description seeks to paint a word picture, sometimes
creative and sometimes formal.

Narration seeks to tell a story. The story may be an
objective narrative of fact as in a biography, an
autobiography, a diary, an historical account, a letter, a
newspaper account, or travelogue. On the other hand, the

story may be subjective and creative. as in a novel. a drama,
science fiction, or short story.

Three Sections of a Writing Prompt
Section 1: Scenario

Gives background information about the prompt
Establishes the main topic

S Sometimes establishes purpose and audience

Section 2: Think about it

O Is the prewriting stage of the writing process

5N Gives direction to the writer as he/she begins to think
about the type of information needed to respond to
the prompt

* May give subtopics or categories of information to be

developed about the main topic

Section 3: Directions

SN Gives specific information about the type of writing to
be done and summarizes the content of the prompt.

Writing Topics
Your teacher has asked you to describe your favorite food.
Before you begin to write, think about your favorite food. What
do you eat? How does the food look, taste, and smell? Why is

this food your favorite?

Now write about your food. Be sure to describe it and give
enough details to explain why it is your favorite.

Your teacher has asked you to make one New Year's
resolution. Explain your resolution choice.

Before you begin to write, think about what you would change.
Why did you pick this? What will happen if you follow through?

Now write about your resolution. Give many details.. Explain
your resolution so that your teacher will understand why you
think this change is important.

You are going to plan a celebration. Describe your celebration!

Before you begin to write, think about what you would celebrate.
Where would you be? Who else might be there. What would
happen at your celebration?

Now write about a perfect celebration. Give many details,
Describe your celebration so that your teacher will understand
why it is perfect.

Imagine you woke up one day and discovered that you were
king or queen of your city and that during this one day could
change any one thing you wanted.

Write a story about the day you were king or queen. What
happened on that day? What did you do? Where did you go?
Be sure to give enough details so that the person reading your
story will understand what happened to you on the day you
were king or queen.



Open Response Action Words

Direction Action

Describe, Identify the main qualities or distinguishing

Identify, characteristics of your subject, using

Define specific facts or sensory details.

Recount, Present the sequence of events in a story or

Narrate, the steps in a process in chronological

Relate, Tell order, use vivid verbs and sensory details.

About

Discuss Identify key points or relationships, backing
these up with examples, quotations,
comparisons, and other details.

Explain Present the main points of or important
steps in whatever you have been asked to
explain, using facts, examples, and reasons
to clarify what you mean.

Compare, Show the ways in which two or more things

Contrast are alike and the ways in which they differ,
using examples and other details to support
similarity and difference you point out.

Analyze, Examine the main qualities of your subject

Evaluate, to arrive at a conclusion about some aspect

Review of it, such as how well the parts function
together as whole.

Show Present the reasons for and the results of

Causes a particular event or situation, using

and Effects

specific details to clarify precisely what
happened.

Persuade,
Convince,
Express
Your
Opinion

State your point of view and support it with
facts, statistics, examples, quotations, and
other sound evidence.

Interpret

Explain in your own words the meaning of
whatever you've been asked to interpret,
supporting your ideas with facts and other
details.

Summarize

Present a condensed version of a story or a
process by relating only the main events or
steps and showing how one leads to the
next. Do not include supporting details or
other types of elaboration.

Constructed-Response Ideas

Infer the main idea of the story/poem/article

Justify one point of view or an issue and then justify
the apposing view

Using background information in the text, predict
what will happen

Evaluate the quality of the writer’s arguments

Summarize the article in your own words and explain
why you chose the point you did.

Compare and contrast two stories, articles, poems,
etc.

Critique a story, composition, etc. How could the
author have done it better?

Draw conclusions from a text.

Into what groups would you organize this material
and how are the groups defined?

How can you a conclusion/

solution/situation

improve on

Compare the moods created by two plays, poems,
etc.

Explain why or why not the character in the text acted
appropriately.

Evaluate the claims made in an advertisement.

Analyze the figures of speech, imagery, etc. used
in a poem.

Compare and contrast two characters

Interpret a character’s traits and motivations
Interpret the significance of events in a story.
Identify propaganda techniques and explain how

they affect the reader.

Critique a chart, table, or graph and explain how it
might be made clearer and more useful.



CSRQ
Complete Sentence Restate Question

To answer any question, students must use a complete
sentence, repeat key words that are in the question, be
specific, and not leave the reader guessing.

EXAMPLES

The question is:
Why were all of the children cheering?

Winning a prize
or
because they won

The children cheered because the principal
said that their class had won the prize in the
poetry contest.

The question is:
Why should you brush your teeth?

Cavities

Or
It is good for your teeth.

Brushing your teeth will help prevent cavities
and give you a nice smile.

Generic Open Response Rubric

Score Description

4 Uses specific number of facts and details.
Uses specific content specific vocabulary.
Strong central idea/stayed on topic.
Conclusion is backed by facts. Uses
complete sentences, end punctuation, and
capitalization.

3 Uses specific number of facts and details.
Uses some content specific vocabulary.
Central idea/stayed on topic. Logical
conclusion. Uses complete sentences , end
punctuation and capitalization.

