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DURING RESEARCH
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Page Length


Honors/AP—8-10 pages


CP—6-7 pages


Regular—4-5 pages

Format
· All papers will be typed in MLA (Modern Language Association) format

· Double space

· Times New Roman



· 12 font

· 1” margins
· Page numbers on all pages after the 1st 

page of the paper (see sample paper)

· Student generated visual aid—charts, 


graphs, tables, etc. (see sample paper)

What you will need to turn in

· Bibliography Cards

· Note Cards

· Title Page

· Outline

· Research Paper

· Works Cited Page
Sources

· Minimum of 5 sources
· Minimum of 3 different types of sources
· No encyclopedias (Britanica, World Book, etc.)  This includes online encyclopedias

· No Wikipedia—it’s just another online encyclopedia

· Specialized encyclopedias are ok—ex. sports, medicine, science
Remember:

This is one part of your North Carolina Graduation Project.  You need to satisfactorily complete this part in order to graduate.  You cannot pass junior English if you don’t complete a paper!  Since you will be working with this project for the next two years, choose your topic wisely.  
What is research?
Research simply means a careful search aimed at the discovery and interpretation of facts.  All research requires documentation.  Documentation is simply identifying the sources that you use in order to write your research paper.  Teachers and students alike have found that the MLA (Modern Languages Association) format is the easiest to use.  This format requires the writer to put a parenthetical citation (parentheses used to “hold” source information) at the very END of the sentence BEFORE THE PERIOD.

Example:  Infant and toddler growth development progresses steadily from birth to about three years.  From ages two to four months, the baby “is developing daily patterns of sleeping, feeding, and wakefulness” which are not noticed at birth (Warren, Eason, Burch, Pheiffer-Ewens 524).
Research Steps
1.  Select a topic and then narrow it down to meet teacher/page requirements.

2.  Find your sources of information– books, magazines, internet, interview, etc.

3.  Create bibliography cards.

4.  Take notes from sources and create note cards.

5.  Write a thesis statement (included in your introductory paragraph that gives a 

      summation of the focus of your paper.

6.  Make an outline.

7.  Type a rough draft—Title Page, Outline, Paper, and Works Cited.
8.  Edit your work.

9.  Submit your final draft—Title Page, Outline, Paper, Works Cited, and any other Drafts.
Please review the research paper rubric at the end of this guide.  It is important to know how you will be graded before you begin.

You must score satisfactory on ALL parts of the rubric in order to meet the graduation requirement.

Papers must be revised until all parts are satisfactory.

Sources

Always check to make sure your sources are current and have accurate information.

·    Who is the author?  Does he have valid credentials?

·    When was the information published?

·    Is the source offering opinion, fact, or propaganda?  

·    Is there evidence to support the information?

Bibliography Cards
These online sources allow you to fill in your source information and they will format it for you.

easybib.com


citationmachine.net



noodletools.com


Purpose:  To identify the sources that you might use in the final writing of your


    research paper.  

**Use 4x6 white, lined index cards to record the following information:

1.  Call # of the book – (located on the spine of the book)

2.  Author’s name/editor’s name (if given)

3.  Title of the book, article, pamphlet, etc. that you’re using

4.  Town where the source was published

5.  Name of the publishing company

6.  Copyright date (year the source was published)

7.  Name of the library/place where you found the source ( ex.--  WCHS Media Center

8.  #’s 1 – 5 (explained below)

**The first line of the card is written flush with the left edge of the card.

** The second, third, etc. lines are indented

** Leave 1 blank line between every line of writing (double space). 

** Put 2 spaces after every period & colon.

** The upper left hand corner of each card must be numbered consecutively beginning with the number 1.

**Every period, comma, spacing, underlining, quotation marks, order, etc. must be written exactly like the samples that follow or points will be deducted & the card will have to be rewritten.

** ALL of the information for book bibliography cards will usually be found on the front & back of the title page.  For magazines, you may need to look at the cover  as well as the actual article to get ALL of the needed information.

Examples

Book –1 author     


Book – 2 authors     
**Notice the second name listed is written in the order of first name followed by last name.


Book – 3, 4, etc.

             authors      
**Remember to

use and before the

last name 

mentioned.
Book – editor               

**Use chief 
editor’s name.


Book – with

            volumes


Book – written 


by a group


or agency


Book – no author,


editor, or


group writer

**Begin with the
    title.

Magazine – with 
author for


article 

**No Call #
Magazine – with

no author 



for article

**No Call #


Interview

Check out these helpful websites on the Owl at Purdue (an Online Writing Lab).

