ST. MARCELLINUS S.S

SPIRIT ASSIGNMENT GUIDE
________________________________________________________________________

	CONTENTS


Preface









i

Plagiarism








ii

MLA and APA Format






ii

The Format of the Paper






1

Part A: MLA Format






2
1.
First Page Format






2

2.
The Following Pages






2
3.
Parenthetical References





3



3.1 Ellipsis






3


3.2 Brackets






3
4.
Quotations







3-5



4.1  Short Prose Quotations




4



4.2  Long Prose Quotations




4



4.3  Short Verse Quotations




4



4.4  Long Verse Quotations




5



4.5  Drama Quotations




5

5.
Works Cited







6-8

Sample MLA Works Cited list





9

Editing Checklist







10

Part B: APA Format






11

1.
Title Page







11

2.
The Following Pages






11

3.
Abstract Page







11-12

4.
Text








12

5.
Parenthetical References





13

6.
Quotations







13-14



6.1  Short Quotations





13



6.2  Long Quotations





13-14

7.
Reference Page






14-15

8.
Annotated Reference List





15

Sample APA Reference Page






16
Editing Checklist







17
                                            







i  

	Preface


This assignment guide is not intended to be a complete manual for documenting quotations, formatting a final product, and preparing the list of works cited.  Individual teachers may modify certain components to meet their specific course requirements.  Therefore, it will be the students’ responsibility to follow and employ differing instructions.

This guide was compiled by Ms. F. Piacente.  Special thanks to the Crusader Style Guide for APA documenting information.
ii
Documenting Sources 
	Plagiarism


Respect and honesty for someone’s ideas is essential in learning.  Thus, not to acknowledge another person’s ideas or opinions is to plagiarize, a form of stealing considered inexcusable.  That is, plagiarism is the theft of an idea; never submit a piece of writing written by someone else.  Always follow correct quotation format; always submit a list of works cited.  If you are ever in doubt about quoting material, consult your teacher.

	MLA and APA  Styles


The two main styles of documenting sources are the MLA (Modern Language Association) and the APA (American Psychological Association).
Here is a brief summary of the MLA and APA styles.
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	Common MLA and APA Format


	Paper


Use only white paper, 8½x11 inches.  All pages must be the same.  Do not glue items to any pages.

	Typing


All assignments must be typed and double spaced, including the list of works cited.  Type on one side of the paper.  Each assignment will have a properly formatted (typed) first page.  Font size must be 12, Times New Roman or Arial.  Use only black or blue ink.
	Margins


Leave 1” margins at the top and bottom and on both sides of the text.  Indent (tab) the first word of the paragraph five spaces from the left margin.

2
Documenting Sources
Part A
	MLA Format


	1.  First Page Format


Assignments in MLA do not use title pages.  Do not number the first page.
In the top left hand corner of the page, 1” from the top, type your name, your teacher’s name, the course code, and the date.  Double space between lines.

Double space and centre the title.  Double space between the title and the first line of the text.

Do not underline your title or enclose it in quotation marks or type it in all capital letters.  Only underline title of books and use quotation marks for short story titles.

	Stephanie Folino

Ms. Piacente

English 3C1-01

13 September 2005

Plagues in the Middle Ages

     In surveying various responses to plagues in 

the Middle Ages, Barbara W. Tuchman writes . . .



	2.  The Following Pages


The pages are numbered in the top, right hand corner, 1½” from the top and right justified.  Put your last name followed by one space and the number.

	                                                                   Folino 2

     A hero in classic literature can be clearly defined

as a man . . . 
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	3.  Parenthetical References


MLA documentation style uses parenthetical references within the text that refers to an alphabetical list of works cited.  Most often parenthetical reference consists of the 

author’s last name and a page number.
Wiesel recalls that the soup “tasted like corpses” (Wiesel 62).
If you mention the author’s name or the title of the work in your paper, only a page number is needed.