2 Uses some facts and details from reading.
Uses few content specific vocabulary.
Central idea/ strays from topic. A conclusion.
Limited sentence structure or listy and
repetitive.

1 Uses few facts or details. Uses very little
content specific vocabulary. Unclear
central idea. Weak or no conclusion.
Very little sentence structure.

or
Too little to evaluate

Portfolio Requirements

All students will put together a writing portfolio as a
Freshman. The portfolio will be kept at the school and will
be transferred from one grade to the next, as the student
progresses. Each year the student will put that year’s
writings into the binder, as directed by his/her English
teacher. If a student should transfer into Warren High
School from another district, he/she will begin his/her
portfolio the year of arrival. The following will be the set
criteria for the portfolios:

1. 2% of 3 inch 3-ring clear view binder
2. Tab dividers for each year

PORTFOLIO WRITING SELECTIONS

The following types of writing may be included in the
portfolio at the instructor’s discretion:

Writing must be included from each of the student’s
classes.

Every Discipline
Cause and Effect
Character Sketch
Children’s Story
College Letter
Comparison/Contrast
Descriptive Writing
Expository Essay
Journals

10. Letter of Reference
11. Letter to the Editor
12. Letter to the Reviewer
13. Newspaper Article
14. Obituary

15. One Act Play

16. Personal Narrative
17. Persuasive Letter
18. Poetry

19. Resume

20. Short Story

©COoNOOA~WN=

Other selections which may be contained in the student’s
writing portfolio are the following: application forms, daily
living activities, reports and other class assignments.



Letter Writing

There are two general types of letters found in the English
language. They are a friendly letter and a business letter.
No matter the career a student may pursue, he/she will
probably at some point have to communicate through a letter.

The student will learn two types of business letter formats.
One is called the block style of a business letter. This is
where every part of the letter is flush to the left margin. The
other style is the semi-block style. This is where the heading,
the closing, and the signature of the letter are

moved to the right and the end of the longest line in each part
is flush to the right margin.

There are six parts to every business letter, no matter the
style. The following are the six parts:

1.) Heading
2.) Inside Address
3.) Salutation

4.) Body

5.) Closing

6.) Signature

The heading includes the full address of the writer and the
date of the letter. (Three lines)

The inside address includes the name and address of the
person or business to whom the letter is being sent.

”

The salutation includes either “Dear or “To
whom it may concern:” *Note that a colon follows the
salutation*®

The body includes the information that the letter attempts to
communicate.

The closing includes either “Sincerely,” or “Yours truly,”
*Note that a comma follows the closing*

The signature includes the signature of the person from
whom the letter is sent.

Tips for Neatness In Business Letters

. Use white standard size (8.5 x 11 inches) unlined paper.
. Leave one inch margins on all sides.

. Always type.

. Type address and return address on envelope.

. Fold letter neatly to fit envelope size.

A OWON =

Letter for Employment
When someone applies for a job, he/she may write a letter
about employment to the employer. This letter will
accompany the resume that the person submits. This letter
should paint a strong, favorable impression of the person
seeking employment by being grammatically correct and
neat.

There is certain information that a person will
include in an employment letter. The needed information is
as follows:

1  The position sought

2. The education profile of the person seeking
employment

3. The job history of the person seeking employment

Include at least three references such as a teacher or
former employer

5. Request for an interview. Indicate where the person
seeking employment can be reached.

**A business letter format will be used and an

employmentietersioti—————be typed.

JOB APPLICATION
QUESTIONS AND INFORMATION

1. Position Desired:

2. Full-time or part-time work:

3. Temporary or permanent:

4. Salary Desired:

When completing an application, a person should keep
the following points in mind:

1. All words should be spelled correctly. Use a
dictionary if needed.

2. Write neatly. It should be easily readable.

3. The application should have NO cross-outs or
smudges on it.



The Resume Sample Resume

Mary Jo Smith
21 Smith Lane
Rayburn, Texas 77777
Telephone: (870) 226-5225

WORK EXPERIENCE
1989—present Kim’s Dance Studio

The resume is a summary of a person’s work experience,
education, and interests.

The purpose of a resume is to give a potential employer a
brief and positive overview of a person’s job qualifications.

A resume should always be accompanied by a cover letter.
This is called a letter of employment. 111 Main Street

This letter should use the correct form for a business letter Anywhere, Arkansas 71711
and should state the needed information explained under

. ; Position: Part-time instructor
the information on an employment letter. -

. . L ponsibilities: Teach ball
**On the following pages samples of a job application and Responsibilities: Teach ballet to

hild 5-10
a resume are found. Refer to these for assistance when chiidren ages
writing™* 1986-1988 CRM Store, Tangy Mall

I-40 and Main
Rayburn, Texas 71711
Position: Cashier

Responsibilities: Ring and bag
purchases

EDUCATION

1989-present Warren High School
803 North Walnut
Warren, Texas 71672

Special Courses: Fundamentals of
dance, history of dance, modern dance

1987-1989 Warren Junior High

308 West Pine

Warren, Arkansas 71672
SPECIAL Word Processing, type 70 words per
SKILLS minute, Speak Spanish

