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Basic Parts of Speech 
Nouns 

 

A noun is a word that names a person, place, animal, thing or idea. 

  

Persons Animals Places Things Ideas 

teacher shark school pen concentration 

student hamster gym computer wisdom 

Mr. Jones aardvark Boston mailbox kindness 

Tania flea city tree love 

 

 

Common and Proper Nouns 

• A common noun names any regular, ordinary person, animal, place, thing, 

or idea. Nothing specific. 

• A proper noun names a very specific, very particular person, animal, 

place, thing, or idea. Proper nouns always begin with a capital letter. 

 

 

Common Nouns Proper Nouns 

woman Harriet Tubman 

dog  Cujo 

house The White House 

building  Fleet Center 

superhero Batman 

river Charles River 
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PRONOUNS 
A pronoun is a word that takes the place of a noun or another pronoun. Almost anything 

a noun can do, a pronoun can do too. Use pronouns to avoid repetition, so you don!t 

have to keep repeating nouns all the time.  

 

Without pronouns  

Chris said that Chris was going to give Chris!s cats Chris!s cats! food. 

 

With pronouns 

Chris said that he was going to give his cats their food. 

 

List of pronouns 

I, you, she, he, it, we, you, they, me, you, her, him, us, them, mine, yours, hers, his, its, 

ours, theirs, this, that, these, those, who, whom, which, what, whoever, whomever, 

whichever, all, another, any, anybody, anyone, anything, each, everybody, everyone, 

everything, few, many, nobody, none, one, several, some, somebody, someone, myself, 

yourself, herself, himself, itself, ourselves, yourselves, themselves 

 

 

VERBS 
A verb is a word that shows action or being. Whatever you!re doing can be expressed 

by a verb. Verbs have tenses, and you need to use the correct tense for the purposes of 

your sentence. 

 

Tense of a verb 
Tense indicates time. Each verb has three parts: the present, past, and past participial. 

All six tenses are formed from these principal parts.  

• Present tense expresses action that is happening at the present time, or action that 

happens continually, regularly. 

 In September, sophomores smirk and joke about the new Foundation students. 

• Past tense expresses action that is completed at a particular time in the past. 

 They forgot that just ninety days separated them from freshman status. 

• Future tense expresses action that will take place in the future. 

 They will remember this in three years when they will be freshmen again. 

• Present perfect tense expresses action that began in the past but continues in the 

present or is completed in the present. 

 Our boat has weathered worse storms than this one. 

• Past perfect tense expresses an action in the past that occurs before another past 

action. 
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 They reported, wrongly, that the hurricane had missed the island.  

• Future perfect tense expresses action that will begin in the future and be completed 

by a specific time in the future. 

 By this time tomorrow, the hurricane will have smashed into the coast. 

 

ADJECTIVES 
An adjective is a word that tells us more about a noun or a pronoun. An adjective de-

scribes or modifies a noun. 

 

Adjectives answer three questions: 1) What kind? 2) How many? 3) Which one? 

 

what kind how many which one 

blue six that  

huge many these 

busy few those 

gross hundreds  

 

ADVERBS 
An adverb is a word that tells us more about a 1) verb; 2) an adjective; or 3) another 

adverb. 

 

Adverbs answer three questions about the verbs they describe: 1) how? 2) when? 3) 

where? 

 

how  when  where 

badly immediately down 

loudly before there 

easily soon above 

fast finally up 
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How to change an Adjective into an Adverb 
Many (but not all) adverbs end with the letters ly.  You can often change an adjective 

into an adverb by adding ly.  
 

soft + ly = softly awful + ly = awfully 
 

Prepositions  
 

Prepositions are words that show the relationship between other words in the sen-

tence.  

 

Most Common Prepositions 
above  about  across  after  against  among  

around  at          before  behind  below  beneath 

between by  down  during  except  for  

in   inside  into  like  near  of 

off  since   to  toward  through under 

until  up  with   within 

 

 
Written by Chris Hill 
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Sentence Types 
 

Simple Sentence:  
A sentence with one independent clause and no dependent clauses. 
 

•  My aunt enjoyed meeting you the other night.  

•  Everyone at the party stopped to stare at the supermodel. 

 

Compound Sentence:  
A sentence with multiple independent clauses but no dependent clauses. 
 

