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Mission StatementMission StatementMission StatementMission Statement    

IntroductionIntroductionIntroductionIntroduction    

 
 

Life after high school is going to be challenging.   To do what you want, you will be competing against 
people in a global economy.  Learning how to apply research skills is critical for being successful now 
and in the future.   
 

Waldwick High School is the faculty, staff, and the students.  Part of our collective mission is to make 
you effective and ethical users of information.  Use this manual as a guide on that mission to help you 
perform sophisticated research that puts you on even footing with  your peers, the world over.   

 

Research is narrowing a topic, finding information that supports your focus, analyzing that information, 
and putting that information together in a new and interesting way.  Professional and academic research 
requires you follow particular guidelines, including acknowledging your research sources and respecting 
copyright law.  These guidelines exist to ensure that research is accurate and ethical.  Without them,  
people could claim another’s words and work as their own, and there would be no consequences for 
spreading misinformation. 
  
The Waldwick School District has selected the Modern Language Association’s (MLA) rules for            
formatting and acknowledging sources to teach students how to perform research.  We believe mastering 
this widely used and simple set of rules will provide Waldwick’s students with the foundation necessary 
to practice any of the various formatting techniques asked of them when they go onto college.  This     
research guide has been created to act as a useful tool, helping you to learn how to perform research with 
a high-level of credibility and sophistication.     

“Research is formalized curiosity.“Research is formalized curiosity.“Research is formalized curiosity.“Research is formalized curiosity.    

It is poking and pryingIt is poking and pryingIt is poking and pryingIt is poking and prying    

with a purpose.”  with a purpose.”  with a purpose.”  with a purpose.”      

————Zora Neale HurstonZora Neale HurstonZora Neale HurstonZora Neale Hurston    
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Definitions of Plagiarism 
 

WHS STUDENT-PARENT 
HANDBOOK (2011-2012):  
“…the use of someone else’s written words or 
ideas under your name without properly 
crediting the original author” (62). 
 

MLA HANDBOOK FOR WRITERS 
OF RESEARCH PAPERS (2009):   
“Plagiarism involves two kinds of wrongs.   
Using another person’s ideas, information, or  
expressions without acknowledging that person’s 
work constitutes intellectual theft.  Passing off 
another person’s ideas, information, or 
expressions as your own to get a better grade 
or gain some other advantage constitutes 
fraud” (52). 
 
 
 
 

Why should I 
avoid plagiarism? 
 

WHS STUDENT-PARENT 
HANDBOOK (2011-2012): 
 

“…it is Waldwick High School policy that any 
student caught plagiarizing a paper will be dealt 
with according to the following procedure: 
 

A grade of ‘zero’ will be given for that assignment.  
Parents/guardians will be notified by telephone 
and/or conference.  Documentation of the 
violation will be kept with a student’s records.   
Students must also recognize the severity of submitting completed essays, research papers, projects and 
other such work from Internet sources.  Passing this work off as your own is the severest misuse of 
technology.  Be aware that this misuse of the Internet and its vast resources is also considered 
plagiarism.  This offense can affect the student’s participation in school clubs and/or school 
organizations” (62). 
 

MLA HANDBOOK FOR WRITERS OF RESEARCH PAPERS (2009):  
 

“The charge of plagiarism is a serious one for all writers.  Plagiarists are often seen as incompetent—
incapable of developing and expressing their own thoughts—or, worse, dishonest, willing to deceive 
others for personal gain.  When professional writers, such as journalists, are exposed as plagiarists, they 
are likely to lose their jobs, and they are certain to suffer public embarrassment and loss of prestige.  
Almost always, the course of a writer’s career is permanently affected by a single act of plagiarism.  The 
serious consequences of plagiarism reflect the value the public places on trustworthy information” (53). 

PlagiarismPlagiarismPlagiarismPlagiarism    
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How do I avoid plagiarism? 
 

#1 - Keep a record of your sources 
 

The most common way to keep a record of research sources is to create a Working Bibliography. 
 

A Working Bibliography is a list that you create of all the sources that you are consulting during 
research, which includes all the citation  information that will be required for each source when you 
create the research assignment’s final Works Cited page.   
 

NOTE:    See Create a Working Bibliography in the Research Process section for details and methods. 
  
 
 

#2 - Take strong notes 
 

THERE ARE THREE TYPES OF GENERALLY ACCEPTED NOTES: 

• Quotation 

• Paraphrase 

• Summary 
 

THERE ARE TWO COMMON METHODS FOR TAKING THESE NOTES: 

• Note Cards 

• Note Sheets 
 

NOTE:  See Take Notes from Your Sources in the Research Process section for details and methods. 
 
 
 

#3 - Acknowledge your sources 
 

According to MLA, in order to properly acknowledge sources in a research assignment you must do two 
things:  (1) insert in-text citations and (2) create a Works Cited page.   

 

IN-TEXT CITATIONS: 
In-text citations are brief citations that include the author and page number of the source in 
parentheses.   
 

They are located at the end of a sentence that includes  research information.  Most importantly, they 
are designed to refer to a specific citation on the Works Cited page, making it easier for readers to 
locate from where the researcher gathered their information.   
 

 
 
 
 
 
 

NOTE:    See In-Text Citation in the MLA Format section for details and methods. 
 
WORKS CITED PAGE: 
A Works Cited page is the final page of any research paper or assignment organized according to MLA 
format.  It is a list of all the sources that in-text citations were created for within the assignment (i.e. 
all sources that were truly cited within the project.)   
 

The combination of in-text citations and source entries on the Works Cited page  acknowledges the 
contribution of research sources with the level of detail MLA deems obligatory. 
 

NOTE:    See Works Cited Page in the MLA Format section for details and methods. 

EXAMPLE: 
“In 1938, the year following Snow White’s release, 25% of women and 19% of men 
approved of married women working” (Davis 216). 
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Digital Images and Other Online Graphics 
 

It is very easy to locate and download images from the Internet. 
 
When searching Google Images, it is simple to drag an image from the browser and drop it into a 
document or presentation.  Though it is very easy to locate and obtain beautiful images for assignments 
online, it is illegal to use a copyrighted work without the permission of the copyright holder.   
 
Simply crediting the source of an image in your assignment does not make it legal to use it.   
 
 
 

TYPES OF IMAGES YOU ARE ALLOWED TO USE: 

• Works under Public Domain 

• Works with a Creative Commons License  

• Copyrighted works that are used according to the guidelines of Fair Use 
 
 
 

TWO WAYS TO FIND IMAGES YOU CAN USE LEGALLY: 
 

Wikimedia Commons:  http://commons.wikimedia.org/  
 
Wikimedia Commons is a free online database of media (images, videos, audio).  The works within it  
are either under public domain or freely available for educational use under a Creative Commons  
License.  As of May 11, 2012, the website’s Welcome page states that, “everyone is allowed to copy, use  
and modify any files here freely as long as they follow the terms specified by the author; this often means  
crediting the source and author(s) appropriately and releasing copies/improvements under the same  
freedom to others.  The license conditions of each individual media file can be found on their description  
page.” 

 

Google Images Advanced Search:  http://www.google.com/advanced_image_search  
 

With the Google Images Advanced Search it is possible to filter search results by usage rights.   
By clicking on the drop down menu next to “usage rights,” the searcher can select “free to  use or  
share.”  As of May 11, 2012, Google states on their Inside Search website that when searchers  
select “free to use or share […] your results will only include pages that are either labeled as  
public domain or carry a license that allows you to copy or redistribute its content, as long as the  
content remains unchanged.” 
 
 

Copyright InfringementCopyright InfringementCopyright InfringementCopyright Infringement    

http://commons.wikimedia.org/
http://www.google.com/advanced_image_search
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MLA FormatMLA FormatMLA FormatMLA Format    
 

General Formatting for a Research Paper 
 
 

• No title page is necessary for a research paper. 

• Margins should measure 1 inch on all sides (top, bottom, right, and left). 

• All font (including page numbers) should be set to Times New Roman size 12. 
• Line spacing should be set to “double-spaced” throughout the whole paper, including the heading 

and Works Cited page. 

• The heading should be typed at the top of the first page against the left margin.   
It should include the following: 

 Student’s Name 
 Teacher’s Name 
 Class 
 Date the assignment is due (typed as day followed by month and year:  (6 May 2011) 

• Pages should be numbered with the student’s last name and page number. 
This should appear against the upper right margin of each page (in the header of the document).  

• The title should appear on the line following the header—maintain double-spacing. 
Center, but do not italicize, underline, or bold-face the title. 

• The first paragraph of the paper should appear on the line following the title—maintain double-
spacing. 

• Indent the first line of all paragraphs consistently at 1/2 inch. 
 
 
 
 

EXAMPLE FORMAT FOR PAGE ONE OF AN MLA STYLE PAPER: 
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Why cite? 
 