ACTIVITIES Tenth grade class President, Computer
Club, Drama Club Secretary

AWARDS Rayburn Fine Arts Achievement Award,
1985

SPECIAL Drawing, drama, computers

INTERESTS

REFERENCES Jim Langley
Warren, Arkansas
227-5431

Jo Beth Truth
Monticello, Arkansas
228-5544

Tray Barnett
Pine Bluff, Arkansas
532- 4466



APPLICATION FOR EMPLOYMENT / PRE-EMPLOYMENT QUESTIONNAIRE

EMPLOYER
PERSONAL INFORMATION DATE

EQUAL OPPORTUNITY

NAME (LAST NAME FIRST) PHONE NO.
PRESENT ADDRESS

PERMANENT ADDRESS

SOCIAL SECURITY NO. REFERRED BY

DESIRED POSITION

TITLE OF POSITION

DESIRED SALARY/WAGE

DATE YOU CAN START

ARE YOU
CURRENTLY
EMPLOYED?

MAY WE CONTACT YOUR
PRESENT EMPLOYER?
| F APPLICABLE?

HAVE YOU EVER APPLIED
TO THIS COMPANY BEFORE,
AND IF SO, WHEN?

EDUCATIONAL BACKGROUND

SCHOOL NAME
& LOCATION

DATES GRADUATED?
(IF APP.)

SUBJECTS
(IF APP.)

HIGH SCHOOL

COLLEGE

BUSINESS, TRADE OR

CORRESPONDENCE
SCHOOL(S)

SPECIAL INTERESTS

U.S. MILITARY
OR NAVAL
SERVICE

SPECIAL
SKILLS /
TRAINING

SPECIAL
RESEARCH
OR STUDY

EMPLOYMENT HISTORY

DATE NAME & ADDRESS
MONTH & YEAR OF EMPLOYER(S)

ENDING POSITION
SALARY HELD

REASON FOR
LEAVING

FROM

TO

FROM

TO




APPLICATION FOR EMPLOYMENT / PRE-EMPLOYMENT QUESTIONNAIRE

REFERENCES GIVE BELOW THE NAMES OF THREE PERSONS NOT RELATED TO YOU WHOM YOU HAVE KNOWN AT LEAST 1 YEAR

NAME ADDRESS & PHONE NO. TYPE OF BUSINESS YEARS
KNOWN

AUTHORIZATION
“I certify that the information | have provided in this application is true and complete to the best of my knowledge, and | understand that one or more
falsified statements within this application is grounds for dismissal.

| authorize investigation of all statements contained herein and, the references and employers listed within to give you any and all information

concerning my previous employment and any pertinent information they may have, personal or otherwise, and | release the company from all liability
for any damage that may result from use of said information.

| also understand and agree that no representative of the company has any authority to enter into any agreement for any specified period, or to make
any agreement contrary to the foregoing, unless it is in writing and signed by an authorized company representative.

This waiver does not permit the release or use of disability-related or medically-related information in a manner prohibited by the Americans with
Disabilities Act (ADA) and other relevant federal and state laws.”

DATE SIGNATURE

INTERVIEWED
BY DATE

| PLEASE DO NOT WRITE BELOW THIS LINE 1
INTERVIEWER’S COMMENTS

ABILITIES HIRE DATE BEGIN SALARY / WAGES
RELEASE DATE ENDING SALARY /
WAGES




General Research Information

All students will be expected to do a research paper in their
English class each year.

Research papers will be done according to the style set by the
Literacy Department for that year. (MLA, APA, Chicago, Turbain,
etc.)

Research papers should be a very large part of one nine week’s
grade; therefore, students will want to do their best and follow all
procedures set.

Specific Research Requirements
According to Grade Level

Students must have at least 4 different kinds of sources
on all levels.

Grade No. of No. of No. of MLA
words Sources Citations

9 500-600 5 5-7

9 -Pre-AP  600-800 7 8

10 700-800 8 6-8

10-Pre-Ap  800-1000 10 10

1 1000-1200 12-15 8-10

11-Pre-Ap 1500 12-15 12

12 1200-1500 12-15 12

-10-

General Requirements For All Students
Note cards must be 4" x 6".

2. Rough draft should be handwritten in blue or black ink and
double-spaced on the front of the paper.

3. Allfinal papers must be double-spaced and typed. The final
copy should contain the following typed pieces:

A. Outline
B. Research paper
C. Works cited

4. Page numbers should be included on line 6 of page 2 and all
subsequent pages. Do not number the following pages: the
title page, the outline, the first page of the research paper,

and the works cited page. See typing instructions for how to
insert page numbers.