• The clown frightened the little girl, and she ran off screaming when she saw it. 

• The Freedom Riders departed on May 4, 1961, and they were determined to travel 

through many southern states.  

 

Complex Sentence:  
A sentence with one independent clause and at least one dependent 

clause. 
 

* After Mary added up all the sales, she discovered the theft of the coins.     

* While all of his paintings are fascinating, Hieronymus Bosch's triptychs, full of mayhem 

and madness, are the real highlight of his art.  

 

Complex-Compound Sentence:  
A sentence with multiple independent clauses and at least one dependent 

clause. 

 

• With her reputation on the line, Peggy played against a fierce opponent at the Scrab-

ble competition, and overcoming nerve-racking competition, she won the game with 

one well-placed word 

• Catch-22 is widely regarded as Joseph Heller's best novel, and because Heller served 

in World War II, which the novel satirizes, the zany but savage wit of the novel packs 

an extra punch. 
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Common Roots, Suffixes, Prefixes 
 

Root Meaning Examples 

act do action, actor, react, transact, enact 

aud hear audience, auditorium, audible, audition 

cred believe credit, discredit, incredible, credulous 

dic speak dictate, predict, contradict, verdict, diction 

graph write autograph, paragraph, phonograph, photograph 

loc place allocate, dislocate, locate, location 

man hand manual, manufacture, manuscript, manipulate 

mot move demote, motion, motor, promote 

ped foot pedal, pedestrian, pedestal 

pop people population, popular, populace 

port carry import, export, portable, porter, transport 

sign mark insignia, signal, significant, signature 

spec see inspect, respect, spectacle, spectator, suspect 

tract pull, drag attract, detract, contract, subtract, traction, tractor 

vid see evidence, video, provide, providence 

volve roll evolve, involve, revolve, revolver, revolution 
 

 

Prefix Meaning Examples 

ad- to adapt, addict, adhere, admit 

amphi- both, around amphibian, amphitheater 

an- not anarchy, anesthesia, anorexia, anonymous 

auto- self automobile, automatic, autograph, autobiography 

co- together coauthor, cognate, coincide, cooperate, coordinate 

de- opposite deactivate, deform, degrade, deplete, descend 

dis- opposite disagree, disarm, discontinue, disgust, dishonest 

for- not forbid, forget, forego 

il- not illegal, illegible, illegitimate, illiterate, illogical 

im- into immediate, immerse, immigrate, implant, import 

in- not inaccurate, inactive, inadvertent, incognito, indecisive 

ir- not irregular, irreconcilable, irredeemable, irresponsible 

mal- bad maladjusted, malaise, malevolent, malfunction, malice 

pro- before prognosis, progeny, program, prologue, prophet 

pro- forward proceed, produce, proficient, progress, project 

re- again redo, rewrite, reappear, repaint, relive 

re- back recall, recede, reflect, repay, retract 

sub- under subcontract, subject, submarine, submerge 

trans- across transatlantic, transcend, transcribe, transfer, translate 

un- not unable, uncomfortable, uncertain, unhappy 
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Suffix Meaning Examples 

-ade action or process blockade, escapade, parade 

-age action or process marriage, pilgrimage, voyage 

-ant one who assistant, immigrant, merchant, servant 

-cle small cubicle, particle 

-dom state or quality of boredom, freedom, martyrdom, wisdom 

-ent one who resident, regent, superintendent 

-ful full of careful, fearful, joyful, thoughtful 

-ic relating to comic, historic, poetic, public 

-less without ageless, careless, thoughtless, tireless 

-let small islet, leaflet, owlet, rivulet, starlet 

-ly resembling fatherly, motherly, scholarly 

-ly every daily, weekly, monthly, yearly 

-ment action or process development, embezzlement, government 

-ment 

action or quality 

of amusement, amazement, predicament 

-ment product or thing fragment, instrument, ornament 

-or one who actor, auditor, doctor, donor 
 

 

Excerpted from Kylene Beer!s  When Kids Can!t Read 
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Taking Notes 
 

The Cornell Method of taking notes requires students to create a T-chart in 

their notebooks: one side for notes and the other side for reactions.  A 

sample set of notes is below: 

 

NOTES 
(Direct Quotes, Summaries, Facts, 

Paraphrases) 

REACTIONS 
(Connections, Explanations, Ques-

tions, Analysis, Opinions, Inferences) 

 

By 2010, the average age of the U.S. la-

bor force will be 40, the oldest in our his-

tory. 