It is necessary to cite sources for a number of reasons.  The most important of these are:  1) to 
acknowledge your sources, 2) to avoid plagiarism, and 3) to make it easier for readers to learn about 
your sources—either to learn more or to evaluate the credibility of your sources. 
 
The MLA Handbook for Writers of Research Papers (2009) states, “You must indicate to your readers 
not only what works you used in writing the paper but also what you derived from each source and 
where in the work you found the material” (214).  According to MLA formatting this is accomplished 
with a combination of parenthetical in-text citations and a Works Cited page including source 
entries.   
 
 
 

Instructions for In-Text Citations 
 

• An in-text citation refers to a specific source entry on the Works Cited page. 

• You should add an in-text citation when you use quotes, paraphrases, summaries, facts, ideas, or 
opinions from a source in your writing. 

• An in-text citation will refer to the first word in the source entry and the page number where the 
information was located in the original source.  Typically an in-text citation includes in parentheses 
the author’s last name and the page number where the information mentioned is located in the 
source.  EXAMPLE:  (Gimbel 27)     

• If the source does not have page numbers, only include the author’s last name.   
EXAMPLE:  (Hiaasen)     

• If there is no author, the source entry will begin with the title of the source.  In this case the in-text 
citation should include the title if it is short, or an abbreviation of the title if the title is long.   

 EXAMPLE:  (“Descartes’ Ontological Argument” 24) 

• An in-text citation should be located at the end of the sentence and should come before the period.   

• NEVER put the URL (web address) for a web-based source in the in-text citation.  If the entry on the 
Works Cited page for the website or database article begins with the author’s last name, use their 
last name.  If it begins with a title, use the title.  

 

 

 

Formatting Rules for In-Text Citations 
 

As you create your Working Bibliography, begin citing sources in your paper, or finalize your 
Works Cited page, use this section of the research manual to ensure you format everything correctly. 
 
Refer to the subheadings below to navigate different types of sources.   
 

One AuthorOne Author  
If there is one author, include the author’s last name and the page number where the information used 

was located in the source.   
 

SOURCE ENTRY ON WORKING BIBLIOGRAPHY OR WORKS CITED PAGE: 

Gimbel, Steven.  Rene Descartes.  New York:  Random House, 2009.  Print. 
 

IN-TEXT CITATION: 

In a philosophy known as dualism, Descartes argued that the world consists of two essential 

substances, matter and spirit (Gimble 27). 
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Two AuthorsTwo Authors  
If there are two authors, they are both mentioned in the parenthetical in-text citation.   
 

SOURCE ENTRY ON WORKING BIBLIOGRAPHY OR WORKS CITED PAGE: 

Gimbel, Steven and Jeanine Smith. Rene Descartes.  New York:  Random House, 2009.  Print. 
 

IN-TEXT CITATION: 

In a philosophy known as dualism, Descartes argued that the world consists of two essential 

substances, matter and spirit (Gimble and Smith 27).  

  

Three AuthorsThree Authors  
If there are three authors or fewer, they can all be mentioned in the parenthetical in-text citation.   
 

SOURCE ENTRY ON WORKING BIBLIOGRAPHY OR WORKS CITED PAGE: 

Gimbel, Steven, Jeanine Smith, and Charlie Harris.  Rene Descartes.  New York:  Random  

 House, 2009.  Print. 

IN-TEXT CITATION: 

In a philosophy known as dualism, Descartes argued that the world consists of two essential 

substances, matter and spirit (Gimble, Smith, and Harris 27). 

  

Four or More AuthorsFour or More Authors  
If there are four or more authors, only include the first author’s last name and the abbreviation “et al.” 
 

SOURCE ENTRY ON WORKING BIBLIOGRAPHY OR WORKS CITED PAGE: 

Gimbel, Steven, Jeanine Smith, Charlie Harris, and Ellen Johnson. Rene Descartes. New  

 

 York: Random House, 2009. Print. 
 

IN-TEXT CITATION: 

In a philosophy known as dualism, Descartes argued that the world consists of two essential 

substances, matter and spirit (Gimble et al. 27).   

  
  

After a QuoteAfter a Quote  
If you include a quote, put the parenthetical in-text citation after the closing quotation mark, but before 

the period ending the sentence. 
 

SOURCE ENTRY ON WORKING BIBLIOGRAPHY OR WORKS CITED PAGE: 

Gimbel, Steven. Rene Descartes. New York: Random House, 2009. Print. 
 

IN-TEXT CITATION: 

Descartes argued that the world consists of two essential substances, “matter and spirit in a phi-

losophy known as dualism” (Gimble 27) .    
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No Author and/or No Page NumberNo Author and/or No Page Number  
If there is no author, use the title of the source in the parenthetical in-text citation.  If it is a short title, 

use the whole title.  If it is a long title, shorten it.  If there is no page number because the source has no 

pagination (such as a website), do not include a page number.  
 

SOURCE ENTRY ON WORKING BIBLIOGRAPHY OR WORKS CITED PAGE: 

“Descartes’ Ontological Argument.” The Stanford Encyclopedia of Philosophy.  Stanford  

University, 2011. Web. 29 Nov. 2011. 
 

IN-TEXT CITATION: 

Despite using formal philosophical arguments for the existence of God, Descartes “consistently 

affirms that God's existence is ultimately known through clear and distinct perception”  

(“Descartes’ Ontological Argument”).  

TIP: 
Titles of these types of sources 

should be italicized. 

TIP: 
Use quotation marks for titles of 

these types of sources. 

 
• magazines 
• books 
• newspapers 
• academic journals 
• films 
• television shows 
• long poems 
• plays 
• operas 
• musical albums  
• works of art 
• websites 

 
• short or minor works 
• short stories  
• short poems 
• songs   
• essays   
• one act plays   
• episodes of television and radio series 
• sections from longer works   
• chapters in books 
• articles in: 
        -     newspapers 
        -     magazines 
        -     journals 
• other literary works shorter than a  
        3-act play or complete book 
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General Formatting for a Works Cited Page  
 

The Works Cited page is a list of all the sources you cited (using parenthetical in-text citations) 
within your research assignment.  
 

• The Works Cited page is the last page(s) of a research assignment.   

• Source entries on the Works Cited page must be in alphabetical order. 

• The first line of an entry should fill the width of the page.  All subsequent lines in that same entry 
must be indented ½ inch. 

• The title—Works Cited—should be centered at the top of the page.   Do not bold-face or italicize. 

• The font should be set to Times New Roman and size 12.  
• The entire page should be set to double-spacing.  There should be no extra line spaces between the 

title and the first source entry or any of the entries.  

• If you are using multiple works by the same author, after that author’s first source entry instead of 
typing their name, you can type three dashes and a period.  (View example below.) 

 
 
 
 
 
 

EXAMPLE FORMAT FOR A WORKS CITED PAGE: 
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Source Entry Formatting for a Works Cited Page  
 

MLA formatting requires the identification of the medium of a source in the source entries 

included on the Works Cited page.  The medium concerns whether the source used was in a print or 

electronic format.  If a source is print, the medium is identified as “Print.”  If a source is electronic, the 

medium is identified as “Web.”   
 

“Web” source entries require an additional element of information, the date of access.  The date of 

access is the date the researcher collected information from the source.  Because electronic sources of 

information are capable of being updated and changed rapidly, it is important to identify the date when 

information was gathered from one of these sources.   
 

 

 

Basic Internet Sources 
TIP:  MLA format does not require the URL of a webpage or website to be included in the source 

entry.  It is up to the teacher’s discretion whether to require a URL in source entries or not.  If there is 

no sponsoring organization, use “N.p.” in its place.  If there is no date for the website, use “n.d.” in 

its place.   

  

Single WebpageSingle Webpage  
  

MLA FORMAT: 

Last Name, First Name. “Title of Webpage.” Name of Website.  Sponsoring Organization, Date 

 of Webpage Creation. Medium of Publication. Date of Access.   

EXAMPLE: 

Wilde, Samantha. “Life of Anne Frank.” Primary Sources History of World War II.  PBS, 12  

 Nov. 2006. Web. 2 February 2012. 

 
Whole WebsiteWhole Website  
  

MLA FORMAT: 

Last Name, First Name. Name of Website.  Sponsoring Organization, Date of Website  

 Creation. Medium of Publication. Date of Access.   

EXAMPLE: 

Wilde, Samantha. Primary Sources History of World War II.  PBS, 12 Nov. 2006. Web.  

 2 February 2012. 
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Periodical Sources 
TIP:  The date in MLA format is presented in the following format:  day month year 

Do not use commas.  EXAMPLE:  (5 April 1987)   

The month name can be abbreviated in source entries.  EXAMPLE:  (14 Feb. 2002)  
 

Magazine Article Magazine Article ——  PrintPrint  
 

MLA FORMAT: 

Last Name, First Name. “Article Title.” Magazine Name Date of Publication: Page  

Number(s). Medium of Publication.   

