PREFACE

Each senmester in nost of their classes, Lackawanna Juni or Coll ege
students are routinely assigned witing projects whose type, style,
I ength, and degree of difficulty often differ considerably. To
conpl ete these assignnments successfully, students frequently need
gui dance regarding the format of a paper, the anount of personal
reflection or researched material it should contain, the criteria the
instructor will use in evaluating it, and so on. To clarify such
matters or answer individual questions point by point, the faculty and
adm ni stration of the Coll ege have authorized the preparati on and
publication of this LIC WRI TI NG GUI DE

Desi gned exclusively for student use, the GUI DE provides
direction on nost, if not all, witing assignnments given by the
faculty, and it organizes this information in an easy-to-follow
pattern, with only one assignnent explained per page. Faculty are
encouraged to use this guide in planning their witing assignnments and
students should rely on the guide as a necessary reference. Wenever a
writing assignnment is announced, students should consult the GUDE to
be sure they understand exactly what they have to do and how t hey
shoul d proceed in planning, conposing, editing, and typing the paper.

By its very nature, this GUDE refers to and, in sone cases,
reiterates inportant concepts covered in EN 100-106 and in EN 111
within the College's curriculum It does not in any sense, however,
substitute the instruction offered in these courses nor can it replace
t he t ext books, workbooks, or software utilized in them The GU DE
nmerely summari zes or capsulizes rel evant course content for the
conveni ence of each reader. Just as any other reference work does,
this bookl et assists the student by highlighting certain points that
each particul ar assignnent nmandates and that each instructor will | ook
for as he or she grades the paper. After review ng the GJ DE, each
student mnust devote to the assignnent the tinme, effort, and dedication
needed to fulfill its requirenents properly. Only the thorough
application of principles outlined in this GU DE can ensure the
successful conpletion of any witing task.

General Policy
Lackawanna Juni or College will not discrinmnate in its educationa
prograns, activities or enploynment practices based on race, col or,
national origin, sex, sexual orientation, disability, age, religion,
ancestry, union nenbership or any other legally protected
classification. Announcenment of this policy is in accordance with
State | aw, including the Pennsylvania Human Rel ati ons Act, and with
Federal law, including Titles VI and VII of the Cvil R ghts Act of
1964, Title I X of the Education Armendnents of 1972, Sections 503 and
504 of the Rehabilitation Act of 1973, the Age Discrimination Act of
1975, and the Anericans with Disabilities Act of 1990.
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« WRI TI NG ACRCSS THE CURRI CULUM e
LACKAWANNA JUNI OR COLLEGE

The adoption of the "Witing Across the Curriculum concept and
t he subsequent preparation of this student guide represent yet another
comm tnment to academi c excellence at Lackawanna Junior College. 1In
every discipline, faculty recognize witing as the nost advanced form
of communi cation. Consequently, they have inplenented a plan that
endeavors to foster skilled witing at every level of a student's
academ c experience at Lackawanna Juni or Col | ege.

Many i ndi vidual skills nust be mastered before effective witing
can be produced. Through the witing process, one can apply these
skills of effective |earning, problemsolving, self-direction, refined
reading and critical thinking. Witing then becones a | earning
process invol ving construction, analysis, interpretation and
comuni cati on of ideas, enpowering the student to disseninate
know edge nore effectively. The process also allows the application
of that know edge to career and life skills which will, in turn, help
graduates live, work and successfully conpete in society.

Quality witing is considered to be indicative of a person's
overall professional ability and potential. It also satisfies
personal and social needs. Wth this in mnd, faculty nenbers in al
di sci plines have authorized this handbook as a student guide to
required witing assignnents at the College. Further, The Guide
provi des consistency in the evaluation and assessnent of a student's
perfornmance by measuring it against the standards of academic
excel | ence mandat ed by the Coll ege.



e STANDARDS OF EXCELLENCE °

This checklist has been conpiled in order to ensure that a
student has considered the followi ng points requisite to skillful
writing and the successful conpletion of an assignnment. This [ist may

be used to

sel f-assess a conpl eted assignment prior to its subm ssion

to an instructor. The student witer may wi sh to consider the
requi rements for each grade category found on the foll owing page to
determ ne how hi s/ her assignnent fulfills the College's standards of

excel | ence.

__Introductory statenent and clear title

Topic is |limted and focused
Main idea is expressed in thesis sentence

Each paragraph devel ops single idea stated in the topic

sentence

___ Supporting details in each paragraph

Irrel evant ideas del eted

Transitional devices connect paragraphs and sentences
Par agraphs are wel | -organi zed and arranged | ogically
Concl usion restates or sunmarizes thesis

Edited for sentence structure; clear and conci se sentences,
each express a conpl ete thought

Edited for grammar (verb tense, S/V agreenent)

Edited for vocabul ary, checking for
vari ati on/ overuse/ m suse of words

__ Edited for spelling, using a dictionary and/or Spell Check

Al'l outside sources are properly referenced
Edited for punctuation
Edited for capitalization

Overal | appearance is acceptable



GRADI NG PYRAM D

A

The essay gives inaginative treatnent

to a significant and striking central idea. The plan

of the essay evidences a strategy for persuasion or exposition.
Generalizations are carefully supported. Details show

originality, freshness
and concreteness. Sentences show variety of pattern and are
rhetorically
effective. Style is authentic and denonstrates that ideas have
been interiorized.