 

“The world is a complicated place, to be 

sure, and, the current corporate mantra is 

"think globally!” (27). 

 

 

Wow, really?  That!s crazy.  Yo? 

  

 

Really?  All the world media thinks about 

is global thinking? 

 

 

Written by Sarah Benis Scheier-Dolberg 
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Reading Strategies 
 

Strategy Explanation 
Infer State something you believe to be true even though the author 

has not directly stated it. Draw a conclusion and make an edu-

cated guess about something based on evidence in the text. 

You can make inferences about a character!s personality, a 

character!s reason(s) for doing or saying something, a charac-

ter!s feelings, the setting of the story, etc.  

 
Visualize Describe in your own words the pictures you create in your mind 

as you read the text. Picture what the author doesn!t write 

and/or what s/he describes. You may also draw what you imag-

ine. Your illustrations may be literal and realistic or symbolic 

and abstract. 

 
Monitor Comprehension Make sure that you understand what you are reading. If you are 

reading and you realize that you do not understand something, 

you should use strategies that help you understand (e.g., iden-

tify where your confusion started, restate the difficult sentence 

or passage in your own words, look back through the text, look 

forward in the text, etc.).  

 
Connect Text-to-Self Explain how something or someone in the reading relates to 

you and your life. Make a personal connection with the reading.  

 
Connect Text-to-World Explain how something or someone in the reading relates to an 

event or a person in history or in your community. Relate the 

reading to something that has happened or what is going on 

now in the world or where you live. 

 
Connect Text-to-Text Explain how a character or situation in the reading relates to 

another book, story, poem, song, movie, television show, or ar-

ticle. 

 
Question As you read, pause to ask questions in your head. Why did a 

character make a choice s/he did? Why did the author make a 

choice s/he did? 
 

Written by Jessica Madden-Fuoco 
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Paper Formatting 
 

Type:   

your name, your teacher!s name, the block, AND the date in the upper right 
hand corner of the first page. 

 

Use: 

1 inch margins, AND 12 point Times Roman font.  

 

Don!t forget: 

a catchy title, double-spaced lines, AND page numbers.   

 

Adapted from Barbara Ohrstrom!s  Media HS Handbook, WriteBoston 
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Guidelines for Formatting Papers 

 

 

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

inch paper. 

Font and spacing: Double-space the text of your paper, and use the legible font 

Times New Roman. The font size should be 12 pt. Leave only one space after 

periods or other punctuation marks (unless otherwise instructed by your instructor).  

Margins: Set the margins of your document to 1 inch on all sides. Indent the first line 

of a paragraph one half-inch (five spaces or press tab once) from the left margin.  

Header and Footer: 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. 

On the View menu, click Header or Footer to open the header or footer area on a 

page. To create a header, enter text into the header area. To create a footer, click 

Switch Between Header and Footer on the Header and Footer tootbar to move to the 

footer area, and then enter text. When you finish, click Close on the Header and 

Footer toolbar.  (Note: Your instructor may ask that you omit the number on your first 

page. Always follow your instructor's guidelines.) Also include your first and last 

name in the header as well as the course title and instructor!s last name. 

Italics and underlining: Use either italics or underlining throughout your essay for 

the titles of longer works and, only when absolutely necessary, providing emphasis.  

Endnotes: If you have any endnotes, include them on a separate page before your 

Works Cited page. 

Word Art and Title Page: Unless otherwise requested by your instructor, you 

should not include word art or a title page.  

 

From: http://owl.english.purdue.edu/owl/resource/557/01/ Accessed May 14, 2008 
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The Writing Process 

The writing process at New Mission includes the following five steps. 

 

Pre-writing  

Brainstorm your ideas and organize them based on the genre (type of writ-

ing) that you are planning to write.  

 

Drafting  

Create your first full draft. 

 

Revising  

Read over your first draft to see if it says what you are trying to say. This is 

the time that you make changes in organization (what ideas you put in each 

paragraph and the order of the paragraphs) and check to see that your 

sentences say what you meant them to say.  