5. Completed research papers must be submitted inside a 9"
x 11" manila envelope. The following should be included:

>

All source cards

All note cards with estimated word count on each
All parts of the rough draft

Typed outline

Typed research paper (final draft)

moow

m

Typed works cited

6. Papers not submitted by due date will have points
deducted.

Types of References Used in Research Papers

1. Encyclopedia 7. Vertical File

2. Books 8. Internet

3. Magazines 9. CD ROM

4. Newspapers 10. Video/Movies

5. Pamphlets 11. Reference Books
6. Personal Interview 12. Gale Database

13. EBSCO Database
**Consult your teacher for other sources which may be used
in your research paper.

Parenthetical Citations

Parenthetical citations are used to briefly identify the sources of
information a student has used in writing his/her paper. These
citations are integrated smoothly into the text of the paper, rather
than listed separately. The process of placing the citation into
your text is called “citing a source.” This method has largely
replaced documentation using endnotes or footnotes. When
citing a source, a student will place the author's name and the
page number in parentheses at the end of the information to be
referenced. If the author's name is mentioned in the text of the
paper, the student will only put the page number in parentheses
at the end of the sentence. If the author's name is not given, use
the first three words of the title of the article, pamphlet, etc. and
the page number. The reader can then consult the list of works
cited at the end of the paper to get the complete citation.

Ex.: “The Communist Party was directly responsible for the rise
of the Third Reich” (Jones 26).

*If the next quoted material is by the same author, use only the
page number for the subsequent citation



Thesis Statement

A thesis statement is a sentence that clearly makes the main
point of the student’s paper clear to the reader, and it should
cover all the main topics listed in the outline.

**A thesis statement should fit smoothly into the introduction
(first paragraph) of your paper.

** The thesis statement should be restated in the conclusion of
the paper. (Final paragraph)

Line7) OUTLINE

(4 Spaces)

THESIS: While entertaining readers with his satire and wit, Mark
Twain hid the pain and hostility which threatened to destroy his world.

(3 Spaces)
l. INTRODUCTION

(2 Spaces)

Il. SAMUEL CLEMENT’'S CHILDHOOD AND EARLY LIFE
A. Moved to Hannibal at age four
B. Early fascination with the Mississippi River
C. His father’s influence

(2 Spaces)
M. THE INFLUENCE OF THE MISSISSIPPI RIVER
A. Life as a riverboat pilot
1. Mark Twain chosen as a pen name
2. Sights and sounds of river life

B. The Mississippi River as a character in Twain’s novels
1. The Adventures of Tom Sawyer
2. The Adventures of Huckleberry Finn

(2 Spaces)
IV.  TWAIN'S LATER YEARS
A. Increasing Bitterness
1. Loss of daughter Suzy
2. Loss of wife
B. Financial Woes
(2 Spaces)

V. CONCLUSION

-11-

WORKS CITED

Chute, Marchette. Shakespeare of London. New York: E. P.
Dutton and Co. Inc. Publishers, 1949.

Landau, Sidney |I. Webster lllustrated Contemporary
Dictionary. Chicago: J. G. Ferguson Publishing

Company. 1988.
Raines, Melanie. Personal interview. 2 Oct. 2001.

Wadsworth, Frank W. “William Shakespeare.” World Book
Encyclopedia. 1997 ed. CD-ROM. New York: World
Publishers, 1997.

Wadsworth, Frank W. “William Shakespeare.” World Book
Encyclopedia. 1989 ed.

“William Shakespeare.” History lllustrated. May 2000 (VF).

Typing the Complete Research Paper

1 Use the standard title page for research paper.

2. Before you begin typing on the first page of your report,
hit enter six times. (2 inch margin)

3. Center the title. TYPE IN ALL CAPITAL LETTERS.
4. Hit enter four times. (Quadruple space).

5.  Begin typing your paper.
DOUBLE SPACE

6. Insert page numbers on page two through the last page
of your paper.

Be sure you are set on

7. Remember, a report consists of more than one
paragraph. Also, a paragraph includes more than one
sentence. However, a paragraph does not consist of one
whole page or more.

Title Page

Research Paper Title
19 Spaces
A Research Project
in partial fulfillment
of the requirements for
English |, IL, 1ll, IV (your class)

19 spaces

Your name
Date




Warren High School Library
MLA Documentation Sheet

BIBLE
Title of Bible. Version. City: Publisher, Date published.
Ex. Holy Bible. King James Version. New York: Crown, 1978.

BOOK
Last name, First name of author. Title of Book.
City where published: Name of Publisher, year published.
Ex. Brown, Steve. Three Trees Growing. New York: Crown, 1994.
Ex. (2 authors) Brown, Steven, and John Smith. Trees. New York:
Random House, 1990.

BOOK WITH EDITORS
Last Name First, and First name Last, eds. Title. Edition. City:
Publisher, Date.
Ex. McKee, Lorna, and Margaret O'Brien, eds. The Father Figure.
3rd ed. New York: Tavistock, 1982.

BOOK WITH CHAPTERS IN A LARGER WORK (Textbook)
Author. “Chapter Title.” Title of Book. Editor. City: Publisher,
Date. Pages.
Ex. Bean, Jean. "The Father's Role in the Social Network of a
Soviet Child." The Role of the Father. Ed. Michael E.
Lamb. New York:Wiley & Sons, 1981.187-201.

DICTIONARY
“Word defined.” Title of dictionary. Edition. (Year published)
Ex.“Insubordinate.” Webster’s New World Dictionary. 1998 ed.