EXAMPLE: 

Strong, Larry. “The Learning Revolution.” Newsweek 28 Feb. 1994: 80-82. Print. 

 

Magazine Article Magazine Article ——  Online DatabaseOnline Database  
  

MLA FORMAT: 

Last Name, First Name. “Article Title.” Magazine Name Date of Publication: Page  

Number(s). Name of Database. Medium of Publication.  Date of Access.  

EXAMPLE: 

Monastersky, Richard. “Tsunami Forecasting: The Next Wave.” Nature 8 Mar. 2012:  

144-146. EBSCOhost. Web. 15 May 2012.  

  
Newspaper Article Newspaper Article ——  PrintPrint  
  

MLA FORMAT: 

Last Name, First Name. “Title of Article.” Name of Newspaper Date of Publication: Page  

Number. Medium of Publication.  

EXAMPLE: 

Quindlen, Anna. “Reading and Writing.” New York Times 13 Feb. 1994: B27. Print. 

  
Newspaper Article Newspaper Article ——  Online DatabaseOnline Database 

  

MLA FORMAT: 

Last Name, First Name. “Title of Article.” Name of Newspaper Date of Publication: Page  

Number. Name of Database. Medium of Publication. Date of Access. 

EXAMPLE: 

Quindlen, Anna. “Reading and Writing.” New York Times 13 Feb. 1994: B27.  

EBSCOhost. Web. 6 May 2010. 
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Reference Sources 
 

Encyclopedia Encyclopedia ——  PrintPrint  
  

MLA FORMAT: 

Last Name, First Name. “Title of Article.” Name of Encyclopedia. Year of Publication.  

Medium of Publication.  

EXAMPLE: 

Yelle, Roger V. "Jupiter." World Book, Inc. 2012. Print. 

 
Encyclopedia Encyclopedia ——  WebWeb--basedbased  
  

MLA FORMAT: 

Last Name, First Name. “Title of Article.” Name of Encyclopedia. Name of Publisher,  

Year of Publication. Medium of Publication. Date of Access.  

EXAMPLE: 

Yelle, Roger V. "Jupiter." World Book Student. World Book, 2012. Web. 2 Feb. 2012. 

 

Reference Book Reference Book ——  Online DatabaseOnline Database  
  

MLA FORMAT: 

Last Name, First Name. “Title of Article in Reference Book.” Title of Reference Book.  

Editor of Reference Book. # Edition. Volume #. City of Publication: Publisher,  

Year of Publication. Page span. Title of Database. Medium of Publication. Date of 

Access.  

EXAMPLE: 

Johnson, Eric A. "King, Martin Luther, Jr." International Encyclopedia of the Social  

Sciences. Ed. William A. Darity, Jr. 2nd ed. Vol. 4. Detroit: Macmillan Reference, 2008. 

267-269. Gale Virtual Reference Library. Web. 16 May 2012. 
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Book Sources 
TIP:  If no edition information is included in your source simply follow the period after the title with 
the city of publication.   
 

One Author One Author ——  PrintPrint  
 

MLA FORMAT: 

Last Name, First Name. Title of Book. # Edition. City of Publication: Publisher, Year of  

Publication. Medium of Publication. 

EXAMPLE: 

Green, Jen. The Life of Anne Frank. 3rd ed. New York: Penguin, 2006. Print.  

 
Two Authors Two Authors ——  PrintPrint  
  

MLA FORMAT: 

Last Name, First Name, and First Name Last Name. Title of Book. # Edition. City of  

Publication: Publisher, Year of Publication. Medium of Publication. 

EXAMPLE: 

Green, Jen, and Caroline Smith. The Life of Anne Frank. 3rd ed. New York: Penguin,  

2006. Print.  

  
Three Authors Three Authors ——  PrintPrint  
 

MLA FORMAT: 

Last Name, First Name, First Name Last Name, and First Name Last Name. Title of Book.  

 # Edition. City of Publication: Publisher, Year of Publication. Medium of Publication. 

EXAMPLE: 

Green, Jen, Tucker Fox, and Caroline Smith. The Life of Anne Frank. 3rd ed. New York:  

 Penguin, 2006. Print.  

  
Four or More Authors Four or More Authors ——  PrintPrint  
  

MLA FORMAT: 

Last Name, First Name, et al. Title of Book. # Edition. City of Publication: Publisher,  

Year of Publication. Medium of Publication. 

EXAMPLE: 

Green, Jen, et al. The Life of Anne Frank. 3rd ed. New York: Penguin, 2006. Print.  
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Corporate Author Corporate Author ——  PrintPrint  
  

MLA FORMAT: 

Corporation Name. Title of Book. # Edition. City of Publication: Publisher, Year of  

Publication. Medium of Publication. 

EXAMPLE: 

American Cancer Society. The State of Cancer in America. New York: Random House,  

 2010. Print.  
 
No Author No Author ——  PrintPrint  
  

MLA FORMAT: 

Title of Book. # Edition. City of Publication: Publisher, Year of Publication. Medium of 

 Publication. 

EXAMPLE: 

Encyclopedia of Ancient Egypt. New York: Penguin, 2002. Print.  
 

 
 

Primary Sources 
 

Primary Source Primary Source ——  Online DatabaseOnline Database  
 

MLA FORMAT: 

“Title of Primary Source (Year Created.)” Name of Database. Name of Database Company, 

 Year of Publication. Medium of Publication. Date of Access.  

 

EXAMPLE: 

"Robert E. Lee: Farewell to the Army of Northern Virginia letter (1865)." American History. 

 ABC-CLIO, 2012. Web. 2 Jan. 2012. 

 

 

 

Database Sources 
 

TIP:  Because databases contain sources that originate in many forms, you must write the 
publication information dictated by the type of source the information originated from (magazine, 
newspaper, or book).  Remember to include the name of the database where you found the source, the 
medium of the publication (Web), and the date of access.  If pagination is not available use “n. pag.” 
in place of page numbers.   
 

See specific examples of MLA format for database sources on pages 14-16. 
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The Research ProcessThe Research ProcessThe Research ProcessThe Research Process    

                        10 Easy Steps:10 Easy Steps:  
 

1) Select and narrow your topic 

2) Search for potential sources 

3) Evaluate and select sources 

4) Write your thesis statement 

5) Create a Working Bibliography 

6) Take notes from your sources 

7) Revisit your thesis and create an outline 

8) Draft your paper 

9) Revise your paper 

10) Create a Works Cited page 

Step 1:  Select and Narrow Your Topic 
 

 

 

 

 

 

 

COMMON TYPES OF RESEARCH PAPERS: 

• Historical:   

Interpreting primary sources/examining points of view about history 

• Literary Analysis:   

Critiquing literature 

• Scientific:   

Investigating and applying scientific data or information 

• General:    

Synthesizing various sources 

 

Select Your Topic 
 

Start by exploring possible topics.  You will want to pick something that really interests you.  
 

When you think you have found something that piques your interest, do some basic searches in the 

school’s databases to see what kind of information about your topic is available. 

The first thing you need to do is make sure you understand the assignment, 

since all research papers are not the same. 
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Narrow Your Topic 
 

You need to make sure your topic fits the scope of your paper. 

 

TOO BROAD VS. TOO NARROW: 

• If your topic is too broad, you may have a hard time deciding what to include.   

• If your topic is too narrow, you may wind up repeating information—this is not good! 

 

There are a variety of techniques for narrowing your topic to something focused enough to be 

manageable.  Below are two techniques you can try. 

 

Technique #1 - Linear Graphic Organizer 
• Begin with a broad topic 

• Select a narrower sub-topic within it 

• Combine them to define a focused research topic 
 

EXAMPLE: 
 
 

                roles of women as  
      portrayals of     disney’s portrayal       portrayed through 
    Women in society               of women in society              disney princesses 
 
 

NOW YOU TRY: 
 
 
 
 
 
 
 
 

Technique #2 - Mind Map    
• Begin with a broad topic in a center circle. 

• In circles radiating out from the central circle write subtopics of the broad topic.   

• In circles radiating out from the subtopics write sub-sub-topics.  

• Select one of the major subtopics—one that is interesting to you and for which enough sources are 
available, making it viable to be researched thoroughly. 

• Articulate this section of the mind map to define a focused research topic.    
 
 
 

EXAMPLE:           NOW YOU TRY: 



20 

 

Step 2:  Search for Potential Sources 
 

Keywords 
 

At the beginning of your research process, generate a list of keywords related to your research topic.   
 

Keywords are used for two things: 
• Identifying good sources 

• Locating useful information within sources 
 

IDENTIFYING GOOD SOURCES: 
You will use these keywords to search for sources in electronic library catalogues, online databases, 
and with Internet search engines. 
 

