                         Writing Guidelines:
  
  Top 20 Ways to get an “A” and to Become a Stronger, More Confident Writer

(1) PAPER TOPICS:
All the writing you will be doing in this course is reading-based.  This means that every essay you write will be a response to and analysis of the reading arguing a point of view about the reading.  If you write an essay that does not mention the reading or directly examine the reading, it will be considered off topic and will receive little to no credit.  You will not be writing plot summaries.  You will summarize parts of the reading to support your argument, but summary should not take over your paper.  Each paragraph should serve to prove a clear and specific point and all paragraphs should work together to prove one unifying, thesis (opinion on the reading). For all papers, except the midterm and final exam, you will be creating your own argument about the assigned reading so that you are writing from a place of interest rather than duty.  You cannot pass this course if you fail to turn in one of the assigned papers.

(2) CRITICAL THINKING:
A good critical thinker…                                                                          (from Texas A&M University) 
  1. considers all sides of an issue.
            2. conducts research to challenge initial assumptions.  

  3. uses convincing and sound evidence.    4. recognizes fallacies and creates arguments using solid logic.
  5. is reasonable making concessions, seeing other possible arguments and is sensitive to different views.


(3) CRITICAL READING:
To be a good writer you must also be an active and critical reader:  
· Use reading strategies BEFORE you read: preview your text; determine purpose; draw on previous knowledge; predict what will happen; learn prefixes, roots and suffixes to build vocabulary.

· Use reading strategies WHILE you read: underline or highlight key points and quotes as you read; take notes in the margins: identify major plot/argument points, add your own views and questions; monitor your comprehension.

· Use reading strategies AFTER you read: connect new knowledge to previous knowledge; use critical thinking skills to evaluate new knowledge; organize information gathered.

· Take notes on class presentations which provide context on the reading to aid in comprehension 

(4) THE WRITING PROCESS:
The best writing is done, not last minute, but through a process using these stages:

· Freewriting: writing continuously letting thoughts unselfconsciously flow (often for about 10 to 
              20 mins) without regard to spelling, grammar, style etc., and no corrections are made.  
              An excellent technique to push through writer’s block and to explore a given topic.

· Brainstorming: is like freewriting in that you write down what comes to mind, but it is different 
              because it is a list of words and phrases and not a string of sentences.  

· Journalist questions: creating questions using: Who?, What?, When?, Where?, Why?, and How?.  
              Then, writing out sentences or phrases in answer, as they fit your particular topic.

· Clustering/listing: methods used to organize ideas. Clustering is an informal map of ideas with the 
              main idea at the center surrounded by the supporting ideas and evidence.  Listing is an 
              informal kind of outline with the main points followed by supporting points and evidence.  

· Outlining: a formalized, logical overview of an essay in “skeletal” form consisting of the thesis, the 
              main supporting points, and the specific evidence proving the supporting points.

· Drafting: using an outline and focusing on proving a main idea, compose the essay and include an 
              introduction, body paragraphs and a conclusion.  There will be multiple versions in the 
              drafting stage as you get your ideas in the shape you want them to be.

· Revising: the larger elements of writing generally receive attention first—the focus, organization, 
              paragraphing, content, and overall strategy.  Deals with chunks of text longer than a 
              sentence; whole paragraphs can be dropped or added; changes can be quite dramatic.  
· Editing/Proofreading: checking such things as grammar, mechanics, and spelling. Don't edit your 
              writing until the other steps in the writing process are complete. 
(5) WORKSHOPPING:
For each paper, you will be giving and receiving written and verbal advice from your peers using 
“Peer Workshop Feedback” response sheets with the goal of assisting yourself and others to write strong, focused essays.  Also, the written advice will be part of each student’s participation grade.  Here are some overall good practices to use in peer response so it is a constructive and positive experience for everyone:

· When you get advice from your peers, there is no need to feel pressured.  You are the author so ultimately if you do not agree with someone’s point, you do not need to incorporate that change. 
· When giving advice, it is difficult hearing criticism from others so be tactful and never insulting.  
· When giving advice, also be honest.  It is not helpful to simply tell someone, “Yeah, it was good; I liked it.”  Giving students no avenues for revision and letting them think everything is “fine as is” can be more hurtful than the truth. 
· Balance your criticism with praise.  Do not forget to tell the author what you liked about the essay as well.  Sometimes we get too focused on “fixing” things and forget to tell people what we liked or what they did well.  Provide positive comments along with suggestions for improvement.