 

Editing  

Make sure that each sentence is without errors (in spelling, punctuation, 

capitalization, verb tense, etc.). Correct all errors that you or your peer edi-

tors find. 

 

Publishing  

Share your writing with an audience so that it will be read and appreciated 

by others! 

Written by Lisa Schneier, WriteBoston 
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Outlining 
 

I. How do you Structure a Paper? 

There are countless ways to structure a paper and the best essays will develop 

naturally and in a way best suited to their unique goals; however, when it comes 

to basic structures for outlining a paper, the following guide will help. 

 

II. The Parts of an Essay 

When you think about the parts of an essay, think about the goal or purpose of 

each part. 

 

Part One: The Beginning 

Two Goals:  

Grab the reader!s interest ("the hook!) 

Clearly state the thesis 

 

Part Two: The Middle 

Three Goals: 

Present main points that support the thesis. 

Support each main point with evidence. 

Demonstrate logical organization (M.E.A.T.) 

 

Part Three: The End 

Two Goals: 

Tie the main points together 

Restate the thesis 

 

Adapted from Writers, Inc. by Paul Calvert 
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Thesis Development 
 

I. What is a Thesis?  

A thesis states an opinion that focuses your essay. A thesis is an assertion 

you make after thinking, hypothesizing, doing research on a subject, and 

pre-writing. A thesis can be a single sentence or a paragraph. Regardless 

of length, a thesis makes a focused argument. 

 

II. How do I Write a Thesis?  

Before you try to write a thesis, you must do some thinking, hypothesizing, 

research, and pre-writing on your subject.  

After you!ve done this thinking, you!re ready to craft a solid thesis. Try using 

this formula to help write a clear, focused thesis.  

To write a thesis you will need: 

• A specific subject: a good thesis narrows the focus of your essay 

• A specific condition, feeling, cause, or stand: this narrows your thesis 

even more, making your intentions and your argument clear for your 

reader. You!ve got to take a stand sometime – here!s where you do it. 
 

Let!s look at an example. This is about a popular social issue: helping in-

ner-city teens of color get good jobs while they are in high school. 
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Use the formula: 

 

A specific subject    EX: Jobs programs for high school students 

 

+  

 

A specific condition, feeling,   EX: benefit young people of color from urban  

cause, or stand      neighborhoods 

 

=  An effective thesis statement  EX: Jobs programs for high school students 

 benefit young people of color from urban 

 neighborhoods. 

 

 

No matter the formula you use, a successful thesis will do the following: 

 

• Identify a specific subject 

• Focus on a specific condition, feeling, cause or stand 

• Be clearly stated 

• Be fully supported by evidence 

• Satisfy the assignment 
 

 

IMPORTANT! In the early stages of your writing, do not become at-

tached to the exact wording of your thesis. The thesis is the founda-

tion for your entire essay; it needs to be perfect, so expect to revise it 

many times until you!ve got it right. 

 

Adapted from Writers, Inc. by Paul Calvert 
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MEAT Paragraphs 
 

 

Main Idea = Topic Sentence 

The main idea sentence tells what your paragraph is about. It is the controlling 

idea of the paragraph. Your evidence and analysis support this idea.  

 

Evidence 

What supports or proves your main idea? Find a direct quote or two and/or put 

what happened into your own words. 

 

Analysis 

How does your evidence support your main idea? What conclusions can you 

draw from the evidence? Why is this conclusion important? This is the “meat” of 

the paragraph! It is where you show your original thinking! 

 

Tie = Concluding Sentence 

This sentence ties back to the main idea by restating the main idea in a slightly 

different way, summarizing the information you have given, stating your opinion, 

and/or it is a transition to the next paragraph. 
 

 

Adapted from Eileen Shakespeare and written by Tore Kapsted, Brinda Tahiliani, Sarah Benis Scheier-Dolberg 
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MEAT 
 

 

A MEAT paragraph is a paragraph that contains a Main Idea, Evidence to sup-

port the main idea, Analysis of the evidence and a Tie to tie back to the main 

idea or Transition to the next paragraph. Everything in the paragraph is related to 

the main idea or topic sentence of the paragraph. It is what we call a unified 

paragraph. It!s a beautiful thing. 

