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What TERMINOLOGY must I know?

Direct Quote
Thisis when you copy, word for word, anything the author has written. Y ou MUST use quotation marks to show
these are NOT your words but someone else@.

Parenthetical Reference

Thisis used in any sentence that uses an idea or adirect quote from asource. It isused to give credit for anideaor a

direct quote from a source. Parentheses contain the author@® last name and the page number from the source.
sExample: (Matthews 24)

Paraphrase

Thisis used in note taking to restate the material, from a source, in your own words. Y ou read a section of the
material, close the source, and write what you recall. Then go back to the source for exact details. A sentence that
is paraphrased also needs a parenthetical reference.

*Primary Source
These are the actual survey, research, and interview results reported on by the person conducting this gathering of
information. These may include, but are not limited to, novels, poetry, diaries, |etters, historical documents, and
surveys.

sExample: You areusing aNewsweek magazine. In an article, the writer includes a

survey created from information the author has gathered. This Newsweek articleis now

considered a Primary Source.

*Secondary Source
These resources are any articles, books, magazines, and encyclopedias, which mention, explain, report on, or
interpret the findings of other authors and researchers.
& Example: You areusing a Newsweek magazine. In an article, the writer uses material
from a survey conducted by the University of Chicago. This Newsweek is now considered a
Secondary Source. |F you were to use the original survey from the University of
Chicago, you would be using aprimary source.

*These terms, like other information in this booklet, may need further clarification from your teacher.

Source
A source is any book, newspaper, magazine, website, or person that is used to find information for your topic.

Source Cards
Each separate source used in the paper islisted on an individua note card. The format used is the same as the

Works Cited entry. Article with author:

Matthews, David, “A Case for Censorship and

America’s Youth.” Newsweek 10 Aug 2000: 24.

Please consult the works cited section of this Style Guide for more information regarding the format of your source
cards.
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Works Cited
Thisis ALWAY S the last page of your report. Itisalist of all the sourcesyou used in writing your paper. Itis
aphabetical, according to the author@ last name. If the author@ last name is unavailable, aphabetize according to
the next word in the entry.
Y ou may also visit the following websites to assist you:
http://citationmachine.net
http://www.lib.wsc.ma.edu/citation.htm#MLA
http://www.k12.westfield.ma.us’'whs/Library/library.htm

Plagiarism and the Honor Code
*  When you use another@ words and fail to use quotation marks and parenthetical reference, thisis plagiarism.
*  When you use another@ ideas and fail to use parenthetical reference, this is plagiarism.
Plagiarism is stealing another person’s thoughts or words.

Itisthe expectation of the Westfield High School faculty and students that the Academic Honor Code will be
followed during the writing of any research paper. Failure to do so will result in consequences as outlined in the
Honor Code.

What STEPS do I need to follow when writing the research paper?

e Sekctatopic.

* Brainstorm different quedionsto resarchfor your topic.

e Gotothelibrary and to the computerto find availakde material.

* Gather your sourcesand review the researchto seeif you have enough information to support your
topic.

* Narrow the focus of your topic based on the resach.

e Form atheds for your specific topic.

* Create aworking outline to organize your researchmaterial.

e Startsource cards for eachsource you use.

* Begdn note taking using note card.

* Reuseoutline,if necessary, and orgarize your note cards to reflect your outline.

*  Writeyour rough draft, including works cited.

« Edit and revise your paper asnecessary.

e Producefinal copy.

How do I take NOTES for my research paper?

Once you have gathered your sources, skim over material in each source, and take notes ONLY on information that
dea s directly with your topic.

Notes/Note Taking Tips
All notes from sources belong on note cards.

e  Writeonly related information (from the same page) per card. Even though you may end up with only afew
words on each card, remember, these cards will be separated and arranged according to the sections on your
outline.

e Thetop of every note card must have the parenthetical information.

»  Author@last name and page number, if available
»  ORN A note card CAN have ashort label or GlugOto identify the source of the information it contains.
e Students need to follow the specific requirements of individual teachers.
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& Examples of Note Cards:

Article with author:

(Mathews 24)

*  Onethird of population does not read warning labels.