(6) GRADING:
For each essay, I will complete an “Instructor Feedback” sheet commenting on aspects of the essay by category along with detailed written comments.  Here are the Essay Grading Standards:

	
"A" essay:   
        Excellent. The essay engages the reader in a thoughtful, insightful, and sophisticated response to the assigned topic.  
 
 
                A clear, meaningful central idea is present and supported by specific details, relevant examples, and thought    
  (90-100) 
        provoking discussion.  The ideas in the essay are well organized, coherent, and unified.  There are no significant 
 

               errors in spelling, grammar or punctuation, and the essay adheres to all the standards in writing, including grammar, 
 

               punctuation, spelling, formatting, and documentation.

	
"B" essay: 
        Good.  The essay fully addresses the assigned topic in an insightful and thoughtful manner.  The central idea is 
 

               supported with clear and relevant examples but may include some information that drifts off point or ideas that may   
   (80-89) 
        not be fully developed.  Competence in grammar, punctuation, spelling, and other written standards (as mentioned in    
  

                “A” above) is demonstrated, but errors are present enough to be noted.

	
"C" essay: 
         Acceptable.  The essay addresses the assigned topic in a thoughtful but perhaps underdeveloped, disorganized,    
  

                and/or incoherent manner.  The central idea is apparent but may not be supported by sufficient details, examples,  
   (70-79)  
         and/or explanations.  Errors in grammar, spelling, punctuation, and/or other written standards occur frequently 
 

                enough to distract the reader from writer's ideas.

	
"D" essay: 
         Unsatisfactory.  The essay only minimally addresses the assigned topic and/or may seriously lack in sophistication, 
  

                organization, and/or depth in its ideas.  The central idea tends to be unfocused, incoherent, and/or may not be 
   (60-69) 
         supported by detailed examples and developed explanations.  Errors in grammar, spelling or punctuation are 
 

                excessive and distract the reader from the writer’s ideas.

	
"F" essay: 
         Not acceptable/failing.  All in all, an essay at the "F" level reveals ideas that do not demonstrate a sophisticated, 
 

                planned, logical level of thought and appears to be more like a draft or free-written journal that does not follow the 
(59 and below) 
 conventions of acceptable, essay writing standards.  The "F" essay does not address the assigned topic, has no 
 

                clear main idea and/or supporting ideas, and/or is seriously underdeveloped (far short of the required number of 
                       
  assigned pages), thus not meeting the minimum requirements.


 

(7) CREATING YOUR OWN ARGUMENT:
For the take home essays, you will be creating your own paper topics based on the reading.  To arrive at a good topic and a strong argument try this process:

· Brainstorm all the issues, ideas, and themes raised in the reading

· Create complex questions using the journalist questions about the ideas raised in the brainstorm.

· Answer several of your best questions about the reading with your opinion.

· Deepen your answer by answering “so what?” So what is the significance? So what can be learned?
· Gather strong supporting evidence to illustrate and prove your argument.