 

 

Here are some examples: 

 

#1: Mr. Smith is a cool teacher. He always give us homework. Most of the teach-

ers I!ve had in the past only want us to work in school, but Mr. Smith always 

gives us assignments to take home. I like thinking about history when I!m not in 

school. It gives me something to do besides watch television. I always do my 

homework for Mr. Smith. I wish all teachers were cool like him.  

 

#2: Loneliness generally implies isolation or unhappiness, but that is not how 

loneliness is presented in “Song.” In the first stanza of the poem, the narrator 

compares her “loneliness” to that of an airplane which “…rides lonely and 

level/on its radio beam, aiming/across the Rockies/for the blue-strung aisles/of an 

airfield in the ocean.” The plane is alone, but it is going somewhere, toward the 

“blue-strung aisles/of an airfield on the ocean.” Aiming for such a destination 

seems positive and good, and almost magical. Loneliness in this stanza is any-

thing but unhappy; instead, it is full of purpose and direction. 

 

#3: Capital punishment should be abolished. There is too great a risk that inno-

cent people will be put to death. Official records show that is has already hap-

pened in the past. Errors in deciding guilt or innocence will always be present in 

our system of trial by jury. Death is final and cannot be altered. Capital punish-

ment should be abolished; it should be replaced with a system that puts all doubt 

on the side of life—not death.  
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Revision Strategies 
 

FOCUS  

1. Write 20 titles as fast as you can. 

2. Who is your audience?  What are you trying to tell them?    

3. Why is your story significant?  

4. List the major ideas in your story and make that list into one sentence.   

 

DEVELOPMENT 

5. Think like a journalist:  and always answer the big questions:  Who?  

What?  When?  Where?  Why?  and How?  Other questions to consider:  

Who benefits?  WHO is making the MONEY or where is the MONEY going 

or coming from? 

6. How does your point of view conflict with other points of view?   

7. What reasons or evidence support your point of view?  

8. What do you see?  Hear?  Feel?  Taste? Smell?  See if you can create 

an entire scene for the reader.  

 

ORGANIZATION 

9. Make a list of your ideas (you should have one for each paragraph) 

 

PARAGRAPH DEVELOPMENT, ORGANIZATION, and TRANSITIONS 

10. What idea connects these 2 paragraphs?  What questions do the last 

line of the top paragraph imply?  Does the first sentence of the bottom 

paragraph address any of those questions? 
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LOGIC and CRITICAL THINKING 

11. This is a GENERALIZATION.  How can you revise the sentence to say 

what you mean without typecasting, stereotyping or assuming “facts” that 

are not proven?     

12. Words and phrases such as everything, everyone, all the time, nothing, 

need to be developed:  Who is everyone?  Which things make up every-

thing? If nothing can be done, what is nothing? Or what was done that 

failed?  Feel free to create lists.   

13. Can you think about what you really meant when you wrote this cliché?   

 

LINE EDITING and GRAMMATICAL ISSUES 

14. Re-read your essay aloud.   

15. Remove passive verbs:  am, are, was, be, being, been, was, were. 

 

Excerpted from Barbara Ohrstrom, WriteBoston  

Texts cited: 

The Craft of Revision, 4
th

 Edition, Donald Murray.Harcourt College Publishers, Fort Worth: 2001. 

Simon & Schuster Handbook for Writers, 6
th

 Edition, Lynn Quitman Troyka. Prentice Hall/Prentice Education, Inc., 

Upper Saddle River, NJ: 2002. 

Keys for Writers, 2
nd

 Edition, Ann Raimes, Houghton Mifflin Company, Boston: 1999. Rules forWriters, 4
th

 Edition. 

Diana Hacker, Bedford St. Martin!s. Boston: 2000. 

Rules for Writers, 4
th

 Edition. Diana Hacker. Bedford St. Martin!s, Boston: 2000. 
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Transition Words 
 

To show addition:   

also, in addition, too, moreover, and, 

besides, furthermore, then, finally  

 

To show example:   

for example, for instance, thus, spe-

cifically, namely, as an illustration 

 

To show contrast:   

but, yet, however, nevertheless, 

nonetheless, conversely, in contrast, 

still, at the same time, on the one 

hand, on the other hand  

 

To compare:   

Similarly, likewise, in the same way 

 

To concede:   

of course, to be sure, certainly, 

granted 

 

To show result:   

therefore, thus, as a result, so 

 