*  Unclear whether warning labels are beneficial

*  QCensorship inhibits the artist( freedom to create.O

Article without author:

(Orhe Warning Labels on CDsQ

*  Industry analysts say labels have no effect.

*  Paents feel more confident with labels atached to
covers.

How do I BEGIN to write my research paper?
Step 1: Organize note cards according to your revised outline.
Step 2: Start with the Introduction: Background, Structure, and Thesis.

Step 3: Begin writing the body of the paper, using your organized note cards.

Why must I use
PARENTHETICAL REFERENCES?

A parenthetical reference gives credit for an idea or direct quote from a source. All quotations, important facts,
statistics, and paraphrased material, which are not common knowledge, MUST be followed with parenthetical
information. This information can also be found on the TOP of your note cards.

Purpose: Parenthetical Referencesrefer the reader to entriesin your Works Cited page.

& Example:
* The parenthetical reference in your paper states: (Matthews 24)

*  Thereader of your paper would consult the Works Cited page and look under M Oto find out more information,
such asthetitle of the article.

Matthews, David. O\ Case for Censorship in America® Y outh.O

Newsweek 10 Aug. 2000: 24.
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What information must I include in a
PARENTHETICAL REFERENCE?

The way you choose to construct your sentences in your research paper determines the information necessary in a
parenthetical reference. The following information should assist you in determining what information is necessary.

1. Whenthe author isNOT mentioned in your paper, such as in the quote below, the parenthetical reference looks
like this:

&~ (@Censorship inhibits the artist( freedom to createO(Matthews 24).

2. When the author IS mentioned in your paper, the parenthetical reference looks like this:

&  AsMick Jagger noted, Orhere is no satisfaction when 1®n composing, and | have to be careful
with what | writeO(58).

3. When the author IS mentioned in your paper, and has written more than one source which you are using in the
paper, the parenthetical reference looks like this:

&~ According to Eric Clapton, Orhe music industry needs to take a hard look at itself O((Musicians
Speak Out on CensorshipO129).

4. When the author isNOT mentioned in your paper, and has written more than one source which you are using,
the parenthetial reference looks like this:

&~ During the Grammy Awards, many award winners spoke out against censorship of their lyrics
(Clapton, Music of the 19908027).

5. When asourceis cited in the MIDDLE of a sentence, the parenthetical reference looks like this:

& If one Qooks at music throughout historyO(Jagger 63), one will see the evolution of lyrics.

6. When a source has NO author, the parenthetical reference looks like this:
&~ After immy Buffett recorded his last CD, critics praised him for his universally accepted lyrics
(Orhe Warning L abels on CDs06).
7. When there are MULTIPLE authors, the parenthetical reference looks like this:

&~ Two authors: (Smith and Jones 47)
&~ Three authors: (Smith, Jones, and Farely 47)
&~ Three or more authors: (Smith et a 47)

m Please review these entries for proper placement of punctuation. Notice that end marks are
placed outside of the parenthesis.
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The Works Cited page informs the reader as to what sources you used in writing your paper and gives them the

How do I format a WORKS CITED entry?

necessary information to locate the source themselves.

Guidelines for the Works Cited Page:

The Works Cited Pageis ALWAYS the LAST PAGE of your report.

Entries are made alphabetically, according to the author@ last name.

If the author® last name is unavailable, alphabetize according to the next word in the entry.
Ignore any initial 4, An, or The when aphabetizing the entry.

Double space each entry.

Every line after the first line of an entry must be indented five spaces.

Types of Works Cited Entries:

A BOOK with One Author

Houston, Whitney. Behind the Microphone. New York: MacMillan, Inc.,

1990.

A BOOK with Two Authors

Smith, Will R., and Davey Jones. Woodstock Revisited. Albany: Shilling,

2000.

A BOOK with Three Authors
Black, Robert, John White, and David Brown. All about Colors. Glenda e:

Green Publishing Co., Inc., 2003.

A BOOK with Four or More Authors

White, Barry, et al. Napster and Its Controversy. Atlanta: Schaeffer, 2000.

Two or More BOOK S by the same author

Crow, Cheryl N. Women in the Music Industry. Chicago: Schuster, 1998.

__. Women Make Their Mark in Music History. New York: Schuster,

1997.