(8) MLA PAPER FORMATTING:
A well formatted essay sends a positive message to the reader that the writer has invested time and attention into crafting the essay.  For each essay, follow these formatting guidelines:

MLA Title Page:                                                                         

                                                                                                                             

                          













(9) TITLES and AUTHORS:

Creating your Own Title:
Titles are the first impression of an essay and first impressions matter. Pull in your reader’s interest: 

· Titles should convey the topic of the paper revealing what the paper is going to be about

· Many titles reflect the point or argument that is being made about the topic  

· A good title should also be creative, thought-provoking, and make the reader keep reading

Text Titles and Author Names:
When referring to authors and their texts, be sure to use the proper formatting:
· Put the titles of shorter works in quotes, like poems, chapter titles, web pages or short stories.  
For longer works underline or italicize the title, like plays, films and books.
· For titles, only quote them, underline them, OR italicize them—never a combination of styles.
· When first introducing a text, also provide the full name of the author.

· After introducing authors by full name, refer to them by last name after (never by first name).
· Don’t misspell an author’s name or text title; it sends a wrong message to your reader.
· Don’t confuse characters in stories and authors as being the same person as often they are not.
· In reading-based writing (which is the type of writing we’re doing in this class) introduce the text and the author that is being written about in the introductory paragraph.



 (10)  MLA FORMAT FOR RESEARCH, IN-TEXT CITATIONS, AND WORKS CITED:

Research:
· Use credible sources (don’t pull “facts” from sources the general public can alter like “Wikipedia”)
· Use research to support and strengthen your claims, not to replace your own arguments
· Use Skyline’s library page for MLA formatting guides, research engines and advice:       
                           http://www.smccd.edu/accounts/skylib/

In-Text Citations—crediting sources within the paper:
You have two options when you cite your sources within the text of your paper:
(1) Provide the author's name and the page number on which you found the material you are citing: 
Example:  Forecasters agree that El Niño has "made for an unusual year" (Sampson 91).

(2) Provide author's name in text of your sentence and include only page number after the sentence.
Example: Forecasters from across the country agree with John Sampson's statement that El Niño has "made for an unusual year" (91). 
       Note:  Do not use commas, p., pgs., or any other such notation in the citation.  The period goes after parenthesis.

· When no author is given for a source, include the title of the article, web page or book instead of the author. If the title is long, you can shorten it in the parenthetical documentation. 
· When you are citing online sources (from a webpage or an online database), and there are no page numbers, cite the author's name as usual, but don't include page numbers.
Example: Research shows that "supplementing a woman's diet early in pregnancy with folic acid can prevent up to 70% of neural tube defects" (Moore). 
· When a writer's or a speaker's quoted words appear in a source written by someone else, begin the parenthetical citation with the abbreviation "qtd. in."
Example: According to Richard Retting, "As the comforts of home and the efficiency of the office creep into the car, it is becoming increasingly attractive as a work space" (qtd. in Johnson 23). 
MLA Works Cited page:                                                                         

                                                                                                                             

                          











The format of the source information will vary depending on if the source is a book, a website, an article, etc.  For the proper format by type, visit: http://www.smccd.edu/accounts/skylib/citing.html

You can use sites like this one to properly format citations for you: http://citationmachine.net/
(11) PLAGIARISM: 
The quickest way to fail the course and lose your instructor as an ally is to plagiarize in your paper.  

What is plagiarism?
· failing to cite quotations and borrowed ideas;

· failing to enclose borrowed language in quotation marks;

· failing to put summaries and paraphrases in your own words;
· mixing an author's phrases with your own without citation or quotes.

What will happen to you if you plagiarize?        ** READ THIS CAREFULLY**
· There is no sympathy for students in this course who copy the words of others and submit them as their own.  If you copy the language and/or ideas of others, you will be caught and receive an F.

· Your name will also be submitted to the dean and your name will be added to a list of students who have been guilty of plagiarizing and this list can be shared with your current and future instructors.
· You may be referred to the College Disciplinarian for further sanctions which range from a warning to expulsion from Skyline College.


(12) QUOTING and PARAPHRASING:  
The writing you will be doing in this course is reading-based, so you will want to include quotes and paraphrases from the reading to prove and illustrate your points.  Here are some guidelines:

· Include a mix of paraphrasing (putting the text in your own words and citing the original source) and quotations (direct language enclosed in quotes)

· Follow quotes and paraphrases with the author’s last name and the page number in parenthesis (Steinbeck 259) or if the author is clear, just the page number in parenthesis (259).