“Works Cited Page:  Books”

http://owl.english.purdue.edu/owl/resource/557/07
“Works Cited Page:  Periodicals”

http://owl.english.purdue.edu/owl/resource/557/08/
“Works Cited Page:  Other Print Sources”

http://owl.english.purdue.edu/owl/resource/557/13/
“Works Cited Page:  Other Non-Print Sources”


http://owl.english.purdue.edu/owl/resource/557/10/
Websites/Electronic Sources
Here are some common features you should find to create a bib. card.  Always include as much information as is available:
· Author and/or editor names 

· Name of the database, or title of project, book, article 

· Any version numbers available 

· Date of version, revision, or posting 

· Publisher information 

· Date you accessed the material 

· Electronic address, printed between carets ([<, >]).

Examples
Entire Website basic format: 


It is necessary to include


a posting/revision date


because sites are often 


updated.


Copy the entire URL.

 
This site does not

Have an author.


Title of the site is


Underlined.

A Page on a Website


List the author if known.


The link is in quotes.  The


title of site is underlined.

URL must point to the 
exact page.

Article in a Web Magazine

Includes author, title of the

article in quotes, title of 


publication underlined, date


of publication, date of 


access, and URL.

**For other types of sources, see your teacher for proper documentation.

Notes

Note Cards

Purpose:  To skim through the chapters, sub-topics, index, glossary, book covers, etc., to determine which passages of the text to use when writing your paper.

** Use 4x6 white, lined index cards.

1.  You may write a sentence or a portion of a sentence, phrase, etc. on a card

2.  Do not put more than 2 sentences on a card.

3.  If you’re having trouble with the key items to research (especially on careers), possible areas can include career history, education requirements, job description, salary ranges, & job outlook for the future.

4.  If you write the sentence, phrase, etc., word for word from the source, remember to put “quotation marks” around what you have copied.

5.  If you put the sentence, phrase, etc., in your own words, do the card the EXACT SAME way but don’t use the “quotation marks.”

Important Definitions for Note Taking (see #s 4 and 5 above)
Quotations must be identical to the original source. They must match the source document word for word and must be documented in your paper.  These are put in quotation marks.
Paraphrasing involves putting a passage from source material into your own words. A paraphrase must also be documented in your paper. Paraphrased material is usually shorter than the original passage.  It condenses the ideas of the original slightly.  Does not require quotation marks.
Summarizing involves putting the main idea(s) into your own words, including only the main point(s). Once again, it is necessary to attribute summarized ideas by documenting them in your paper.  Does not require quotation marks.
A Sample Note Card Follows on the Next Page.
     **Title your cards using                                       

Example      




       1 word nouns – will be






       used in your outline

**The number on

the bibliography

card (upper left

hand corner) of

the book that you

got this quote

from

**Sentence from the book


**Page # of the book



    that you want to use in


   
    that you got your 



    your paper




    sentence from –









    DON’T FORGET 









    THIS!!!
 
Outline

Purpose:  To provide an overview in addition to the order of your paper.

1.  Uses Roman numerals for the headings (I,  II,  III, IV, etc.)

2.  Every A. must have a B. to follow it. 

     Every #1 must have a #2 to follow it.

     ** An outline may contain more sections than this, but it must have at least this many as a          
    minimum requirement.

3.  To create an outline, divide all of your note cards into groups based on the headings (titles) of each card.  Use the group subject as the Roman numeral heading & the titles on each note card as the A, B, C, etc.


Example

**For the following note card, you could create this outline section.

  IV.  Job Benefits

          A.  Salary


4.  Be consistent & parallel.  Use noun topics for your outline.  Don’t mix topics with complete sentences.  NEVER include introduction & conclusion as topic headings. PUT 2 SPACES AFTER EVERY PERIOD THAT YOU USE. 
5.  A THESIS statement must be included (a sentence that gives an overview of what your paper will cover) with your outline.


Example:


Careers in the field of [pediatric medicine] carry an immense



responsibility requiring vast amounts of education concerning the 



[growth and development of children].