LOCATING USEFUL INFORMATION WITHIN SOURCES: 
Use the keywords you brainstormed at the beginning of the research process with these internal 
finding tools to locate information related to your research topic within sources. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Cherry-Picking 
 

When you are either searching for a source or within a source, you will discover words and phrases you 
didn’t include in your original keywords list.  To add new words related to your research topic to your 
keywords list is a technique known as cherry-picking.   
 
EXAMPLE:  If you are researching the American South before the Civil War, you may run across the 
word ‘antebellum.’  (The Antebellum South is the American South before the Civil War.)  If you didn’t 
include the word ‘antebellum’ in your original keyword list, you would add it to your keyword list and 
use it as you continue to search for sources and information.      

SOURCE TYPE INTERNAL FINDING TOOLS 

Books 

• Index 

• Table of Contents 

• Chapter headings 

• Bold-faced and italicized words 

Online Databases 

• Hyperlinked outlines of articles 

• Links to additional sources 

• Keyword search (basic and advanced options) 

• Headings 

• Bold-faced and italicized words 

Websites 

• Navigational links 

• Links to additional sources 

• About page 

• Keyword search  

• Headings 
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Broadening vs. Narrowing Search Results 
 

When performing a keyword search in an electronic catalog, an online database, or with an Internet 
search engine, there are techniques for optimizing your search results.   
 
When you use keywords and phrases with more general or ambiguous meaning, you will get more 
results.  This is a technique called broadening your search.   
 
When you use more specific keywords and phrases in a search you will receive fewer and more precise 
results.  This is a technique called narrowing your search.   
 
Different situations call for different techniques.  Collecting lots of results is ideal when exploring broad 
topics.  If you are looking for information on a specific topic and don’t want to be bothered with looking 
through irrelevant information, receiving fewer, more precise, results is better.   
 
 
 

 EXAMPLE: 

 
   

  Assignment Directions:  
  

  Write a two-page paper about a specific type of flower.   
  Include information about where it grows, its ideal  
  environment, and other flowering plants to which it is related.   
 
 
 

  STUDENT #1 – BROAD SEARCH 
 

  Andrew doesn’t know anything about flowers.  He goes into Facts On  
  File’s Science Online database and, using the basic search mode, types  
  in the keyword FLOWER.  He receives 400 results.   
 
  He explores the first couple of pages of results, opening and closing  
  articles, looking at pictures and finally settles on a flower commonly  
  known as the Night Blooming Cereus, a cactus flower that only blooms  
  at night in the American Southwest in June and July.  
 
 
 

  STUDENT #2 – NARROW SEARCH 
 

  Jake knows immediately that he would like to research the flower  
  commonly known as the Bird of Paradise, which was featured in the  
  movie Superman II.   
 
  He goes into Facts on File’s Science Online database and selects the  
  advanced search mode.  He types the keyword phrase BIRD OF  
  PARADISE FLOWER into the “with all these words” text box and receives  
  9 results, all related specifically to his topic.  
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Types of Sources and Where to Find Them 
 

All information, whether it’s found in print, on TV, or on the Internet is a potential source.  Regardless 

of the medium, if you collect information and use it in a research-based assignment, whatever you 

collected the information from is a source.  The most common information sources you will use in high 

school academic research are listed below with descriptions, tools for locating them, and advice on how 

to use them effectively.   
 

 

 

Type #1:  Books 

Books remain an excellent source of information across disciplines.  There are a wide variety of types 

including fiction, non-fiction, and reference, such as general and subject-specific encyclopedias.  The 

main question is where to find the books necessary to complete particular research assignments.   
 

Students of Waldwick High School can locate books to use for academic research in the school Media 

Center, at the public library, and at nearby academic and institutional libraries.     
 

SCHOOL LIBRARY:  WALDWICK MIDDLE-HIGH SCHOOL MEDIA CENTER 

Use the Media Center’s book catalog to search for print and electronic books at: 

http://library.waldwick.k12.nj.us/ 
 

PUBLIC LIBRARY:  WALDWICK PUBLIC LIBRARY—BCCLS 

Use the Bergen County Cooperative Library System’s (BCCLS) catalog to search for print books, 

magazines, journals, audio books, and DVDs.   
 

With a Waldwick Public Library Card you can (1) borrow books from the Waldwick Public Library and 

(2) order books from any of the 74 other libraries in the BCCLS system and have it delivered to the 

Waldwick Public Library for you to easily pick up.  

Use the public library catalog to search for print and electronic books at: 

http://www.bccls.org/  
 

The Waldwick Public Library also provides access to additional online databases, including EBSCO, 

INFOTRAK, JerseyClicks, and ProQuest.   

These databases are accessible from the Waldwick Public Library website: 

http://waldwick.bccls.org/  

TIP:  You must use a library card bar code to access these. 
 

OTHER LIBRARIES:  ACADEMIC AND INSTITUTIONAL LIBRARIES 

If you know the title of a book you would like to use for research, but discover it isn’t owned by the 

school Media Center or any of the public libraries that belong to BCCLS, you have two options.   

(1) Bring the title and author’s name to a librarian at the Waldwick Public Library.  BCCLS librarians can 

often search for and order books (or copies of excerpts) from outside the BCCLS system for you to 

borrow.  Or (2) search the WorldCat catalog.  WorldCat is a network of public, academic, and 

institutional library catalogs combined from all over the world.  You can search for a book owned by an 

academic or institutional library close to you by using a keyword search and your zip code.  When you 

locate the book, you can contact the library and ask if they will mail you a copy of an excerpt or how their 

borrowing policy works. 

http://www.bccls.org
http://waldwick.bccls.org
http://library.waldwick.k12.nj.us/
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Type #2:  Online Databases 

Online databases will likely become the most important source of information for you in high school, 

college, and very possibly in your career.  Databases are repositories of information from various other 

original sources, including newspapers, magazines, academic journals, government reports, subject-

specific encyclopedias, and non-fiction books, that are housed on the Internet.   
 

On the Internet there isn’t a tremendous amount of good and useful information that is easily accessible 

and available for free.  What is good and useful information?  It’s information that is trustworthy, 

current, and organized.  For example, the New York Times doesn’t offer all of the articles it has printed 

since 1851 for free on the Internet.  But various database companies have made deals with  the New York 

Times to house their articles, and make them available and searchable through their databases.     
 

The Waldwick Middle-High School Media Center purchases online databases to provide students with 

access to trustworthy, easily searchable sources and experience working with a research tool that will be 

increasingly important in their futures.   
  

There are links to all of the online databases the Media Center subscribes to on the Media Center 

Webpage:  http://goo.gl/IGpWs.  The databases are available in school and remotely (from any 

computer with access to the Internet) and they all share the same username and password. 

 

 

 

ONLINE DATABASES: 

EBSCO Host 

Particularly good source of magazine and newspaper articles, in addition to reference and primary 

sources.   

TIP:  Select FULL TEXT check box when searching in order to ONLY receive full length articles in your 

results.  
 

Facts On File 

Good source for history, health, science, literature, and career information. 
 

Gale Virtual Reference Library 

Contains a collection of non-fiction e-books.  Consists mainly of subject-specific encyclopedia articles.  

Spans disciplines.   
 

World Book Web 

Electronic edition of the World Book Encyclopedia.  World Book constantly updates the information, 

provides citations in MLA format at the bottom of articles, supplies hyperlinked outlines within articles 

for navigation, and is keyword searchable.   
 

ABC-CLIO Databases 

A collection of databases including Daily Life Throughout History, Issues: Understanding Controversy 

and Society, Pop Culture Universe: Icons Idols Ideas, World Geography, World Religions: Belief, 

Culture, and Controversy, World History: The Modern Era, and American History.  These databases 

provide access to primary sources, essays, and images.  When you open articles in these databases there 

are often links at the top of the column on the left side of the page with downward facing arrows.  Click 

on these arrows to discover more information sources related to the article topic.    

 USERNAME:  waldwick 

 PASSWORD:  warriors  

http://goo.gl/IGpWs
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Type #3:  Websites 

The Internet is an excellent source of information for research.  However, since anyone can publish on 

the Internet, you will run across a tremendous amount of unverified, incorrect information.  For this 

reason, you have to follow a process of evaluating websites to determine if they are credible enough to 

be used in an academic research assignment.  When using the Internet for an academic research 

assignment, it is critical that only websites that meet a high standard of believable credibility be used.  

Following are some tips for evaluating websites and identifying high-quality, credible information on the 

Internet.   

 

INTERNET TIP #1:  INTERNET PUBLIC LIBRARY (IPL) 

The Internet Public Library (ipl2) is a directory of websites spanning all topics that have been evaluated 

and vetted by librarians from all over the world.  It is keyword searchable and you can trust that any 

websites you discover using it contain credible information. 
 

Check it out at www.ipl.org. 
 

 

 

INTERNET TIP #2:  REPUTABLE SPONSORS 

There are several established, reputable organizations that sponsor educational and objective 

informational content on the Internet.  Websites sponsored by these organizations are credible and are 

worthy of being used as sources in academic research assignments.   