In Elie Wiesel’s Night, Wiesel questions his faith in God when he says, “And I 
heard a voice within me answer him: ‘Where is He?  Here He is – He is hanging
here on the gallows” (62).
3.1  
Ellipsis

Use ellipsis—three spaced periods—to indicate material omitted within a quotation .


“[T]he change in the hero must be not from misery to happiness, but, . . . from 

happiness to misery (Aristotle 25).
Use ellipsis after end punctuation to indicate material omitted at the end of a sentence.


Stradlater says, “No wonder you’re flunking the hell of here. . . .” (Salinger 41).

Use a single line of periods to indicate a line of poetry has been omitted.

3.2 
Brackets

Use square brackets to indicate that you have added words to a quotation, or altered the quotation so that it fits grammatically into your sentence.  See above 3.1, 4.3, and 4.4.
	4.  Quotations


Parenthetical reference is used to acknowledge the sources of quotations, ideas borrowed, or information summarized or paraphrased.  Remember, parenthetical reference consists of the author’s last name and a page number.
4 
Documenting Sources
4.1
Short Prose Quotations

Include four lines or less of prose smoothly and accurately into your paper.  Enclose the quotation in quotation marks.  Place the parenthetical reference after the quotation marks and before the final punctuation.


When Holden meets an adult, he is likely to say, “strictly phony” (Salinger 86).
4.2 
Long Prose Quotations
Set off quotations of more than four lines of prose by beginning a new line and indenting ten spaces from the left.
Introduce the quotation with a colon, comma, or no punctuation if the quotation is part of your original sentence.  Double space, do not use quotation marks, and place the parenthetical reference after the period.
Few people, if any, come up to his standards.  Only his friend, Jane Gallagher, 

gains his grudging approval:



She was a funny girl, old Jane. . . .   She was always



reading very good books.  She read a lot of poetry



and all.  She was the only one, outside my family, 



that I ever showed Allie’s baseball mitt to, with all

   

the poems written on it.  (Salinger 77)

Jane is very special to earn Holden’s trust in this way.

4.3 
Short Verse Quotations

Include three lines or less of poetry into your paper.  Use a slash with a space on each side to separate lines of poetry.  When citing a poem, give the line numbers (3-5); when citing a play, give the act, scene, and line numbers (2.4.293-299).

Furthermore, Goneril criticizes his knights by saying they are “[m]en so 
disordered, so debauched, and bold / That this our court, infected with their 

manners, / Shows like a riotous inn (Shakespeare 1.4.239-241).
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4.4
Long Verse Quotations
Set off quotations of more than three lines of poety (same as prose format).
Lear realizes that madness lies in worrying about one’s problems, and that 
salvation lies in thinking of others who suffer.  Lear thinks of the
                                   [p]oor naked wretches, wheresoe’er you are,

          


That bide the pelting of this pitiless storm,

                    
How shall your houseless heads and unfed sides,

          


Your looped and windowed raggedness, defend you

           


From seasons such as these?  O, I have ta’en

           


To little care of this!  (Shakespeare 3.4.35-40)

Here, he is not thinking of the people he knows, but . . . 
 4.5
Drama (Dialogue between two or more people)

Begin each dialogue with the character’s name indented ten spaces, written in capital letters.  Follow the name with a colon; indent subsequent lines three spaces.

A short time later Lear loses the final symbol of his former power, the soldiers 

who make up his train:



GONERIL:


Hear me, my lord



   What need you five-and-twenty, ten, or five



   To follow in a house where twice so many



   Have a command to tend you?



REAGAN:


What need one?



(Shakespeare 2.4.293-297)

Lear certainly . . . 
6 
Documenting Sources
	5.  Works Cited


Why Works Cited?  Parenthetical references refer to a Works Cited list that includes all the sources you refer to in your paper.