6.  Skip one line between EVERY topic heading.

7.  Numbers & letters must be aligned as shown on the sample outline that follows.

8.  Must be typed – use #12 Times New Roman font.
**A sample one is given at the end of this guide to show you the correct way of making an outline.
Rough Draft

**A rough draft is simply that – a “rough” form of your final paper.  Keep in mind that research is not personal.  YOU ARE NOT ALLOWED to use any 1st (I, me, my, mine, we, us, our, ours) or 2nd (you, yours) person pronouns unless they appear in a quote.  Never use them in your own sentences.

1.  Feel free to cross out, draw arrows, etc. on this “rough” form.  Always have someone else read your rough draft to check for obvious errors.

2.  Page requirements – A good rule to follow is that usually one hand-written page front & back is equivalent to one typed, double-spaced page, front side only.

3.  The introduction should include the THESIS statement from your outline & at least 2 other sentences of your own.  The thesis statement is generally the last sentence of the paragraph.
4.  NEVER PLAGIARIZE (taking someone else’s words without giving that person credit).  DOCUMENT by putting the person’s last name & page # at the end of each quoted or paraphrased statement.  WHEN IN DOUBT, DOCUMENT.  PLAGIARISM WILL RESULT IN AN “F” FOR YOUR PAPER.  DON’T TAKE A CHANCE!!!!!

5.  When documenting, follow the sample paper that is given.  In most instances, you will put the author’s or editor’s last name or names followed by a page # in parentheses at the end of the quoted or paraphrased statement.  If your source has no author or editor’s name, simply use the first item that appears on your bibliography card (title of book, article or website).



THE PERIOD GOES OUTSIDE THE CLOSING PARENTHESES,



NOT AT THE END OF THE QUOTE.  ALSO, THERE IS NO



PUNCTUATION BETWEEN THE NAME & PAGE #.

Example – “…medicine” (Avery 93).
6.  If one of your sources does not have an author, begin by writing the book title (shorten it if it is long) & then the page number.  Remember to underline book titles.


Example – for book titled Occupational Outlook Handbook


“…pediatric medicine” (Occupational Outlook  93).

7.  If one of your sources has a group name as the author, use it but shorten it if it is long.



   --for group name such as the NC Area Health Education Centers 


“”…pediatric medicine” (NC Area 93).

8.  Your paper must contain a conclusion that restates the THESIS & gives a summation of the paper’s content.  It must have at least 3 sentences.

9.  Use a sentence of your own between quotes.  Do not put more than 2 quotes together without putting a sentence of your own between them.

10.  When ready to begin typing, be sure to use #12 Times New Roman font.

11.  Use 1 inch margins at the top, bottom, & sides.
Transition Words

Transition words help the reader to move from one idea to the next.  They make your writing easier to read and help to keep your ideas organized.  Without transition words your writing seems choppy, your points seem disconnected.  While writing use the following list of transition words as a guide.
	Illustration      
	Thus, for example, for instance, namely, to illustrate, in other words, in particular, specifically, such as. 

	Contrast
	On the contrary, contrarily, notwithstanding, but, however, nevertheless, in spite of, in contrast, yet, on one hand, on the other hand, rather, or, nor, conversely, at the same time, while this may be true. 

	Addition
	And, in addition to, furthermore, moreover, besides, than, too, also, both-and, another, equally important, first, second, etc., again, further, last, finally, not only-but also, as well as, in the second place, next, likewise, similarly, in fact, as a result, consequently, in the same way, for example, for instance, however, thus, therefore, otherwise. 

	Time
	After, afterward, before, then, once, next, last, at last, at length, first, second, etc., at first, formerly, rarely, usually, another, finally, soon, meanwhile, at the same time, for a minute, hour, day, etc., during the morning, day, week, etc., most important, later, ordinarily, to begin with, afterwards, generally, in order to, subsequently, previously, in the meantime, immediately, eventually, concurrently, simultaneously. 

	Space
	At the left, at the right, in the center, on the side, along the edge, on top, below, beneath, under, around, above, over, straight ahead, at the top, at the bottom, surrounding, opposite, at the rear, at the front, in front of, beside, behind, next to, nearby, in the distance, beyond, in the forefront, in the foreground, within sight, out of sight, across, under, nearer, adjacent, in the background. 

	Concession
	Although, at any rate, at least, still, thought, even though, granted that, while it may be true, in spite of, of course. 

	Similarity Of Comparison
	Similarly, likewise, in like fashion, in like manner, analogous to. 

	Emphasis
	Above all, indeed, truly, of course, certainly, surely, in fact, really, in truth, again, besides, also, furthermore, in addition. 