To summarize:   

hence, in short, in summary, in brief, 

in conclusion, finally  

 

To show time:   

first, second, next, then, finally, af-

terward, before, soon, later, mean-

while, subsequently, immediately, 

eventually, currently 

 

To show place:   

in the front, in the foreground, in the 

back, beyond, farther, opposite, 

close, at the side, nearby, adjacent, 

in the distance, here, there 

 

To show logic or cause:   

if, so, therefore, since, because, con-

sequently

 

 

Adapted from Barbara Ohrstorm!s  Media HS Handbook, WriteBoston 
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Proof-Reading 
 

  1.   He is my frend.            Check spelling 
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 Written by Tore Kapsted 
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19 Most Common Writing Errors 
(Correct sentences in italics) 

 

1. Missing comma after introductory element. 

 After the rain the house fell from the cliff. 

 After the rain, the house fell from the cliff. 
  

2. Missing comma in a compound sentence. 

 The house fell from the cliff yet the car did not fall. 

 The house fell from the cliff, yet the car did not fall. 
 

3. Missing comma(s) with a nonrestrictive element. 

 Sam who was a carpenter fixed the roof. 

 Sam, who was a carpenter, fixed the roof. 
 

4. Unnecessary comma(s) with a restrictive element. 

 The woman gave all the employees, with black hair, a raise.  

 The woman gave all the employees with black hair a raise. 
 

5. Missing commas in a series. 

 The cat jumped off the roof ran down the street flew to the sky and caught a bear. 

 The cat jumped off the roof, ran down the street, flew to the sky, and   

 caught a bear. 
 

6. Lack of parallel structure. 

 Bricks are used to build walls, drop on cars, and for sidewalks.  

 Bricks are used to build walls, smash cars, and pave sidewalks. 
 

7. Dangling or misplaced modifier. 

 The car was hit by a truck stuck in the street. 

 The car, stuck in the street, was hit by a truck. 

 Walking to work one day, a dog bit me.  

 One day, as I was walking to work, a dog bit me. 
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8. Lack of agreement between pronoun and antecedent. 

 The weeks turned into months; it passed too quickly. 

 The weeks turned into months; they passed too quickly. 
 

9. Unnecessary shift in pronoun. 

 Anthony threw the ball to Natasha, and they caught it.  

 Anthony threw the ball to Natasha, who caught it. 
 

10. Vague pronoun reference. 

 Chen bought a car and a truck and, on Monday, he drove it to work. 

Chen bought a car and a truck, and, on Monday, he drove the car to work.  
 

11. Wrong or missing preposition. 

 She went the house. 

 She went into the house. 

 In instance, you can find information on clam fishing in 1862 at the Boston library. 

For instance, you can find information on clam fishing in 1862 at the Boston li-

brary. 
 

12. Missing or misplaced possessive apostrophe.  (Check for possession by rephras-

ing; i.e., horns of the cars should substitute for cars! horns.) 

 The cars horns annoyed her.  

 The cars! horns annoyed her. 

 The horns of the cars annoyed her.  
 

13.  Comma splice. 

 The tiger froze, the deer did not flinch. 

 The tiger froze; the deer did not flinch. 
 

14. Fused sentence a.k.a. run-on sentence. 

 The tiger froze the deer did not flinch. 

 The tiger froze, but the deer did not flinch. 
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15. Unnecessary shift in tense. 

 Sally ran to the woods and climbs the mountain. 

 Sally ran to the woods and climbed the mountain. 
 

16. Sentence fragment. 

A resume listing not only paid jobs but also volunteer positions and extracurricu-

lar activities. 

A resume should list not only paid jobs but also volunteer positions and extracur-

ricular activities.  

Opening to reveal a yolk, also of gold, which contained a tiny chicken, elaborately 

crafted of several shades of gold. 

Faberge!s first Imperial Easter egg opened to reveal a yolk, also of gold, which 

contained a tiny chicken, elaborately crafted of several shades of gold. 
 

17. Wrong tense or verb form.   

 She left college and was promoted to vice president of Lion Graphics next week.   

She left college and will be promoted to vice president of Lion Graphics next 

week. 
 

18. Lack of agreement between subject and verb. 

 Julie and Kwon, who date each other, smokes cigarettes. 

 Julie and Kwon, who date each other, smoke cigarettes. 
 