B+/ B

The essay’s central idea is interesting and significant. The
organi zati on of the essay
denonstrates careful planning. Details are specific and sharp;
there is a concern for show ng rather
than just telling. Sentences show variety of purpose and
pattern. Diction is chosen wth awareness of audi ence and
pur pose.

C+/ C

The essay has a clear central idea. The plan of the essay is
clear with
an identifiable introduction and conclusion. GCeneralizations
are supported by details. Paragraphs are unified
and coherent. Transitions are clear. Sentences nake sense and
conformto conventional patterns. Subjects and verbs
agree. Pronouns agree with antecedents. Verb tenses are
consistent. Punctuation is conventional. Wrds are spelled
correctly.

D F

Central idea is weak or confused. Oganization is poor.

Par agraphs | ack unity and coherence. GCeneralizations are un-
supported by evidence. Sentence structure is confused. Errors
in usage, grammar, spelling or punctuation are frequent or
serious.



« TYPES OF RECOMMENDED WRI Tl NG ASSI GNMENTS e

St udent

| nstructor

Dat e Topi c
STYLE (Choose one)
Descriptive (gives a picture in detail)

Narrative (tells a story)

Persuasive (argues in an attenpt to convince)
Expository (gives information)

FORVMAT (Choose one)

Essay

Qutline

Busi ness Communi cati on(nmeno, report, letter)

Resune

Précis (a concise summary of essential points)

Book Report/Summary (form as specified by instructor)
Critique/Critical Essay

Interpretation of Prose or Poetry

Research Report

OTHER SPECI FI C REQUI REMENTS ( AS PER | NSTRUCTOR)

Dat e due Save for Portfolio NO YES
Nunber of pages Pagi nati on NO YES

Ref erral sources: NJ YES

M ni mum r equi r ed
Required referencing format: APA/ MLA/ OTHER:
Typed/ Wrd Processed Spacing: Doubl e/ Single
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VWHAT IS PLAGd ARI SM ?

Plagiarismis the presentation of soneone else s ideas or words
as one’s own. Plagiarismis also a breach of academc integrity.
Whet her deliberate or accidental, plagiarismis a serious and often
puni shabl e of f ense.

If a student has plagiarized in a course, the instructor retains
the right to discipline the student in proportion to the seriousness
of the act. As is made clear in The Lackawanna Juni or Col | ege
Catal og, plagiarizing in a course may result in the students being
dism ssed fromthe course. It is the responsibility of the student to
be aware of the consequences this offense carries, as it pertains to
each situation involving course work.

When writing any type of paper which requires research, a student
must credit the sources he/she has consulted. Any direct quote or
i dea taken from a book, magazi ne, newspaper, SIRS article, Internet
source, novies, television, tapes or periodicals nmust be cited. When
a student cites the work of another author for a research paper,
he/ she records the author’s |last nanme and the page containing the
information used. It is also necessary for the student to present a
conplete list of references on a Wrks Cited page at the end of the

paper .

Using material in part or whole obtained froma fell ow student’s
computer disk either for research or any other assignhnment is
consi dered pl agi ari sm



 Cl TATI ON REQUI REMENTS -

I nformati on obtained from anot her student’s paper, either in part or
whol e is considered plagiarism The following is a list of sources
that require citation

A direct quote

A statistic

An idea

Somreone el se’s opi nion
Concrete facts

I nformati on not comonly known

SRR R N

A direct quote is a phrase, sentence or sentences copied word
for word from anot her source.

A statistic is any nunerical information presented using a
per cent age.

An idea includes any concepts or principles derived from anot her

sour ce.
Exanpl e:
At the intersection of |anguage and culture lies a concept
that we might call “languaculture.”

(M chael Agar, Language Shock: Understanding the Culture of
Conversation [ New York: Mrrow, 1994] 60).

Someone el se’s opinion includes any opinion that is not one’s
own.

A concrete fact is precise information unknown to the author and
found in a source.

Informati on not commonly known pertains to any information which
must be researched to be di scover ed.

10



EXAMPLES

The followi ng two sentences present the difference between acceptabl e
i nformati on and pl agi ari zed i nformati on.

ORI G NAL:

PLAG ARl SM

PLAG ARl SM

DI RECT QUOTE:

PARAPHRASE:

The character and nentality of the keepers may be of
nore inportance in understanding prisons than the
character and nentality of the kept.

But the character of prison officials (the keepers) is
nore inportant in understandi ng prisons than the
character of prisoners (the kept).