· Don’t drop quotes—connect all quotes to phrases that introduce them. The phrases could include:

   - The speaker and context of the quote: Dee reacts when Sal is wrongfully accused, “quote” (17).
   - Lead in with your own idea: Miss Grierson’s house is a reflection of her insanity, “quote” (23).  
     
   - The author and a verb: Angelou argues/contends/insists/claims/refutes/asserts, “quote” (128).
· Follow the quote with analysis that expresses the quote’s significance and why you chose to use it.

· For quotes longer than 3 lines, separate the quote into a block of text and indent all lines of the quote 10 spaces. No need to put quotation marks around indented quotes.
· Don’t over-quote—including too many quotes pushes out your voice and analysis and gives the impression you cannot think for yourself.  

(13) THESIS STATEMENTS:
The main point (claim) of an essay is often indicated in a single sentence called the thesis statement:

· A thesis statement is an arguable assertion that can be proven with evidence and opinions.
· Ask yourself: Can I disagree?  You want to be able to answer YES because then you have a reason   
 to write the paper in order to prove or defend the thesis.

· A thesis statement is often (but not always) one sentence and is most often located in the 
 introductory paragraph.
· When writing about reading, the thesis should be an opinion on or interpretation of the text
· A thesis should be effective.  It should be an opinion, not a fact; it should be limited, not too 
 broad; and it should be sharply focused, not too vague.
· A thesis should be creative, original, and interesting
· A good thesis will have a strong “So what?”.  So what is the significance or importance of the 
 topic?  So what can be learned?  So what is the consequence or impact?  So why should people 
 care or be concerned?

· Effective thesis formula: Topic + opinion + So what?
(14) INTRODUCTIONS: 

Do’s:

· In your introduction, attract the reader's attention ‑ get him/her interested in reading the paper.
· Provide necessary or helpful background information about the topic ‑ create a context or "set the  
  stage" for the essay so a reader can understand or appreciate your main point.  Don’t start the 
  essay “mid discussion” with no context.

· Give the reader a sense of why you're writing about this particular subject.

· State the core idea (thesis) of the essay. 
· Since all the writing in this course is reading-based, introduce the text and the author that is  
  being written about in the introductory paragraph.
Don’ts:

· Avoid The Generic (an introduction that could be stuck onto any essay about any subject) 
  "In this modern, complex world, we all face many daily problems ...."
· Avoid The Mechanical 
"In this essay, I am going to discuss..." (Note: This approach is not  
  favored in most humanities courses, but may be encouraged in business or science courses)
· Avoid Clichés: Avoid worn out over-used phrases like “According to the dictionary…” and “Don’t 
  judge a book by its cover.”  Use language that is fresh, original and engaging.
· Avoid Dawdling: Get to it. Move confidently into your essay.  Don’t slow your essay down with   
  too much information that doesn’t lead directly up to your thesis.
Some Possible Approaches for Introductions:

· Lead in with a related and short, illustrative story or example.
· Connect your topic to a familiar experience the reader is likely to have had or a cultural reference they are likely to have shared.
· Pose a provocative question, one that will get your reader thinking.
· Include a short direct quote that illuminates the topic (be sure to give full names of writers, experts, and text titles when you first reference them).
· Surprise your reader with striking facts or statistics.
· Provide background information and/or history on the topic.
· State a problem that will be analyzed or solved.
(15) TOPIC SENTENCES:
The main point (claim) of a paragraph is often indicated in a single sentence called the topic sentence:

· A topic sentence is like a thesis in that you can also ask yourself: Can I disagree?  You want to be able to answer YES to show that there is an arguable claim that needs to be proven.
· A strong topic sentence connects back to your overall thesis and connects forward to the specific supporting point you are making in the paragraph to prove and illustrate your thesis.