ENCYCLOPEDIA (GENERAL)
Author of article. “Title of article.” Title of Encyclopedia. Date.
Ex. Farber, Bernard. "Family." Encyclopedia Americana. 1984 ed.

ENCYCLOPEDIA (SPECIALIZED) No Author Given

Title of Article.” Title of Encyclopedia. Editor. Volume # used.
City: Publisher, Date.
Ex. “Fatherhood." Encyclopedia of Science. Ed. T.E. Chen.. Vol.
5. New York: Putnam, 1990.

GOVERNMENT DOCUMENT

Country. Department. Title of document. City: Publisher, Date.

Ex. United States. Dept. of Justice. Child-Support Payment Laws.
Washington: GPO, 1991.

INTERVIEW
Person interviewed. Personal Interview. Date.
Ex. Raines, Melanie. Personal Interview. 7 February 2000.

MAGAZINE ARTICLE WITH AN AUTHOR
Author.. “Title of Article.” Name of magazine Date: page numbers.
Ex. Sew, Jo. “ Grow up in Warren.” Newsweek 16 June 1948: 41.

MAGAZINE ARTICLE, NO AUTHOR GIVEN

“Title of article.” Name of Magazine Date of issue: page numbers.

Ex. “Fathers Confused by Changing Family Roles.” Newsweek
25 October 1980: 5.

MAGAZINE - SCHOLARLY JOURNAL ARTICLE
Author. “Title of Article.” Title of Journal Vol. Issue. Date: Page.

Ex. Larson, Eric. "Cross-Cultural Studies of Fatherhood." Journal
of Marriage and the Family 11.(3).Aug. 1988: 212-218.
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NEWSPAPER ARTICLE WITH AUTHOR
Author. “Title.” Newspaper title Date, section: page.
Ex. Schorr, Burt. "States Cracking Down on Fathers Dodging
Child-Support Payments." Wall Street Journal 26 Jan. 1983,
Section A: 33.

PAMPHLET
Author. Title. City: Publisher, Date.
Ex. Parke, Ross._Fathers. Cambridge: Harvard Press, 1981.

NONPRINT MATERIALS
CD ROM
Last name, First name. “Title of article.” CD-ROM. Title of CD-
ROM. City of Publication, Publisher, Date.
Ex. White, Deb. “Fun at Warren High.” CD-ROM. Learn about
Warren. Little Rock: Arkansas Press, 2000.

ELECTRONIC OR ONLINE SOURCES (Encyclopedia Online)

Last name, First name of author (if given). Title of Work. Date
published, updated or created. Organizational affiliation,
if given. Date accessed. <URL or path to file>.

Ex. Fultz, Dana. Creating a yearbook. 20 March 1999. Britannica
Online. 25 September 2000. http://www.britannica.com/.

MAGAZINE ARTICLE FROM ONLINE orR CD-ROM
Author. “Title of article.” Name of magazine. Date of magazine.
Publication medium (CD-ROM or Online) name of computer
network (EBSCO, UMI Proquest) date of access. URL.
Ex."Dads in the 1990's: More are Caregivers." The CQ Research 17
Dec. 1993. Online. EBSCO. 30 July 1998. http://www.cq.com.

MOVIE
Movie title. Director’s name. Main performers. Production Company,
Date.
Ex._The Mirror Has Two Faces. Dir. Barbra Streisand. Perf. Barbra
Streisand, Jeff Bridges, Lauren Bacall, Mimi Rogers, Pierce
Brosnan, George Segal. Tri-Star, 1996.

EBSCO (magazine)
Last Name, First Name. “Article Title.” Publication Title.
Volume number. Issue number. Date of publication: Page #s
or no. of pages. EBSCO. Database used. Date retrieved. URL
Ex. Smith, Ramona. “The Joy of Seniors.” Newsweek. 238. 20
May 1999: 20-24. EBSCO. 15 May 2000. http:/search.epnet.com

EBSCO (Book)
“Article Title” Publication and/or Database Title. Volume number
(if given) Date of Publication. EBSCO. Database used. Date
retrieved. URL.
Ex. Ernest Hemingway. Book of stars. Masterfile Premier. 115.
2001. EBSCO. 2 February 2001. http://search.epnet.com.

GALE RESEARCH
Author’s last name, first name. “Article Title.” Source Database.
Date of publication. GALE GROUP, date retrieved. URL
Ex. Baker, Sheridan. “The Old Man.” DISCovering Authors. July
1999. GALE GROUP, 2 December 2004. http://galenet.com.

WORLD WIDE WEB SITE (BASIC INTERNET SITE)
Author. “Title of article.” date created or updated. Title of web
page. Organization responsible for the web site. Date
accessed.
Address or URL.
Ex. Sheppard, Lisa. “Father Involvement Shows Positive
Outcomes.” 13 April 1998. Enrollment requirements.
University of Illinois. 29 May 1998. http://www.ui.edu




MLA Format for Working Bibliography
and Works Cited

The following are some basic forms for bibliographic entries.
Use these forms on the bibliography cards that make up your
Working Bibliography and in the list of Works Cited that
appears at the end of your paper. All lines of the entry after the
first line are indented.