PAGES




CORPORATE Author

American Library Association. Librariesin the 19908. New Y ork:

American Library Association, 1999.

A work in an ANTHOLOGY (A collection of works)
Parker, Matthew. “Taking American Music in Stride.” American Music
Today. Ed. Robert L. Cannon. Cambridge, MA: Prentice Hall, 2001,

67-74.

A REFERENCE work with an author

Jackson, Alan. GCountry Music and its Lyrics.OCountry Music

Encyclopedia. 2000 ed.

A REFERENCE work without an Author

“Musical Lyrics.” World Book Encyclopedia. 2000 ed.

MAGAZINE Article with an Author

Brokaw, Thomas. OMusic in Today® Society.ONewsweek 10 Apr. 2000: 52.

MAGAZINE Article without an Author:

Music and a Watchdog.OTime 10 Apr. 1999: 43,

A Signed Article from a NEWSPAPER:

Powers, Austin. OWVhat will the Censorship Bring?0 Boston Globe 16 Mar.

2000: A-1.
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An Unsigned Article from a NEWSPAPER:

Q et the Music Begin.OSpringfield Union 4 May 1998: 24.

A NEWSPAPER Article with no city of publication in the title of the Newspaper:

(Recording Studi os Getting More Computers.ODaily Hampshire Gazette

[Northampton, MA] 25 June 1999: 14.

Personal LETTER:

Perry, Matthew. Letter from the author. 17 Mar. 1999.

Personal INTERVIEW:

Richards, Keith. Persona Interview. 10 Feb. 2000.

Email INTERVIEW:

Martin, Ricky. E-mail interview. 10 Oct. 2004.

Telephone INTERVIEW:

Martin, Ricky. Telephone interview. 10 Oct. 2004.

RADIO and TELEVISION Programs:

In Search of Buried Treasure. NBC. WWLP, Springfield, MA. 27 July 1992.
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Works Cited Entries for Print Resources found in WHS Library:

SIRS (Social Issues Resources Series):

Cosby, Bill. QWhat Music Censorship can Accomplish.O Newsweek 23 May
2000: 38+. Rpt. in Science 2001. Ed. Eleanor Goldstein. Boca Raton, FL.:

SIRS Proquest Learning and Information Company, 2000. Art.48.

Issues & Controversies on File:

QPublic Financing of Political Campaigns.O Issues and Controversies on File

27 April 2007: 153-176.

Vertical File:
Gore, Tipper. GCensorship Fought in Congress,O__. (year of article) In
Drugs. Westfield, MA: Westfield High School Library Vertica File,

200__. (current year)

Works Cited Entries for Database Resour ces:

Citations for articles found in our library databases, EBSCO, InfoTrac, Op-
posing Viewpoints, and NewsBank should include the following information,
if available:

Author. “Title of Article.” Title of Source. Date of Source. Specific Database.

Name of Company. Library. City, State. Date of Access. <http://address/>.

EBSCO Databases:

Brooks, Anthony. Grueling the Cars of the Future.OTalk of the Nation

(NPR). 3 Oct. 2007. Newspaper Source. EBSCO. Westfield High

School Library. Westfield, MA 9 Oct. 2007 <http://search.ebsochost.com>.

InfoTrac Databases:

Kearney, Marianne. “Tsanami Orphans.” U.S. News & World Report 24

Jan. 2005. General Reference Center Gold. Thomson Gale. Westfield

High School Library. Westfield, MA. 3 March 2005

<http://find. galegroup.com>.




Opposing Viewpoints Resource Center:

Platt, Anne E. OWaste Threatens the Worl d@ Seas.OCurrent Controversies:

Garbage and Waste. Ed. Charles P. Cozic. And Diego: Greenhaven Press,

1997. Opposing Viewpoints Resource Center. Thomson Gale. Westfield

High School Library. Westfield, MA. 9 Oct. 2007 <http://find.galegroup.com>.