Begin the Works Cited list on a new page, continuing the page numbers of the paper.  Centre the title, Works Cited, 1” from the top of the page.  Do not underline the title.
Alphabetize the entries by the author’s last name or, if the author’s name is unknown, alphabetize by the title, ignoring the A, An, or The.
Double space the entire Works Cited list between and within entries.  Begin typing each entry at the left margin, and indent subsequent lines five spaces.

Each entry has three divisions – author, title, and publishing information – separated by periods*  
A book by a single author

Orwell, George.  Nineteen Eighty-Four.  London: Penguin Books, 1990.

A book by two or more authors

Darragh, Jones and Snyder, James S.  Museum Design: Planning and Building for Art.  
New York: Oxford University Press, 1993.
Two or more works by the same author
Findley, Timothy.  Pilgrim.  Toronto: Pebble Productions, Inc., 1999.

---.  The Wars.  Toronto: Clarke Irwin and Company Limited, 1977.

Include the author’s full name in the first entry; thereafter, use three unspaced hypens followed by a period to take the place of the author’s name.  Alphabetize the entries according to the titles.

A book with an edition
Williams, Joseph M.  Style: Ten Lessons in Clarity and Grace.  4th ed.  New York: 

HaperCollins College Publishers, 1994.

_____________

*The MLA Handbook for Writers of Research Papers shows a double space after all end punctuation.
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A book with an editor

Chaucer, Geoffrey.  The Canterbury Tales.  Ed. Margaret Kortes.  Toronto: Harcourt 

Brace, 1988.
A book with a volume number

Breasted, J.H.  Ancient Records of Egypt.  Vol. 5.  Chicago: University of Chicago Press, 

1906.

An article, short story, play, or poem in an anthology

Eliot, T.S.  “The Wasteland.”  Norton Anthology of Modern Poetry.  Ed. Richard Ellman 

and Robert O’Clair.  New York: Norton, 1973.  458-461.
Follow the year of publication with the inclusive page numbers.

A translation

Allende, Isabel.  Paula.  Trans. Margaret Sayers Peden.  New York: HarperCollins 

Publishers, 1995.

An article in a magazine

Eckler, Rebecca.  “Not a Good Time, Mom.”  Maclean’s  19 September 2005: 54.
An article in a newspaper

McCarthy, Shawn.  “Darwin v. intelligent design.”  The Globe and Mail  28 September 

2005: A1, A20.
An article in a reference book

Chiappini, Luciano.  “Este, House of.”  Encyclopedia Britannica: Micropedia.  1991.
You do not need to include publication information for well-known reference books.  Alphabetize under the topic and not the author of the article.
8 
Documenting Sources
	Electronic citations contain the date that the document was published and the date when you accessed the document.  Cite as much information as possible from a source followed by the Web site address or URL (universal resource locator).


An online source
The first date shows when the document was published; the second date shows when the document was accessed.

Yeats, W.B.   “The Second Coming.”  From The Academy of American Poets.  1995.  5 

October, 2005  http://www.poets.org/viewmedia.php/prmMID/15527.

An email source
McAllister, John.  E-mail to the author.  4 June 2005.
An interview

Wiesel, Elie.  Interview.  “A Wound That Will Never Be Healed: An Interview with Elie 

Wiesel” by Bob Costas.  Elie Wiesel Night with Related Readings.  2000: 81-106.
A review
Johnson, Brian D.  Rev. of Jacob Two-Two and the Dinosaur by Mordecai Richler, 

Maclean’s  7 June 1987: 25.