19. Incorrect Usage (Its/it!s confusion; its groups with his, hers, ours, theirs, etc.)  

 The cat lost it!s fur.  Its a nice day. 

 The cat lost its fur.  It!s a nice day. 

      

 

Connors, Glenn. The New St. Martin!s Guide to Teaching 

Writing Boston: Bedford/St. Martin!s, 1999.  Pgs. 107-108 
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Citing Sources 
 

MLA Citations 

When doing research, write the AUTHOR!s name, the TITLE of the article, the TITLE of 

the book or webpage, the DATE the book was published, what company PUBLISHED 

the book, or the DATE you read or printed the article, and the URL address. If the 

author!s name is missing, begin with the title.   

Proper Citation Format: 

Write ALL your citations EXACTLY as the examples below are written, including peri-

ods, quotes, underlines, brackets, and date format.    
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To cite within the text of your essay:   

Put the author!s last name and page number in parentheses at the end of the sentence 

or paragraph.  The period to end the sentence is placed OUTSIDE the last paren-

thesis.   (Carlson 112).   

 

Works Cited (Bibliography): 

At the end of your essay, create a page and call it Works Cited.  List your sources in al-

phabetical order according to author!s name OR the article!s title. 

 

 

 

Adapted from Barbara Ohrstorm!s  Media HS Handbook and Excerpted from materials written by Paul Calvert 
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Avoiding Plagiarism 
  

What is Plagiarism? 

Plagiarism is when you steal someone!s ideas from a book, the web, or an article, and 

you pretend those ideas are yours by not writing that person!s name in your essay.  If 

you use the person!s exact words, that is plagiarism, but it is also plagiarism if you 

summarize or write someone!s ideas in your own words and don!t put that person!s 

name in your essay.  Most students understand what plagiarism is and try to avoid it, 

but when you have researched a topic in-depth, it can be difficult to know the distinction 

between your own voice and the voices you!ve consulted. 

 

Why is Plagiarism Wrong?   

First, that person worked hard to write those words, or create those ideas, so acting as if 

they are your words or ideas is disrespecting that person!s hard work.  If you stole 

someone!s I-Pod, that is clearly wrong because it belongs to another person, and 

someone had to work hard to get the money to buy the I-Pod.   Stealing ideas or words, 

to some people, is even worse, because you are taking what they created.   

Second, someone else who reads your writing will think YOU created sentences and 

ideas you didn!t—it!s a kind of lying.   

Third, citing sources leaves a clue or a paper trail; that means someone who reads your 

work can go ahead and investigate the articles you used and do more of her own re-

search.     

Fourth, you need to step up and do your own work!  Plagiarism is actually a kind of lazi-

ness—you!re not doing your fair share of the work, and you!re not giving credit to some-

one else who did do the hard work of writing their ideas, organizing them, and making 

them available to you.   

 

What will happen to me if I plagiarize at New Mission? 

New Mission staff follow the BPS policy regarding plagiarism in the student handbook.  

Students who intentionally or unintentionally plagiarize will receive a zero on the as-

signment and administrators may choose to take further disciplinary action.  

 

Adapted from Barbara Ohrstorm!s Media HS Handbook 
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Examples of Plagiarism 

! Copying word for word without quotation marks or acknowledging the author or the 

source 

! Use of some key words or phrases without quotation marks or acknowledging the 

author or the source 

! Paraphrasing and giving no author or source credit 

! Using an author!s ideas without crediting the author or source 

 

Guidelines for Avoiding Plagiarism 

What to do 

! Indicate clearly when you use anything from another writer!s work, even if only a 

phrase or single key word, by using quotation marks. 

! When summarizing or paraphrasing, distinguish clearly where the ideas of others end 

and your own comments begin. 

! When using a writer!s idea, credit the author by name and also cite the work in which 

you found the idea. 

! Provide a new citation when using additional information from a previously cited work. 

! Err on the side of caution by giving credit whenever you suspect you are using infor-

mation, other than general knowledge, from a source. 

What not to do 

! Do not use facts, details, or ideas from a source without indicating in some way that 

you are doing so.  

! Do not confuse your own ideas with others! ideas discovered during your research. 

Even if your ideas resembles another writer!s, you must credit that writer and the 

work in which the idea is shared.  

 

  