 

 

 

 

 
 

 

 

 

 
 

Not all established organizations that sponsor websites are unbiased.  Biased means to have an agenda 

or opinion; one that tries to persuade others to agree.  Unbiased means to seek objectivity, look at an 

issue in its fullness, and be disinterested in persuading people to agree with a particular “side.”   
 

The Annenberg Classroom has created a useful resource of background information on a number of 

organizations that sponsor information-rich websites.  These descriptions can help students critically 

analyze the information they collect from these organizations’ websites, with an understanding of their 

perspectives, agendas, and political leanings.   
 

TIP:  Visit the Annenberg Classroom’s “Critical Thinking Resources” at  

http://www.annenbergclassroom.org/page/all-critical-thinking-resources. 

SOME REPUTABLE WEBSITE SPONSORS: 
  

• Public Broadcasting Network (PBS) 

• British Broadcasting Corporation (BBC) 

• National Geographic 

• DiscoveryNews 
 

 

• HowThingsWork.com 

• History Channel 

• Cable News Network (CNN) 

• Information Please 

www.ipl.org
http://www.annenbergclassroom.org/page/all-critical-thinking-resources
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INTERNET TIP #3:  UNACCEPTABLE WEBSITE SOURCES (i.e. WIKIPEDIA) 

Wikipedia is a free, web-based encyclopedia.  Wikipedia is distinguished from other encyclopedias by the 
fact that anyone can edit it.  Wikipedia was founded in 2001 by Jimmy Wales and proclaims to have over 
21 million articles.   
 
While the information in some Wikipedia articles is correct, the fact that anyone can edit it anytime, the 
lack of a professional editorial process, its reliance on a volunteer workforce, and the continued 
frequency of inaccuracies in articles keeps it from being a viable source for an academic-level research 
assignment.   Academic assignments require a higher standard for sources than casual information 
gathering.   
 
TIP:  While Wikipedia articles themselves cannot be used as sources in academic research 
assignments, one can use the Notes, References, and External Links at the bottom of articles to discover 
credible sources.  Not all the resources mentioned in the Notes, References, and External Links of 
Wikipedia articles are trustworthy.  But by using the evaluation techniques outlined on page 27 you 
can explore these resources and judge which ones are credible.   
 
Websites sponsored by About.com, eHow, and YahooAnswers also show up frequently in web searches.  
The content for these websites is not produced by subject experts and there is little to no editorial 
process before being published on the Internet.    For these reasons websites sponsored by these 
organizations are not acceptable sources for academic research projects.   
 
INTERNET TIP #4:  INTERNET TERMS AND CONCEPTS 
When searching for websites that are trustworthy enough to be used for an academic research 
assignment, there are a couple of concepts and techniques that can be helpful.    

Domains 

The web address of a website is called the URL, or the Uniform Resource Locator.  The three letters you 

see at the end of a URL, after a period, are known as the domain.   

 

 

 

 

 

 

The domain can be an indication of what type of institution is sponsoring the website.   

The following chart shows common domains and what they represent: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DOMAIN INSTITUTION 

.com 
Commercial  
Used by for-profit organizations (businesses). 

.org 

Organization 
Used to reflect not-for-profit institutions.   
Can be owned by commercial institutions though. 

.net 
Network 
Can be any type of institution. 

.edu 
Educational 
A U.S. college or university. 

.gov U.S. Government 

.mil U.S. Military 
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Beware the tilde (~) 

Whether a website has a .com or a .edu in the URL does not mean it is automatically trustworthy.  A 

particular symbol you should keep your eyes open for is the tilde (~).  When you see a ~ in a URL, this is 

an indication that space on the website’s server has been shared with someone to make a personal 

website.  Institutions do not necessarily support or check what is published on personal website space 

connected to their server.  Do not use a website that has a  ~ in the URL as a source for an academic 

research assignment.  Beware the tilde!  

 

Google Advanced Search 

Google’s Advanced Search option provides ways to manipulate and target your Internet searching. 

http://www.google.com/advanced_search   
 

If in your results you keep receiving links to information you’re not interested in, you can put words you 

don’t want to see in your result in the “none of these words” field.  For example, if you are researching 

Vikings (the historical, sea-faring conquerors) and you keep receiving links to the Minnesota Vikings 

football team in your results, you can put the word “minnesota” in the “none of these words” field to stop 

having football links clutter your results.      
 

If you want to restrict your results to websites with a specific domain, you can type that domain into the 

“site or domain.”  For example, if you only want websites sponsored by the U.S. government type the 

domain “.gov” in the “site or domain” field.   

To ensure you’re using Google’s “Advanced Search,” 

make sure the words appear at the top of the page. 

Use fields like “none of these words”  

to reduce your results and weed out 

things you don’t want. 

To restrict results to websites 

with a specific domain, 

use the “site or domain” field. 

A reminder about  

image searching: 

Limit image searches 

by setting the 

“usage rights” field  

to “free to use or share.” 

http://www.google.com/advanced_search
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Step 3:  Evaluate and Select Sources 
 

It is important not only to locate sources, but also to evaluate if they are appropriate for your research 
assignment.  If a book was published 30 years ago or a website does not appear to have a professional 
design or visible sponsoring organization, the information from the sources may not be current or 
accurate.  You cannot blame inaccuracies on a source; you must be an active user of information by 
evaluating sources. 
 

Based on your evaluation you determine if a source is worthy of being used in an academic research 
assignment.  Following are a series of questions you can ask about a source to evaluate whether to use it 
for an academic research assignment.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you determine that most, if not all, the following statements are true for the content of a source, you 
may use that source for an academic research assignment. 
 

• Written by an expert on the topic. 

• Published recently enough to be considered current information on the topic. 

• Checked by professional editors before publication. 

• Created by a well-known, professional organization. 

• Identifies well-regarded references.   
 
 

CREDIBLE WEBSITES WILL TYPICALLY: 
 

• Easily communicate who or what organization created the website, either on the top or bottom or 
the homepage.   

• Have an About page that states their purpose, whether it be commercial, promotional, educational, 
or entertainment.   

• Identify when they were last updated, indicating to the reader the currency of the information it is 
providing.     

• Be designed in a clear, easily navigable, and user-friendly manner.   
 
 

POOR WEBSITES CAN: 
 

• Make it challenging to identify who or what organization created the website, or not indicate the 
creator at all. 

• Not clearly state their purpose or have no About page. 

• Either have been updated many years ago or will not indicate when they were last updated. 

• Have amateurish animation, pop-up boxes, or unintuitive navigation tools.   

DIMENSIONS: QUESTIONS: 

Authorship Is the writer an expert on the topic or an amateur? 

Currency What is the publishing or creation date of the source? 

Editorial Process What editorial procedures led to the final product? 

Publisher or Sponsor 
What organization published or sponsors the source?   
Is it a reputable or well-known organization? 

References 
Does the source have a list of references?   
Do the references seem reputable? 



28 

 

Step 4:  Write Your Thesis Statement 
 

A thesis statement is flexible until you write the final copy of your research paper.  Since it’s a work in 
progress, you’ll revisit it later and make changes if necessary. 
 
ASK YOURSELF: 

• What’s the most important thought I have about my topic? 

• What does my initial research say about my topic? 

• What’s the point of my paper? 

• What will my reader want to know about my topic? 
 
 
 
 
 
 
 
 
 
Remember, the more you know about your topic before you write your thesis statement, the easier it will 
be to write a strong and arguable thesis. 

 
FORMULA: 

 

YOUR TOPIC      +       YOUR ARGUMENT            = THESIS STATEMENT 
 

NOTE:  Your thesis statement may need tweaking—don’t worry if you need to refine it a few times.  

 
EXAMPLE: 

                       though many argue against the  
                    The princess character has      portrayal of women with the figure of 
roles of women as  evolved over time to show       the disney princess, this figure has 
portrayed through  +  a more realistic, independent,  =    evolved to show a more realistic, 
 disney princesses   & active agent of change.      Independent, and active agent of change. 
 

  (YOUR TOPIC)    +       (YOUR ARGUMENT)             =        (THESIS STATEMENT) 

 
NOW YOU TRY: 
 
 

 
 
 
 
 
 

 
 

 

 

WHAT A THESIS STATEMENT IS NOT: WHAT A THESIS STATEMENT IS: 

A thesis is not your topic. 

A thesis is not a fact about your topic. 

A thesis tells your position on your topic. 

A thesis prepares your reader for the facts 
that will prove your opinion is true. 

 

+  =  

YOUR TOPIC + YOUR ARGUMENT             = THESIS STATEMENT 
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Step 5:  Create a Working Bibliography 
 
As you evaluate and begin to select credible sources, create a Working Bibliography.   
 