A lecture, a speech, an address, or a reading

Hillman, R.  “Pastoral Elements in The Winter’s Tale.”  Lecture.  York University, 

Toronto.  8 March 1989.
A film or videocassette

 Roman Holiday.  Dir. William Wyler.  Perf. Audrey Hepburn and Gregory Peck.  
Paramount Pictures, 1953.
	Sample MLA Documentation


The Works Cited list that follows uses the MLA documentation style.
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	                                                                                                                Marino  5
Works Cited

Buruna, Ian.  “Diana, Princess of Wales in 1982.”  Time  June 14, 1999: 34.
Canfield, Jack, et al.  Chicken Soup for the Preteen Soul.  Florida: Health 

     Communications, Inc., 2000.                                                               

Corey, Shana.  Joan of Arc.  New York: Random House Children’s Book Inc., 2003.
“Elizabeth 1 (1558-1600).”   December 6, 2004.

      http://www.britannia.com/history/monarchs/mon45.html.
Johnson, Linda Carlson.  Mother Teresa, Protector of the Sick.  New York: Rosen 

     Publishing Group, Inc., 1991.

Maxwell, Dr. John C.  21 Indispensable Qualities of  a Leader.  Nashville:  Thomas 

     Nelson, Inc., 1999.
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Documenting Sources
	Editing Checklist


· Use present tense verbs when discussing literature.

· Use past tense verbs when discussing historical events/figures.

· Support all points with specific examples from the work studied.

· Avoid plot summaries.

· Underline titles of novels and plays; place titles of poems and short stories in quotation marks.

· Refer to authors of works by their full names in your first reference and their last names in subsequent references.
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Part B

	APA FORMAT 


This style is commonly used for research papers in Social Science, Science, and Business Departments.

	1.  Title Page


In the right hand corner of the page, 1” from the top, type a short title and the page  number.
In the centre of the page, type the title of the paper.  Follow the title with your name, followed by the school’s name.  Double space between lines.

Do not underline your title or enclose it in quotation marks or type it in all capital letters.  
	                                                        Causes of   1
Causes of the Rise of Adolf Hitler

Alec Smart

St. Marcellinus




	2.  The Following Pages


The short title and the page number are typed in the top, right hand corner, 1½” from the top and right justified of all the pages.
	3.  Abstract Page


Page 2 is the Abstract for the paper.  It is a brief, comprehensive summary of the research paper.  The short title and the page number are typed in the right hand corner of the page.  

Type the Abstract as a single paragraph in block format.

Note:  the teacher may decide to make this page an option.  If so, page 2 will be marked as your first page of the text. 
12
Documenting Sources
	                                                      Causes of     2

Abstract

Adolf Hitler came to power in Germany as a 
result of a series of factors and events that 
occurred in Germany during the Great 

Depression.  These factors included a disastrous 
economic downturn in Germany accompanied by 
a feeling  . . .




	4.  Text


The text always begins on a new page.  Type the title of the paper and centre it at the top of the page.  Do not underline the title.

Subheadings may be used and are underlined.  Do not start a new page when using a subheading.

	                                                   Causes of     3

Causes of the Rise of Adolf Hitler

     The First World War had a devastating impact 

on Germany.  Millions of Germans lost their 

lives, the economy was in ruins, and the people of 

the nation felt humiliated.  Germans . . .  
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	5.  Parenthetical References


APA documentation style uses parenthetical reference to identify material that is not common knowledge.  Parenthetical reference should be found throughout each paragraph of a research paper.  The parenthetical reference simply consists of the author’s last name, the date, and a page number, in parentheses, within the text.

A typical reference of an entire work consists of the author’s name and the year of publication.

Hitler rose to power playing upon the psyche of the German people, a psyche he 

understood well (Taylor, 1965).
If the author is named in the text, only the year is cited.


According to A.J.P. Taylor (1965), Hitler understood well . . . 

If both the name of the author and the date are used in the text, parenthetical reference is not necessary.


In a 1990 article, Kershaw describes Hitler’s upbringing as . . . 

	6.  Quotations


Remember, all quotations require a parenthetical reference that simply consists of the author’s last name, the date, and a page number.  Place the period after the parenthetical reference.
6.1
Short Quotations

Short quotations (fewer than 40 words) are incorporated into the text and enclosed by double quotation marks.

Note:  if there is a quotation with a short quotation, enclose it in single quotation marks.