WHOLE BOOKS
One Author
Ruiz, Ramén Eduardo. Triumphs and Tragedy: A History of
the Mexican People. New York: Norton, 1992.

Two Authors

Gilbert, Sandra M., and Susan Gubar. The Madwoman in the
Attic: The Woman Writer and the Nineteenth-
Century Literary Imagination. New Haven: Yale UP,
1979.

Three authors

Demko, George J., Jerome Agel, and Eugene Boe. Why in
the World: Adventures in Geography. New York:
Anchor-Doubleday, 1992.

Four or more authors - The abbreviation et al. means “and
others.” Use et al. instead of listing all the authors
Gatto, Joseph, et al. Exploring Visual Design. 2™
ed. Worcester: Davis, 1987.

No author given

Literary Market Place: The Directory of the American Book
Publishing Industry. 1992 ed. New York: Bowker,
1991.

An editor, but no single author

Nabokov, Peter, ed. America Works: A Chronicle of the
Labor Unions, 1932-2000. New York: Doubleday,
2001.

Two or more editors

Preston, Karen, and Thomas N. Smith, eds. Dolphin
Societies: Discoveries and Puzzles. Berkeley:
University of California P, 1991.

Four or more editors - The abbreviation et al. means “and

others.” Use et al. instead of listing all the authors)

McFarlan, Donald, et al., eds. The Guinness Book of
Records 1992. New York: Facts on File, 1991.

An author and a translator

Soseki, Natsume. Kokoro: A Novel and selected Essays.
Trans. Edwin McCleellan and Jay Rubin. New
York: Madison, 1992.

A particular edition of a book
Janson, H. W., and Anthony F. Janson. History of Art. 4"
ed. New York: Abrams, 1992.

A book or monograph that is part of a series

LaRusso, Carol Spenard, comp. The Green Thoreau. The
Classic Wisdom Ser. San Rafael: New World
Library, 1992.
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A multivolume work

If you have used only one volume of a multivolume work, cite

only that volume

Child, Francis James, ed. The English and Scottish Popular
Ballads. 1883-98. Vol 1. New York: Dover, 1965. 2
vols.

If you have used more than one volume of a multivolume

work, cite the entire work.

Child, Francis James, ed. The English and Scottish Popular
Ballads. 1883-98. 2 vols. New York: Dover, 1965.

A volume with its own title that is a part of a multivolume

work with a different title.

Durant, Will, and Ariel Durant. Rousseau and Revolution: A
History of Civilization in France, England, and
Germany. New York: Simon, 1967. Vol 10 of The
Story of Civilization.

A republished book or a literary work available in several
editions

Give the date of the original publication after the title. Then
give complete publication information, including the date of
the edition that you have used.

Steinbeck, John. The Grapes of Wrath. 1939. New York:
Penguin, 1976.

A government publication

Give the name of the government (country or state). Then
give the department if applicable, followed by the agency if
applicable. Next give the title, followed by author if known.
Then give the publication information. Publisher of U. S.
government documents is usually the Government Printing
Office or GPO.

United States. U. S. Dept. of Education. Office of
Educational Research and Improvement. OERI
Publications Guide. By Lance Ferderer.
Washington: GPO, 1990.

Parts of Books
A poem, short story, essay, or chapter in a collection of works
by one author

Cather, Willa. “Joseph and His Brothers.” Cather: Stories
Poems and Other Writings. Comp. Sharon O’Brien,
New York: Viking, 1992. 859-71.

A poem, short story, essay, or chapter in a collection of
works by several authors

West, Paul. “Pele.” The Norton Book of Sports. Ed. George
Plimpton. New York: Norton, 1992. 308.

A novel or play in a collection under one cover

Simmons, Alexander. Sherlock Holmes and the Hands of
Othello. Black Thunder: An anthology of
Contemporary Drama. Ed. Willie B. Branch. New
York: Mentor, 1992. 359-415.

An introduction, preface, foreword, or afterword written
by the author or authors.

Pinson, Linda, and Jerry Jinnett. Dedication._The Woman
Entrepreneur. Ed. Pinson and Jinnett. Tustin: Out
of your mind, 1992. n.p.



An introduction, preface, foreword, or afterword written

by person who is not the author.

Coles, Robert. Foreword. No Place to Be. By Judith Berck.
Boston: Houghton, 1992. 1-4.

Cross-references

If you have used more than one work from a collection, you

may give a complete entry for the collection. Then, in the

separate entries for the works, you can refer to the entry for

the whole collection by using the editor’s last name or, if you

have listed more than one work by that editor, the editor’s last

name and a shortened version of the title.

French, Warren, ed. A companion to The Grapes of Wrath.
New York: Viking, 1963.

—. “What did John Steinbeck Know About the ‘Okies’?”
French, Companion 51-53.

Steinbeck, John. Their Blood Is Strong. San Francisco:
Lubin, 1938. Rpt. in French, Companion 53-92.