This list acts as a helpful record of the sources you are considering, making it easy to view as many 
sources as possible and go back to the ones that seem the best when it comes time for note taking.   
 

The Working Bibliography should include all the citation information that would be required for source 
entries on the Work Cited page.  It can include additional information as well, that will make it easy to 
relocate the sources later, such as a book’s call number or website’s URL.   
 

WARNING: 
 

A Working Bibliography is not a Works Cited page. 
 

A Working Bibliography is a list of all the sources you are considering using in your research 
assignment.  You may not ultimately use all of these sources when you create your assignment. 
Only sources you do use in the assignment will be included in your final Works Cited page. 

 
 

EXAMPLE WORKING BIBLIOGRAPHY: 
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Step 6:  Take Notes from Your Sources 
 

In order to use the information you find during research, you need to record it in notes.  There are two 
common methods for recording notes:  writing on note cards or writing on note sheets.  
 

Whether you are using note cards or note sheets it is important to identify each note with whichever 
source they originated from (including the page number if the source has pagination.)   
This will make it easier to create in-text citations later.  
 

MLA identifies 3 types of notes:  quotation, paraphrase, and summary.  
 

TIP:  In addition to taking notes directly from your sources (i.e. quoting, paraphrasing, and 
summarizing), remember you should also jot down your own ideas and observations.  This will help 
you explain the information on which you take notes. 
 

Three Types of Notes: 
 

QUOTATION NOTES 
To use precisely the exact words, spelling, and punctuation from a source and put those words within 
quotation marks.  
 

Quotation: 
“In 1938, the year following Snow White’s release, 25% of women and 19% of men approved of married 
women working” (Davis 216). 
 

PARAPHRASE NOTES 
To note details and specific facts or ideas from a source, but to rephrase, restate, use synonyms, and not 
use consecutive words as they are arranged in the original (i.e. put into your own words.)      
 

Original Text: 
The Little Mermaid marked the return of both the princess and the fortunes of Disney animation.  Ariel, 
however, also heralded a period in which the designation of princess was less prim, more democratic.  
Propp’s definition of the princess has further, particular significance in analysis of Disney features, for 
his definitions were known by the studio. 
 

Paraphrase: 
Between the releases of Sleeping Beauty in 1959 and The Little Mermaid in 1989, Walt Disney also 
passed away.  His legacy lived on in the animation studio with the help of Team Disney.  Once Team 
Disney took over the princesses were no longer as proper or obedient.  With the character of Ariel, the 
archetype begins to rebel, demanding the opportunity to be the agent of her own life (Do Rozario 45). 
 
SUMMARY NOTES 
To describe a general idea, argument, or concept from a large section within a source.     
 

Original Text: 
Preproduction criticisms plagued Disney almost immediately, so much so that a number of significant 
changes occurred before the general audience caught a glimpse of the newest princess:  The PC 
watchdogs who scrutinize this movie since it was first released, and who reportedly succeeded at 
persuading bigwigs to change the title (originally The Frog Princess), the name of the protagonist 
(originally Maddy, feared to sound too much like “Mammy”), and her profession (originally a maid), 
seem to have entirely missed the forest for trees—namely, that Disney’s first black “princess” lives in a 
world where the ceiling on black ambition is firmly set at the service industries, and Tiana and her 
neighbors seem down-right zip-a-dee-doo-dah happy about that. 
 

Summary: 
Originally, the title of the movie was going to be The Frog Princess and Tiana’s name was going to be 
Maddy.  Due to negative implications and complaints from the African American community, they were 
both changed (Lester 296-97). 
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Two Methods for Taking Notes: 
 

Note taking is one of the primary skills that helps students avoid committing plagiarism.  Note taking 
helps students keep track of the sources from which they collect quotes, facts, ideas, and arguments.  
This enables students to properly cite their sources in-text and on the final Works Cited page, thus 
properly acknowledging their sources.   
 

There are many different ways to take notes.  After practicing several different methods of note taking 
throughout high school, you will become a more experienced researcher and be able to adapt your note 
taking style to suit you.  Below is a description of two common methods for taking notes. 
 

METHOD #1:  NOTE CARDS 
 

When using the note card method, you use index cards to record individual notes.  On each card you 
identify the sub-topic the note is supporting in your research assignment, the author of the source, and 
the page number where the note was found in the source.  Recording this information on the note cards 
enables you to keep track of where you found specific quotes and facts, so you can create the in-text 
citations and Works Cited page required to properly acknowledge your sources in your final version 
of the assignment.      
 
 
 
 
 
 
 
 
 
 
 
 
 
METHOD #2:  NOTE SHEETS 
 

When using the note sheet method, you write the citation information for a source at the top of a 
sheet.  Beneath it, write notes from only that source.  Include the page numbers where you found the 
notes within the source.  This helps you keep track of sources and where information is within your 
sources.  In turn, this makes it easier to create in-text citations and a Works Cited page for your 
assignment. 
 
 

Topic:  Sub-topic 
 

  

 Only write oneoneoneone note per card. 
 

        Quote, paraphrase, or summarize. 
 

                 (Author and page #) 
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Step 7:  Revisit Your Thesis and Create an Outline 
 

Revisiting Your Thesis Statement 
 

After collecting information on your research topic, you may realize that your original thesis 
statement no longer works.  For example, if there are a lot of people writing on the same exact thesis, 
you may want to add your own spin on the information.  Or, you may discover information that makes 
you look at your topic in a new way.  If this occurs, you should revise your thesis to make it fit your own 
ideas and the research.  Additional research may be required after you revise your thesis if you decide 
to explore a new angle on your topic.  
 

Creating Your Outline 
 

In the scheme of the research process, the outline is your first step towards organizing your notes and 
ideas.  Basically, it’s a framework that provides structure to your research so that it’s easy to write your 
first draft. 
 

Although each research paper is unique, there are fundamental elements of all research papers that you 
should consider including in your outline.  Remember, the more comprehensive your outline is, the less 
work you’ll have to do later. 
 

BEFORE YOU CREATE YOUR OUTLINE: 
Establish whether your teacher requires a formal MLA style outline or an outline that suits your 
individual style.  For details about how to format an MLA style outline, see the Appendix. 
 
 
 

Basic Outlining Advice: 
Introduction: 

• Begin with an interesting introduction strategy (a.k.a. attention-grabber) such as an anecdote, some 
historical context, or a shocking statistic. 

• Include a general overview of your topic that gradually gets narrower in focus. 

• Provide any useful background information the reader needs to know. 

• End with a strong and arguable thesis statement. 
 

Body: 

• Begin each body paragraph with a topic sentence that tells what the paragraph is about.   
Try using transition words for a smooth flow. 

• Include several pieces of evidence to support each of your reasons.   
(Be sure to include in-text citations with evidence you use in your outline so you can easily transfer 
the citations to your paper once you begin writing.) 

• Each piece of evidence should be introduced and explained. 

• End each paragraph by linking the ideas presented here back to your thesis. 

• Be sure to use various types of evidence—use a combination of quotes/paraphrase/summary/facts. 

• Think about where you will include and then refute counter evidence.   

• Also, make sure the order of your paragraphs makes sense—are you writing chronologically or in 
some other style? 

 

TIP:  Remember, a research paper is not a 5-paragraph essay, so the number of body paragraphs in 
your paper can vary. 
 
Conclusion: 

• Summarize the best points of your essay. 

• Restate your thesis in a new and interesting way. 

• Record any observations or conclusions you gathered from your research. 

• Make an extended connection that goes beyond the ideas set forth in your thesis. 
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Sample Outline 
 

EXAMPLE FORMAT FOR PAGE ONE OF AN MLA STYLE OUTLINE: 
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Step 8:  Draft Your Paper 
 

Once your outline is done, it will be easy to begin writing.  Remember that writing is a process and that 
you will probably make a lot of changes from your first draft to your final copy.  Embrace changes as you 
write and revise your paper—this shows that you are learning. 
 

Using your outline as a guide, begin writing your first draft.  Most of your work is already done; you just 
have to fill in the gaps of your outline as you write—using transitional phrases and sentences and adding 
necessary explanation should make this easy. 
 
REMINDER ABOUT CITATIONS: 

• It is important to include in-text citations as you write.  If you wait until the end to go back and 
add citations, you may make mistakes.   

• It is also a good idea to check off sources you actually cite on your Working Bibliography.  
(Once you’ve written your paper, you will convert this document to your Works Cited page.) 

 

NOTE:  Visit the integrating quotations document in the Appendix.  This will show you exactly how and 
when to introduce, explain, and cite quotations. 
 
 
 

Just for Fun 
 

Top 5 Questions Students Ask About Research Papers 
 

 

 

 

 

 

 

“What’s an MLA?” 

“Do I have to have a 

Works Cited page?” 

“HOW MANY 

PAGES?!?  5???  

OMG!!!” 

“Is ‘Wikipedia’ a 

scholarly source?” 