It was at Munich, in the local beer hall, that Hitler addressed the crowd, stating 

“Germans awake.  It is time to take back our pride” (Taylor, 1965, p.80).
6.2  
Long Quotations

Long quotations of 40 or more words are displayed in a double spaced block of lines with no quotations marks.  Indent five spaces (tab) from the left margin and type the entire 

14
Documenting Sources
quotation on the indented margin.

Note:  if there is a quotation within a block quotation, enclose it in double quotation marks.  


The night Hitler came to power saw a surge of patriotism in the streets.
     The streets of Berlin were thronged with masses of humanity.  People from all 

     across the Reich came to the German capital to celebrate with their new 

     leader Germany’s new awakening.  “It was an amazing evening, filled with 

     torch light parades and music.”  This sentiment was shared by millions of 

     people”  (Taylor, 1965, p.255).
	7.  Reference Page


All sources on the reference page must be referred to in the text of the paper and cited within that text.
The reference page always begins on a new page.  Centre the title on the page and double space between the title and the first entry.

Sources are listed in alphabetical order by author’s last name.  No numbering is used and all entries are double spaced.

Indent the first line of each entry five spaces.  Should the reference continue onto a second line, do not indent.

Each entry has four divisions – author, date, title, and publishing information – separated by periods
A book
Bullock, Allan. (1960).  Hitler: A Study in Tyranny.  London: Oxford University

Press.

A book by two authors
Bullock, A. and Kershaw, P.  (1985).  A Study of Nazi Germany.  New York: 

MacMillan Press.
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A periodical
Harris, T.  (1995, February).  “Fifty years after Hitler.”  Time Magazine.  85-87. 
A Web site
Johnson, B.  (1994).  Hitler’s Rise to Power.  [On-line].  Available:

http://cbc/ca.his/hitler.

A book with a volume number 
Morrison, G.  (Ed.).  (1975).  The Nazis.  (Vol. 2).  New York: Time-Life Books.

A film
Riefenstahl, L.  (Director).  (1935).  Triumph of the Will.  [Film].  Germany.

A newspaper article

Schmidt, F.  (1978, June 5).  “Why did Hitler become the leader of Germany?”  
The Toronto Star, pp. A1, A12.
No author
Webster’s New Collegiate Dictionary.  (1961).  Springfield, MA: G&C Merriam.

	8.  Annotated Reference List


The teacher may require an annotated reference list.  Here, a commentary is added below each reference that informs the reader of the virtues or shortcomings of the source.  The commentary begins on a new line, is double spaced, and is indented from the preceding line.  The commentary should be concise and can be written in sentence fragments.
	Sample APA Reference Page


The Reference page that follows uses the APA documentation style.

16
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References


Bullock, Allan.  (1960).  Hitler: A Study in Tyranny.  London: Oxford University 

Press.


Bullock, A., and Kershaw, P.  (1985).  A Study of Nazi Germany.  New York:  

MacMillan Press.


Harris. T.  (1995, February).  “Fifty years after Hitler.”   Time Magazine, pp. 85-

87.


Johnson, B.  (1994).  Hitler’s Rise to Power.  [On-line].  Available: 

http://cbc.ca.his/hitler.


Morrison, G. (Ed.).  (1975).  The Nazis.  (Vol. 2).  New York: Time-Life Books.


Riefenstahl, L.  (Director).  (1935).  Triumph of the Will.  [Film].  Germany.


Schmidt, F.  (1978, June 5).  “Why did Hitler become the leader of Germany?”  

The Toronto Star, pp. A1, A12.


Webster’s New Collegiate Dictionary.  (1961).  Springfield, MA: G&C. Merriam.
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	Editing Checklist


· Never use personal pronouns.

· Never address the reader as you.

· Use past tense verbs when discussing historical events/figures.

· Never use contractions.

· Never use slang.

· Refer to authors of works and persons by their full names in your first reference and their last names in subsequent references.

