A reprinted article of essay (one previously published
elsewhere)

If a work that appears in a collection first appeared in another
place, give complete information for the original publication,
followed by “Rpt.in” and complete information for the
collection.

Searle, John. “What Is a Speech Act?” Philosophy in
America. Ed. Max Black. London: Allen, 1965.
221-39. Rpt. in Readings in the Philosophy of
Language. Ed. Jay F. Rosenberg and Charles
Travis. Englewood Cliffs: Prentice, 1971. 614-28.

MAGAZINES, JOURNALS, NEWSPAPERS,
ENCYCLOPEDIAS, AND NEWSLETTERS

An article in a magazine, journal, or newspaper

If no author is given, begin with the article title. If an author is
given, begin with the author’'s name followed by the article
titte. When an article continues on a different, non-
consecutive page, use a plus sign (+) after the number of the
page on which it begins.

Smith, Shelly. “Baseball’'s Forgotten Pioneers.” Sports
lllustrated 30 Mar. 1992:72.

Schwartz, Felice N. “Women as a Business Imperative.”
Harvard Business Review 70.2 (1992): 105-13.

“Kozyrev’s Mission to Washington.” Editorial. Boston
Globe 14 June 1992: 78.

An article in an encyclopedia or other alphabetically
organized reference work

Give the title of the article, the name of the reference work.
and the year of the edition.

“Zuni.” Encyclopedia Britannica: Micropaedia. 1992 ed.
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A Review

If the review is unsigned, begin with Rev. of and the title.

Kellow, Brian. Rev. of Don Pasquale. Metropolitan Opera
Guild Education Department. Columbia U Katheryn
Bache Miller Theater, New York. Opera News June
1992: 52.

An article in a newsletter

Follow the basic format for a magazine or journal article,

depending on whether the newsletter has volume numbers.

After the title of the newsletter, add name of the organization

that produces it.

Veilleux, Pter. “Amazonian Marchers Climb to Capital”
Oxfam American News. Oxfam America, Summer
1992: 1+,

MEDIA AND OTHER SOURCES

An interview that you have conducted or letter you have
received

Jackson, Jesse. Personal interview. 15 July 1992.

Jones, Ronald. Letter to the author. 10 May 2001.

A film

The Grapes of Wrath. Screenplay by Nunnally Johnson. Dir.
John Ford. Perf. John Carradine, Jane Darwell, and
Henry Fonda. Twentieth Century-Fox, 1940.

A work of art

Catlin, George. Four Bears, Second Chief, in Full Dress.
National Museum of American Art, Smithsonian
Institution, Washington.

A television program

Give the episode name, if applicable, and the series or
program name. Include any information that you have about
the program’s writer and director. Then give the network, the
local station, the city and the date the program aired.

“A Desert Blooming.” Writ. Marshall Riggan. Living Wild.
Dir. Harry L. Gordon. PBS. AETN. Conway. 29 Apr.
1984.

Chopin, Frederic. Waltz in A-flat major, op. 42.

A recording (compact disc, cassette or LP)
If the recording is not a compact disc, include LP or
Audiocassette before the manufacturer's name.

Guthrie, Woody. “Do-Re-Me.” Dust Bowl Ballads. Compact
disc. Rounder. 1988.

A lecture, speech, or address

Give the name of the speaker followed by the name of the
speech, if available, or the kind of speech (Lecture,
Introduction, Address). Then give the event, the place, and
the date.

Benjamin, John. Address. First Annual Abolitionist March
and Rally. Boston, 18 July 2002.



ELECTRONIC MEDIA

Because the number of electronic information sources is great
and increasing rapidly, please refer to the most current edition
of the MLA Handbook for writers of Research papers if you
need more complete information.

Portable databases (CD-ROMS, videodiscs, diskettes, and
videocassettes)

1 Name of the author, if applicable

1 Title of the part of the work, if applicable (Underlined
or in quotation marks)

1 Title of the product or database (underlined)

L Edition, release, or version, if applicable

1 Publication medium (CD-ROM, videodisc, diskette,

or videocassette)
City of publication
Name of publisher
Year of publication

If you cannot find some of this information, cite what is
available.

Boyer, Paul S., et al. “Troubled Agriculture.” The Enduring
Vision. Vers. 1.1. CD-ROM. Lexington: Heath,
2002.

“Steinbeck’s Dust Bowl Saga.” Our Times Multimedia
Encyclopedia of the 20" Century. 1996 ed. CD-
ROM. Redwood City: Vicarious, 1995.

“The Dust Bowl.” In Perspective: Literary Themes.
Videodisc, Evanston: McDougal, 1995.

Eves on the Prize. Prod. Blackside. 6 episodes.
Videocassettes. PBS Video, 2001.
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ONLINE DATABASES

Please understand that many of the Internet sites are produced
by people who may not be reliable sources. Make sure there is
a person or organization that takes responsibility for the web
page. Check for the following information. If most of it is not
easily found on the web page, it may not be the best site to use.
It is important to include complete information when citing web
pages.