“Does spelling 

count?” 
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Step 9:  Revise Your Paper   
 

When you are satisfied with your first draft, take a break.  It is best to give yourself a day to mentally 
recover and be able to examine your own writing with a fresh perspective. 
 

Next, have a classmate, friend, parent, or anyone you trust to give you honest feedback to help you edit 
your paper. 
 
ASK THE PERSON WHO EDITS YOUR PAPER TO CONSIDER THE FOLLOWING:   

• What is the point of this paper? 

• How could this point be better expressed? 

• What information seems irrelevant? 

• What was not covered that you wish had been? 

• What information/sources need a better introduction? 

• What information needs better explaining? 

• Which parts of the paper interest you most?  Why? 

• What words, phrases, and/or sentences are unclear, vague, or wordy? 

• What sentences appear to be fragments? 

• How could the order of ideas in the paper be improved? 

• How could counterevidence be included or better refuted? 

• What are you reminded of when you think about the ideas in this paper? 

• How could the extended connection be made stronger? 

• How could grammar be improved overall? 
 
 
 

Step 10:  Create a Works Cited Page  
 

You are almost done with the research process— it’s time to turn your Working Bibliography into a 
Works Cited page.  Look at the entries on your Working Bibliography and delete the ones you did not 
cite in your paper.  Next, delete any summary notes from the remaining entries.  Finally. if you found 
additional sources and cite them in your paper, add entries for these sources to your Works Cited page.  
 

NOTE:  Go back to the Source Entry Formatting for a Works Cited Page section. 
 

If you have not done so already, add the Works Cited page to the document that contains your research 
paper.  It should appear as its own page and be numbered consecutively just like the other pages in 
your paper. 
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Research Assignment Student Checklist 
 

Use the following list as a tool to ensure that your paper adheres to the general guidelines set forth by 
this research manual.   

 

TIP:  Check your work against any specific guidelines your teacher gives you for each assignment.  

 

Heading, font, and margins are in MLA format. 

Introduction includes thesis and supporting subtopics. 

Body paragraphs have topic sentences. 

Quotes are introduced, cited, and explained. 

In the conclusion, the thesis is introduced in a new and interesting way. 

In the conclusion, the thesis is introduced a new and interesting way. 

In the conclusion the subtopics that support the thesis are referred to and 

connected to the final concluding thought. 

All research information gathered from sources and used in the assignment is 

cited with properly formatted in-text citations. 

The Works Cited page includes all the sources that have in-text citations, with 

properly formatted MLA citation entries. 

Grammar and spelling are correct. 

Sentences are clear and concise.  Demonstrates variety in word choice. 

The required number of sources is used in the assignment. 

Details and facts (i.e. evidence) from research are accurate, relevant, and 

support the thesis. 

The sustained argument of the assignment demonstrates an understanding of 

the topic. 
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Rubric for an MLA Style Research Report 
 

Use the following rubric as a tool to ensure that your work meets all criteria for a research report.   

 

TIP:  Check your work against any specific criteria your teacher gives you for each assignment.  

CRITERIA A B C D 

MLA 
Format 

Has proper font (Times New 
Roman size 12), has 1 inch 
margins, double spaces whole 
paper, includes proper head-
ing and proper page number 
in header 

Contains one to two 
mistakes 

Contains three to four 
mistakes 

Contains five or more 
mistakes 

Works 
Cited 
Page 

Works Cited Page is formatted 
properly. Source entries are in 
alphabetical order, cited par-
enthetically in the assignment, 
and contain all the necessary 
publication information re-
quired by MLA 

Contains one to two 
mistakes 

Contains three to four 
mistakes 

Contains five or more 
mistakes 
  

No Works Cited Page = 
automatic ZERO for as-
signment 

In-Text 
Citations 

All parenthetical citations are 
formatted properly.  They 
must refer to specific source 
entries on the Works Cited 
page. 

Contains one to two 
mistakes 

Contains three to four 
mistakes 

Contains five or more 
mistakes 

No In-Text Citations = 
automatic ZERO for as-
signment 

Research 

Uses a wide variety of 
sources and includes unique 
details and facts 

Uses a limited variety 
of sources but uses 
unique details and 
facts 

Uses a limited variety of 
sources and uses com-
mon or relevant de-
tails and facts 

Uses extremely limited 
sources OR use little or 
no relevant facts 

Introduction 

Uses interesting introduc-
tion strategy, includes strong 
thesis, and states subtopics 
supporting thesis 

Attempts to use an 
introduction strategy, 
includes a thesis, and 
states subtopics support-
ing thesis 

Tries to organize intro-
duction, includes thesis, 
has no subtopics support-
ing thesis 

Has limited organiza-
tion, has an unclear 
thesis, has no subtopics 
supporting thesis 

Body/
Transitions 

Stays on topic and supports 
thesis, paragraphs have topic 
sentences, includes at least 
one appropriate in-text cita-
tion per paragraph that is 
introduced and explained, 
concluding sentence refers 
back to thesis 

Paper is weak in one area Paper is weak in two areas Paper is weak in three or 
more areas 

Conclusion 

Refers back to introduction 
strategy, restates thesis in a 
new and interesting way, re-
fers to subtopics, and success-
fully extends, making a 
broader connection 

May not refer back to 
introduction strategy, 
restates thesis, refers to 
subtopics, attempts to 
extend to make a broader 
connection 

May not restate thesis in 
a new way OR refer back 
to subtopics OR lacks 
making a broader connec-
tion 

Conclusion is too short, 
does not restate thesis or 
subtopics, and does not 
extend to make a broader 
connection 

Grammar, 
Word Choice, 
and Sentence 
Structure 

Only one to three grammati-
cal and/or spelling errors, 
sentences are clear and con-
cise, varies sentence structure 
and word choice, uses correct 
tense and voice throughout 

Has four to six gram-
matical and/or spelling 
errors, sentences are 
clear and concise, has 
limited variety in sen-
tence structure and word 
choice, only has one to 
three errors in tense and 
voice 

Has seven to ten gram-
matical and/or spelling 
errors, most sentences are 
clear, lacking variety in 
sentence structure OR 
word choice, has four to 
ten errors in tense and 
voice 

Has eleven or more 
grammatical and spelling 
errors, several unclear 
sentences, lacking variety 
in sentence structure and 
word choice, has eleven 
or more errors in tense 
and voice 
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PowerPoint Presentation Design Student Checklist 
 

Use the following list as a tool to ensure that your presentation is of a high academic quality.  

 

TIP:  Check your work against any specific guidelines your teacher gives you for each assignment.  

 

PowerPoint begins with a title slide containing the title, authors’ names, the 

course, and the due date. 

Second slide contains the presentation objective and outline. 

Each slide demonstrates a specific thought. 

Each slide maintains consistency: background, heading and subheadings, 

font, color, animation, and borders. 

Title font size is readable and appropriate (36-40 points). 

Bullet text is readable and appropriate (no smaller than 24 points). 

Color contrast is readable and easy to see:   

 •     Dark backgrounds with light colored text 

 •     Light background with dark colored text 

Bold, shadow and italics appropriately highlight important ideas. 

Graphics (no more than 2 on a slide) are simple and relate to the slide theme.  

Bullet points are concise statements or phrases. 

     (No more than 2 lines per bullet, no more than 6 bullets per slide) 

In-text citations used as needed. 

Charts and graphs are clearly labeled and effective. 

Last presented slide provides a summary and recapitulation of major points. 

The last slide is the Works Cited.  It is shown, but not read to the audience. 
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Rubric for an MLA Style Presentation 
 

Use the following rubric as a tool to ensure that your work meets all criteria for an academic 
presentation.   

 

TIP:  Check your work against any specific criteria your teacher gives you for each assignment.  