NewsBank:

Hamel, Chris. “Stronger Seat-Belt Law Sought.” Sunday Republican

(Springfield, MA) 6 Mar. 2005. NewsBank. Westfield High School

Library. Westfield, MA 10 Apr. 2005. <http://infoweb.newsbank.com>

Works Cited Entries for Web Sites*:

Citations for web sites should include the following information, if available:

Author of Webpage/document (if available). Oritle of Webpage or Docu
ment.OTitle of Website. Editor of site (if available). Publication date or
date updated (if available). Sponsoring Organization (if available). Date of
access <url>.

*Source:
OMLA StyleN How to Document Information.OWestfield State College Ely Library. Oliver Zeff. 3 July

2007. Westfield State College. 22 Oct. 2007 <www.lib.wsc.ma.edw/mlastyle.htm>.

Websites:

Justice. 6 July 2005 <http:www.usdoj.gov.exec.htm>.

Case, Michad L. QPiracy Online.OMay 2005. United States Department of
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What FORMAT do I use when typing my research paper?

Thefollowing guidelines are to be followed when typing your final copy of thisresearch paper. However, the
format can be varied depending on the particular computer you are using.

MARGINS:

* Leaveone-inch margins at the top and bottom and on both sides of the paper.
¢ Indent thefirst word of each paragraph five spaces from the left margin.

¢ Indent off-set quotations ten spaces from the left margin.

SPACING:
*  This paper should be double spaced throughout, including the heading, title, quotations, and Works Cited.

HEADING and TITLE OF THE PAPER:
* Thereis NO title page on the research paper.
* TherelSaheading on the first page in the upper |eft-hand corner.
*  The heading includes the following information:
--your name on the first line
--teacher@ name on the second line
--course name on the third line
--date (6 Nov. 2007) on thelast line
* Your titleis centered on this front page, but NOT underlined, used in quotations, or totally capitalized.
Capitalize the first letter of the first word, the first | etter of the last word, and any important words in
between.

PAGE NUMBERS:
*  For every page, type your last name and then the page number in the upper right hand margin.
e DONOT useap. or pg. in front of the number.

Example: Burns1, Burns 2, etc.

TABLES, GRAPHS, & ILLUSTRATIONS:

* Put thismaterial on a separate page, immediately following your reference to it. Underneath the graph, etc.,
note the source thisway:

Source: Baker, Andrew. Pie Charts for Understanding (New Y ork:
Viking, 1993) 16.
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Sample Front Page

Roberts 1
Julia L. Roberts
Mr. Cotter
Sophomore Writing
20 Dec. 2007
Censorship of Recordings in Today’s Society

Young people today listen to CDs almost constantly. The contents of these re-
cordings have become controversial, as the questions of freedom of speech and ex-
pression are considered. To maintain parental control, parents are requesting, if not
censorship, then the designating of certain recordings as unsuitable or questionable
for young people under thirteen. However, should a watchdog group even try to sug-
gest that there be censorship of today’s music lyrics, there is a concern of whether
this is constitutional in a country where freedom of speech and expression are guar-
anteed.

Whenever teenagers are spotted today, they are apt to have earphones attached to
their ears. Those with licenses often have the volume of their car’s CD player turned
up to an ear-piercing level. As Censorship in our Times indicates, “Today’s music is
a hotbed of words and phrases that are not considered to be appropriate for young
people” (Clark 6). Several years back, “Mrs. Al Gore tried to persuade Congress that
parents need to be made aware of certain recordings that might contain objectionable
lyrics” (The Warning Labels on CDs” 6) through special stickers applied to the cas-
ings of CDs.

Various artists in the music industry have expressed their views on this issue.
They are concerned about their right to create what they feel is an expression of their
talents. As Dave Matthews wrote in Newsweek, “Censorship inhibits the artist’s
freedom to create” (24). These sentiments have been echoed by numerous recording

artists in the music industry.
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Sample Works Cited Page

Roberts 7
Works Cited

Clark, Lawrence L. Censorship in our Times. Boston: MacMillan, Inc. 2000.

Matthews, David. QA Case for Censorship and America® Y outh.O
Newsweek 10 Aug. 2000: 24.
Orhe Warning Labels on CDs.OBoston Globe 13 March 2000: 6.

Webber, Steven. Orhe Government and Censorship.OSunday Republican

(Springfield, MA) 6 Mar. 2005. NewsBank. Westfield High School

Library. Westfield, MA 6 Apr. 2005.
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