	Details
	Specifically, especially, in particular, to explain, to list, to enumerate, in detail, namely, including. 

	Examples
	For example, for instance, to illustrate, thus, in other words, as an illustration, in particular. 

	Consequence Or Result
	So that, with the result that, thus, consequently, hence, accordingly, for this reason, therefore, so, because, since, due to, as a result, in other words, then. 

	Summary
	Therefore, finally, consequently, thus, in short, in conclusion, in brief, as a result, accordingly. 

	Suggestion
	For this purpose, to this end, with this in mind, with this purpose in mind, therefore.


Student Generated Visual Aids

Purpose:  Visual aids help a reader picture what you are trying to say.  They are used to help you depict information that might be tedious to write in words alone.  

1.  Examples of visual aids are tables, line graphs, bar graphs, pie charts, flow charts, diagrams, etc.

2.  Visual aids are not pictures of people, places, etc. 

3.  Visual aids that are copied and pasted are not allowed.  The rubric says “student generated.”

4.  Title, clearly label, and explain the visual aid.

5.  Document the information you include in your visual aid.

6.  The visual aid does not count in your page requirements.  Whatever the size of your visual aid you must still have the minimum page requirements of writing.  For example, a minimum page requirement of 4 pages does not include the visual aid.  If the visual aid is ½ of a page of paper then your paper will be 4 ½ pages in length.  The visual aid is not to make up for a lack of written information.
7.  Be careful about using different colors for your visual aid.  Many of our printers at school do not print in color.
Works Cited
Purpose:  To give an alphabetical listing of sources actually cited (used) in your writing.

1.  Title it Works Cited, centered, not bold, not underlined.

2.  The page is numbered with your last name and page number.  Just like the pages of your research paper.
3.  The entire page is double-spaced.

4.  The 1st line is flush with the left-hand margin.  The 2nd, 3rd, etc. lines are indented.

5.  You CANNOT have an entry written in your paper that is not included on the Works Cited page.

6.  You CANNOT have an entry on your Works Cited page that is not used in your paper.  

7.  Use #12 Times New Roman font, 1” margins.
** Four pages from a 10 page research paper appear at the end of this guide to show you the proper way to document and to make a Works Cited page.

Final Draft
**Items to include for your final copy are as follows:

Title Page --   *Typed in #12 Times New Roman font

(see sample)  
*No bold-face print



*Title of paper – centered, middle line of the page (approx. line 26)


*Name – centered, 2nd line up from the bottom (approx. line 46)


*Due Date – centered, last line of page (approx. line 47)
Outline -- 
*Typed in #12 Times New Roman font

(see sample)
*Title of paper, centered



*No bold-face print



*Must include Thesis statement 



*Every line is double-spaced.

Research  -- 
*Typed in #12 Times New Roman font

Paper

*Double-spaced

(see sample)
*Contains title



*No bold-face print



*No page # on 1st page



*2nd, 3rd, etc. pages contain your last name & page # -- no comma 




between them



To Insert Page Numbers (for Windows only)


1. Go to insert on the menu bar.



2.  Click on page numbers.



3.  Scroll down & put page #’s at the top of the page.



4.  Uncheck the question about page #’s on page 1.


5.  Click OK.



6.  Click on page number in the header until gray lines appear around it.


7.  Click on the left-hand side of the page number to put the cursor there.



8.  Type your last name & then space one time.



9. Click close or anywhere outside of the header to close the box.


          10.  Check to see that you have page numbers on all of your pages.

**The outline does not include page numbers, so you will have to save it separately.
Works -- 
*Typed in #12 Times New Roman font

 Cited

*Must be titled as Works Cited
(see sample)
*Double-spaced



*Must include page number (last page of your paper)
Giving Credit Where Credit is Due


The information contained within this research guide has been written and/or compiled for the sole purpose of use by teachers during instruction on methods of research using the MLA format of documentation.  For the latest information pertaining to the use of MLA style documentation, refer to the MLA website or the sixth edition of the MLA Handbook.  SURVIVAL DURING RESEARCH was not compiled for profit and may not be sold to students.  It is simply a tool to help students as they learn the methods of research using the MLA format.  The MLA Handbook and website are the authoritative sources of information.

Sources used in compiling this guide include the following:

Ainsworth, Deborah, MD.  Personal Interview. 14 April 2003.
Arena, Jay M., Ed.  Davison’s Complete Pediatrician.  Philadelphia:  Lea & Febiger, 


1969.