· A strong topic sentence focuses each paragraph around one main point. 
· In published writing you’ll sometimes find topic sentences in the middle or even at the end of a paragraph, but placing your topic sentences at the beginning of each of your paragraphs is useful
· A strong topic sentence helps your reader to see where you are headed with your ideas in a particular paragraph; topics sentences help your reader form a mental map of your essay. 
· A strong topic sentence often contains transitional words and phrases that logically move the reader from one paragraph to the next.


(16) PARAGRAPHS:
In order for body paragraphs to be useful to your reader, they need to be: 

· Relevant: directly related to your thesis. 
· Focused: centered on one main idea 
· Developed: supported with sufficient information and explanatory commentary. 


One way to ensure that each of your body paragraphs is clearly focused, convincingly developed, and connects back to thesis is to use the PIE strategy: 

· P = Point: the “P” is the point you are making in your topic sentence: a clear statement of the 
                 main claim you are addressing in that paragraph which directly supports the thesis. 

· I  = Information: the “I” fills out the body of your paragraph with concrete information that 
                 supports the main point.  Provide specific details in the form of examples, quotes, 
                 paraphrases, facts, personal knowledge, real life examples and experiences, etc.  
· E = Explanation: the “E” is the writer’s explanation of the significance of the provided 
                 information as it relates to the thesis.  “So What?” is important or can be learned?

(17) CONCLUSIONS: 

Some Possible Approaches for Conclusions:
· Set your discussion into a different, perhaps larger, context.

· Consider the implications or outcomes of your argument (“So what?”).
· Offer opinions that your reader might or might not have accepted earlier.
· Propose a course of action.
· Try to solve a problem you have raised.
· Link the last paragraph to the first, perhaps by reiterating a word, phrase, reference or idea you used at the beginning. 
· Use a quotation that amplifies your main point or puts it in a different perspective. 

(18) TIMED WRITING:
In college and in life there will be occasions where you need to compose essays and written responses quickly and in a limited amount of time.  Therefore, we will also be strengthening your timed essay writing abilities through writing the following essays: several 20-30 minute quizzes, a 75 minute midterm, and a 2.5 hour final exam.  Here is some advice on how to be successful in timed writing situations:

· To write a strong essay in a limited amount of time, know the important elements of an essay: Focus: respond directly to writing prompt (circle key words, count parts), stay focused on thesis;
Organization: points in logical order, paragraph breaks, strong topic sentences, transitions;
Development: specific detail for each paragraph (examples, facts, quotes, your own analysis);  
Grammar-Punctuation-Spelling: set time aside at end to correct sentence-level errors
· Have a time management plan for 3 activities: 10-15% of time for prewriting (circling key words, counting parts of prompt, rough outline), 70-80% of time writing, and 10-15% proofreading

· The best way to prepare is to write several practice timed essays before exams

(19) STYLE
· When writing, strive for simplicity so there are no unnecessary or confusing words.
· Combine sentences to be concise, improve flow, and show logical relationships between ideas.
· To group similar ideas, balance your ideas, and remove repetition, use parallelism.

 (20) GRAMMAR-PUNCTUATION-SPELLING:
Do grammar exercises to strengthen sentence level skills where needed:
	Adjectives & Adverbs
Appositives
Articles
Commas
	Contractions
Coordinators
Dangling Modifiers
Fragments

	Identifying Verbs and Subjects
Possessives

Run-Together Sentences
Subject-Verb Agreement
	Subordinators
Verb Tenses
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                                                             Garcia 1      �     Romeo Garcia�     Rachel Bell�     English 110�     16 October 2010��                      Who Goes to the Races?�            A favorite pastime of mine is watching�     people, and my favorite place to observe is �     the horse races.  After many encounters with �     the racing crowd, I have discovered that �     there four distinct groups at the track: the �     once-a-year bunch, the professionals, the �     clubhouse set and the unemployed.�           The largest group at the track consists of �      those who show up once a year and who are
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