 

 

CRITERIA A B C D 

Delivery 

Maintains professional body 
language.  Pays attention to 
posture and gestures, uses 
effective volume and voice 
inflection, and makes 
appropriate eye contact with 
audience 

Performs one to two 
mistakes 

Performs three to four 
mistakes 

Performs five or more 
mistakes 

Language 

Articulates ideas clearly, 
maintains focus, speech 
demonstrates effective flow 
and consistency 

Performs one to two 
mistakes 

Performs three to four 
mistakes 

Performs five or more 
mistakes 
  

Organization 
and 

Structure 

Introduction is engaging and 
interesting, uses examples 
that clearly support the 
argument, includes an 
effective conclusion/closing, 
and adheres to time limit 

Performs one to two 
mistakes 

Performs three to four 
mistakes 

Performs five or more 
mistakes 

Visual 
Aids 

Demonstrates attention to text
-to-image ratio and visual 
balance, color contrast of text-
to-background, and 
consistency of layout.  
Enhances presentation 

Demonstrates a lack of 
attention to one element 

Demonstrates a lack of 
attention to two elements 

Demonstrates a lack of 
attention to all the 
elements and fails to 
enhance the presentation 

Works 
Cited 
Page 

Works Cited Page is formatted 
properly. Source entries are in 
alphabetical order, cited 
parenthetically in the 
assignment, and contain all 
the necessary publication 
information required by MLA 

Contains one to two 
mistakes 

Contains three to four 
mistakes 

Contains five or more 
mistakes 

No Works Cited Page = 
automatic ZERO for 
assignment 

In-Text 
Citations 

All direct quotes have a 
parenthetical citation, are 
formatted properly, and refer 
to specific source entries on 
the Works Cited page 

All direct quotes have a 
parenthetical citation, 
are formatted properly, 
and refer to specific 
source entries on the 
Works Cited page 

All direct quotes have a 
parenthetical citation, are 
formatted properly, and 
refer to specific source 
entries on the Works Cited 
page 

All direct quotes have a 
parenthetical citation, are 
formatted properly, and 
refer to specific source 
entries on the Works Cited 
page 

No In-Text Citations for 
direct quotes = automatic 
ZERO for assignment 

Listening 

Behaves respectfully during 
classmates presentations and 
listens attentively 

Behaves respectfully 
during classmates 
presentations and  listens 

Behaves respectfully 
during classmates 
presentations 

Behaves disrespectfully 
and is disruptive 
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An abstract is a summary of a work’s contents, which usually appears at the beginning of a scholarly or 
technical article.  Databases and indexes often contain abstracts that can help you decide whether an 
article is relevant for your purposes. 
 
An annotated bibliography is a list of sources that includes one or more of the following:  summary, 
reflection, assessment.  The annotation (summary and/or evaluation) appears in paragraph form 
following each entry. 
 
An anthology is a collection of writings found in one book that are usually connected by a common 
topic, time period, or group of authors. 
 
Antithetical describes information that opposes a thesis statement.  This type of information should 
not be used without supplying a relevant reason for the counterevidence. 
 
Biased describes a way of thinking that is shaped by an opinion or an outlook that is influenced by 
personal judgment.  (Also see “Unbiased”) 
 
Credibility of a source has to do with how reliable the information is.  Evaluating the credibility of 
sources, especially Websites, is important so you know that information you’ll use in your research is 
valid, useful, and accurate.  Credibility can be determined by examining things like the author, publisher, 
date of publication, and documentation of source references.   
 
To cite is to give credit to a source.  Citing is mandatory in research.  See also:  internal citation or 
parenthetical citation.  
 
Counterevidence is information discovered while researching that clearly disagrees with one or more 
of the main points of your paper.  A successful paper includes counterevidence, but refutes it—you must 
explain why the evidence that supports your thesis is more convincing than the information that opposes 
your research. 
 
Date of access is the day you collected information from an electronic source.  Because information on 
the Internet is constantly changing, identifying the date of access is a requirement of MLA style. 
 
A database is a collection of information organized for retrieval.  Databases may contain bibliographic 
citations, descriptive abstracts, full-text documents, or a combination. 
 
A directory is a collection of reviewed web sites that have been arranged into topical categories and can 
serve as excellent starting point for navigating the Internet.  A popular directory is Yahoo!  Note:  A 
directory is different from a search engine. 
 
Evaluating is a process that entails looking at the characteristics of a source and forming a judgment 
based on those characteristics, such as whether a source is current and trustworthy enough to use in an 
academic assignment. 
 
An ellipse consists of three or four periods (three in the middle of a sentence, four at the end of a 
sentence) that indicate an omission of words, phrases, or sentences within quoted material. 
 
A full text document is a complete document contained in a database or on a Web site.  (Note:  
Illustrations and diagrams may be omitted from a full-text document.)  Many databases allow you to 
search within a full text document; this is recommended. 
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Hits are the results called up by a keyword search of a database, a Website, or the Internet.  Hits may 
also refer to the number of times a Website has been visited. 
 
An index, which is located at the back of a book, is an alphabetical listing of topics and the pages on 
which information about them can be found.  An index can also refer to an alphabetical listing of 
elements in a particular database. 
 
Internal finding tools are tools within a source that assist researchers in locating the information 
they want in the source (i.e. index, table of contents, hyperlinked outline, and navigation links). 
 
In-text citations or parenthetical in-text citations must be used at the end of a sentence or 
paragraph to document when you are using ideas or words from someone else’s work.  This helps you 
avoid plagiarism by giving credit to words, ideas, or information you borrow from a source.  Citations are 
created by placing relevant source information in parentheses after a quotation or paraphrase.  Citations 
usually include the author’s last name and page number where the information is found i.e. (Smith 25) 
or a shortened version of the title (in italics) and the page number where the information is found i.e. 
(25).  Omit page numbers if none exist.  Note:  Citations must correspond to the entries on your Works 
Cited page. 
 
A journal is a type of periodical usually sold by subscription that contains articles written for 
specialized or scholarly audiences. 
 
A keyword is a word used to search a library database, a Website, or the Internet.  Keyword searches 
often retrieve broad results through many database fields.  
 
The medium is the physical state of the source.  If a source is a print book, newspaper, or journal, it is 
identified as “Print.”  If the source is found on the Internet or within a database, it is identified as “Web.” 
 
Modern Language Association (MLA) style is most commonly used to write papers and cite 
sources within the liberal arts and humanities.  It is a style of writing that concerns itself with the 
mechanics of writing, such as punctuation, quotation, and documentation of sources; the general format 
of MLA research papers includes in-text citations, page numbers, and the Works Cited page. 
 
Notes are ideas, facts, statistics, and other information that are relevant to your research topic, which 
you record for future use.  Typically, you should write your notes on note cards or note sheets so that 
information is easy to transfer to your outline and eventually to your research paper.  Other note taking 
options, such as Internet tools, are also available.  
 
An outline is the framework used to organize your research (notes and ideas).  It should be completed 
after you’ve drafted your thesis statement and before you begin writing your paper.  A successful outline 
will help you structure your research paper and make it easy to identify information that doesn’t belong.   
 
To paraphrase is to note details and specific facts or ideas from a source (i.e. to put things in your own 
words).  Paraphrasing includes rephrasing, restating, using synonyms, but should not use consecutive 
words as they are arranged in the original source. 
 
Plagiarism is the use of ideas or words of someone or something else without giving credit. 
 
A quotation or quote is a phrase, sentence, or group of sentences that uses the exact words of another 
writer.  It must appear in quotation marks and be cited properly.  Note:  A quote is anything taken 
directly from a source; a quote is not limited to dialogue. 
 
A reference is a source used in research and mentioned by a researcher in a paper or an article. 
 
Results are what are called up by a search of a database, a Website, or the Internet.   
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A search engine is a program that allows you to search for material on the Internet or on a Website.  A 
popular search engine is Google.  Note:  A search engine is different from a directory. 
 
The scope of your research paper refers to the parameters of the topic you are studying.  The scope of 
your paper should be narrow enough so that you have a specific area of focus, but broad enough to in-
clude enough information to meet the minimum page requirements of your assignment. 
 
In research, a source is a document or other media from which you gather information about your 
topic.  In the initial stages of research, all sources should be listed on your working bibliography.  In your 
final paper, only sources that you actually cite in your paper will have entries on the Works Cited page.  
Note:  There are many types of sources available depending upon the type of research you are con-
ducting.  Remember to evaluate each source’s credibility. 
 
The source entry is the MLA style citation created for each research source on the Works Cited page. 
 
A sponsoring organization is the organization that pays for and/or maintains a website on the Inter-
net.  (i.e. PBS, U.S. Department of Education, or National Geographic)  
 
A summary is used to describe a general idea, argument, or concept from a large section within a 
source. 
 
Square brackets [ ] indicate that the writer assess a word or phrase within a quotation. 
 
A thesis statement is a concise sentence that sets forth your paper’s argument.  Everything in your 
paper should be linked back to the ideas in your thesis.   
 
A topic is the general idea or field you are researching (i.e. the focus of your research). 
 
Unbiased is a perspective that does not choose sides, nor does it present a single opinion.  This outlook 
strives to be informed by the multiplicity of views available and is most concerned with facts in a given 
situation. 
 
A wiki is a collaborative Website with content that is written by many contributors and that may change 
frequently.  Wikipedia, a collaborative online encyclopedia, is one of the most frequently consulted 
wikis; however, it is not considered a credible source of academic research. 
 
A Works Cited page should appear as a separate page after the last page of your paper; it alphabetically 
lists all of the sources you cite in your paper. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This glossary includes definitions that have been adapted from the following sources:   
 

"Welcome to the Purdue OWL." Purdue OWL. Purdue University, 2012. Web. 22 May 2012.  
 
Hacker, Diana, and Barbara Fister. "Glossary of Research Terms." Research and Documentation Online  
  
 5th Edition. Bedford / St. Martin's, 2010. Web. 22 May 2012.  
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