Name of the author, if applicable

Title of the material accessed (in quotation marks)
Date of material

Title of Database

Publication medium (Online)

Name of the computer service or computer network

(Internet)

1 Date of access (the date you found the information
online)

! URL or Address

“Drought.” Compton’s Living Encyclopedia. Online.
Internet. 18 Dec. 2000.
http://www.comptonsencyclopedia.com.

“Nebraska data.” 1990 Census Lookup. Online. Internet. 8
Jan 2001. http://www.state.nb.ur

Brown, Dale. “Great North American Prairie Ecoregion.”
Sierra Club Foundation. Online. Internet. 19
Dec. 2000. http://sierraclub.org/na/prairie.html

Dickens, Charles, A Christmas Carol. London: Chapman and
hall, 1893. Online. Oxford Text Archive. Internet.
19 Dec. 2000.
http://www.dickens.com/christmascarol.htm

Whitman, Walt. Leaves of Grass. Philadelphia: McKay,
1900. Online. Columbia U Academic Information
Systems. Internet. 19 Dec. 2000.
http://www.waltwhitman.com/works/LoG.htm.

Electronic texts of many literary works and historical documents
are available online. You should be aware that not all texts are
equally reliable. Try to use a text that gives the title, editor, and
date of the publication of the work. Include the following in your
citation:

Name of the author

Title of the text (underlined)

Publication information for the printed source

Publication medium (Online)

Name of repository of the electronic test (e.g., Oxford Text Archive)
Name of the computer network (Internet)

Date of access (the date you found the information online)

URL or address



3

Wadsworth, Frank W. “William Shakespeare”.
World Book Encyclopedia. 1989 ed.
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Key Proofreading Marks

Mark Explanation Examples
C-_ Begin a new paragraph. I The speee shuoule Janded safely
afrer irs five—day vovage. Te wrliclestd pa

a smooth, poeloo bl

Add letters, words, or sentences b £
//\\ ’ ’ My fend zaws luech with we evry
day.
’_{;\ Add a comma. Car]mn{i_\r\n}r Siamese cﬂ@;;l1as a mind

of his own.

¥
I
*Where do yon want us tn put the

-
Ll |
-~
-

o
R

Add quotation marks. i
piano® usked che gaspmg mavers.

ol

Add a period. [ 3t torget to put a peviod a. the

end of cveiy stateroent; s,

&

- Take our words, sentences, and i . L
j/ punctuation marks. Correct spelling. We Yookttt admined the

T
tiadel sizdplines,

Change a capital letter to a small letter. Wokiare arindiitie abimrihis
e VI ¢ 3

.

Leowisiana Purchase in H.:H:-ZIF}' plags,

Change a small letter to a capital letter. The Mile civer in africs i the

lenaest siver tn che waorld.

T eomplefy che sk successiully,

m Reverse letters or words.
o s el .E';Eﬁﬂ] Arhic o
E: ! .{"lE,\_\_‘_gl'-ﬂ_E?

Copied from: Santa Maria Bonita School District  http://www.smbsd.org
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Grammar Hints

Person

1. First person (I, me, my, we, our, us) is suitable for the
following types of writing:
. Personal narrative
Letters to the editor
Poetry
Persuasive writing
Resume
College letters
Letters (business, friendly, letters of complaint,
etc.)

eMmMoomy

2. Second person (you, your, yourself) is suitable for the
following:
A. Persuasive letters
B. Direct quotes
C. Letters to the editor
D. Friendly letters

3. Third person (he, him, she, her, hers, it, names, etc.) Is
suitable for the following:

A. Research paper
B.  Any other writing

**Hint: Remember, stay in one person throughout your paper
except for quotation situations.

Tense

Stay in present or past tense. Do not shift back and forth between
tenses.

Example: Greg sits in front of me in English. Susan, however,
sat behind me.

If you start in present tense as in the first sentence, you should

remain in present tense. Only for special circumstance will you
change tenses in your paper.

Subject/Verb Agreement

1. Singular subject = singular verb (singular verb ends in an s)
The girl is pretty.

2. Plural subject = plural verb (no s on verb). The boys are
handsome.
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Preparing for the Basic Speech

1. Prepare an outline of your speech. Use the basic
outline form used for research paper. Do not write
out your entire speech.

2. Place your outline on 4" x 6" note cards for your
use during the speech. The outline you have
written on paper will be given to your teacher.

The Memorandum or ‘Memo”

Memo is a word derived from the word memorandum. A
memorandum or “memo” is a short note written to help one
remember something or remind one to do something. This is
very informal and is usually used in situations such as from one
department to another in an office or business setting.

The following is an example of a memo:

IMPORTANT MEMO

TO: WHS CHEERLEADERS AND
PARENTS/GUARDIANS

FROM: RAMONA SMITH, CHEER SPONSOR
DATE: MAY 22, 2001

TOPIC: CHEER ACCOUNTS FOR 2001- 2002

Enclosed you will find an itemized statement of your
account. Please note that cookie dough sales are
deducted, and the total amount due is shown on the bottom
line. All accounts MUST be paid in full by June 5, 2001
(the last day of school). If there are any questions
regarding your account, please feel free to contact me at

870 - 226 - 6736 (WHS).

Thanks for your cooperation.