Avery, Mary Ellen, Ed.  Pediatric Medicine.  Baltimore:  Williams & Wilkins, 1994.
Garland, Angela.  Research Survival Guide.  New Bern:  Craven County Schools, 2000.

Gartner, J. Carlton, Jr. and Basil J. Zitelli.  Common and Chronic Symptoms in

Pediatrics.  Boston:  Mosby, 1997.

Gibaldi, Joseph.  MLA Handbook for Writers of Research Papers.  New York:  The

Modern Language Association of America, 2003.

Hopke, William, Ed.  The Encyclopedia of Careers & Vocational Guidance.  2 vols.


Chicago:  J. G. Ferguson Publishing Company, 1990.

Markal, Howard.  The Portable Pediatrician.  Phildelphia:  Hanley & Belfus, Inc., 1992.

NC Area Health Education Centers.  North Carolina Health Careers.  Chapel Hill: 


UNC School of Medicine, 1998.

Newman, Thomas B.  “Urine Testing & Urinary Tract Infections in Febrile Infants Seen


In Office Settings.”  Archives of Pediatrics and Adolescent Medicine  (Jan. 2002):


44 – 53.

Nipper, Sara.  “Pediatric Medicine.”  Vanceboro:  West Craven High School, 2002.

The Pediatrician’s Practices.  New York:  Johnson Publishing, 2000.

“Pediatrics.”  Nephrology Channel. 16 Sept. 2002.  <http://www.nephrology.com>
            19 March 2002. 

The Purdue OWL. 26 Aug. 2008. The Writing Lab and OWL at Purdue and Purdue University. 

17 Aug. 2008 <http://owl.english.purdue.edu>.
Taraba, Joanna. “Transitional Words and Phrases.”  Writer’s Web.  University of Richmond 


Writing Center.  14 January 2009 
<http://writing2.richmond.edu/writing/wweb/trans1.html>.
Undergraduate Writing Center Handouts. University of Texas at Austin. 14 January 2009


<http://projects.uwc.utexas.edu/handouts/?q=node/28>
US Dept. of Labor.  Occupational Outlook Handbook.  Indianapolis:  Jist Works, Inc.,


1994.

Warren, Margaret T., Charlotte C. Eason, Pamela F. Burch, and Jeanne Pheiffer-Ewens.


Medical Assisting:  A Commitment to Service.  St. Paul:  Paradigm Publishing, 


2002.
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Arena, Jay M., ed.  Davison’s Complete Pediatrician.  Philadelphia:





	Lea & Febiger, 1969.








(ECU Health Science Library)
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NC Area Health Education Centers.  North Carolina Health Careers.
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The Pediatrician’s Practices.  New York:  Johnson Publishing,





	2000.


(WCHS Media Center)
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Newman, Thomas B.  “Urine Testing & Urinary Tract Infections.”	





	Archives of Pediatrics and Adolescent Medicine  (Jan.





	2002):  44 -53.			
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“Urine Testing & Urinary Tract Infections.”  Archives of Pediatrics





	and Adolescent Medicine  (Jan. 2002):  44-53.








(ECU Health Science Library)





10





Ainsworth, Deborah, MD.  Personal Interview. 14 April 2003.
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Salary


 


“an estimated $60,000 a year”





			page 96








2





Symptoms





“Rapid onset of fever occurs in almost all patients followed by a rash in 85% to 90% of infected people.”





					page 43





Source card #





Author’s last name, First name.  Name of Site. Date of Posting/Revision. Name of institution/organization affiliated with the site (sometimes found in copyright statements). Date you accessed the site [electronic address].











Note!!!





You really need to get a storage device for your work…Don’t share flash drives.
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The Purdue OWL Family of Sites. 26 Aug. 2005. The Writing Lab and OWL at Purdue and Purdue University. 23 April 2006 <http://owl.english.purdue.edu>.
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Stolley, Karl. "MLA Formatting and Style Guide." The OWL at Purdue. 10 May 2006. Purdue University Writing Lab. 12 May 2006 <http://owl.english.purdue.edu/owl/resource/557/01/>.
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Bernstein, Mark. "10 Tips on Writing The Living Web." A List Apart: For People Who Make Websites. No. 149 (16 Aug. 2002). 4 May 2006 <http://alistapart.com/articles/writeliving>.
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