I n understandi ng prisons, we should know nore about
the character and nentality of the keepers than of the
kept .

According to one critic of the penal system The
character and nentality of the keepers nay be of nore
i nportance in understandi ng prisons than the character
and nmentality of the kept” (Mtford 9).

One critic of the penal system maintains that we may
be able to learn nore about prisons fromthe

psychol ogy of the prison officials than fromthat of
the prisoners (Mtford 9).

11



HOW TO AVC] D PLAG ARl SM

Students shoul d observe these adnonitions as they prepare research
papers:

1. VWRI TE with your books CLOSED
DO NOT WRITE with a book or nmgazi ne open next to you

DON' T go back and forth taking ideas froma source and
writing your paper.

2. When you use a witer’s wordi ng—even a phrase—
ALWAYS put quotation marks around the witer’s exact words.

3. DON T | et your sources take over the essay. Tell what you know
well in your own style, stressing what you find nost inportant.
4. ALWAYS give credit for a fact, quotation, or opinion taken froma

book or other source. This is true even when you use an idea
from anot her source.

12
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THE ESSAY

The essay is as difficult to define as the paragraph, but the
par agraph definition gives us a framework. Consider the follow ng:

The devel opnental paragraph is a group of sentences, each with
the function of stating or supporting a controlling idea called
the topic sentence.

The main parts of the devel opnental paragraph are the topic sentence
(subject and treatnent), support (evidence and reasoning), and, often,
the restated topic sentence at the end. Now let’s use that framework
for the essay:

Thus,

The essay is a group of paragraphs, each with the function of
stating or supporting a controlling idea called the thesis.

The main parts of the essay are:

| NTRODUCTI| ON: carries the thesis, which states the controlling
i dea—uch |ike the topic sentence for a paragraph
but on a larger scale.

DEVEL OPMENT: evi dence and reasoni ng—the support.

TRANSI TI ON: poi nts out divisions of the essay (seldomused in
the short essay).

CONCLUSI ON: an appropriate endi ng—eften a restatenent of or
reflection on the thesis.

consi dered structurally, the paragraph is often an essay in

mniature. For college witing, a good understanding of the paralle
bet ween a wel | -organi zed paragraph and a wel |l -organi zed essay is
useful .

14



ESSAY TYPES

Identify your essay type:
Descri ptive

Exposi tory
/\rgunentative

hbfrative.

A Description creates a word picture. It is either
obj ective, subjective, or a conbination of both styles;
that is, it provides a factual picture of something or it
shares an inpression or feeling.

B. Exposition is the nost comon strategy for devel oping a
nmessage. Essentially, it explains a witer's viewpoint.
Strategi es of exposition can be divided into nore specific
plans: illustration, classification, process analysis,
cause-ef fect anal ysis, conparison/contrast and definition

C. Argunent strives to persuade readers that your stand on an
issue is valid. Renmenber, the main point in an argunent is
debat abl e.

D. Narration tells a story or depicts a series of related
events, usually in chronological order. It alnost always

makes a clear and definite point, relying heavily on
descriptive details to make the events vivid.

Identify your topic and essay type; then Iimt and focus.
Brai nstorm for rel evant details and categori es.

Wite your first draft

A Qutline: topic sentences > supporting details

B. Fromthe outline, devel op your introduction and thesis

C. Form the body with paragraphs, each devel oping a
singl e idea

D. Wite your conclusion

Edit your work (refer to the Standards of Excell ence)

Revi se- I nprove what has been witten. Revision is vital in the
writing process. Learning from mi stakes and correcting them can
only inprove a student’s writing.

15



QUESTI ONS FOR PREWRI Tl NG

DEVI SI NG A THESI S SENTENCE

A thesis is the main point witers nmake in their essays. It ties
t oget her and governs the material within the body of the paper..

1. A thesis can usually be stated in one conpl ete sentence.

2. A good thesis nmakes a statenent, that is, gives an opinion
or attitude about the facts.

3. A good thesis is |imted, that is, the idea stated nust be

one that can be clearly explained, supported, and
illustrated in the space called for.

A good thesis is appropriately focused.

A good thesis is precise.

A good thesis is nost often found in the opening paragraph
of an essay.

oo s

FOCUS QUESTI ONS:

1. Why do you want to tell readers about this subject?
2. What will you say that is new about this subject?
3. What primary question will your paper answer?

DEVELCPI NG YOUR THESI S SENTENCE

1. What interrogatory word does your question begin with (such
as how, why, when, who, and what)?
2. Do you ask a yes/no question (beginning with words such as

is, was, were, does, has, have, and other verbs)? If so,
revise it to begin with an interrogatory word.

3. What net hod of devel opnent does your question inply? Here
are some sanples. You can suggest others.

How? Means, method, process

Vhy ? Reasons, causes, explanations

What ? Descri ption, causes, explanations

What (or why) shoul d? Reasons, persuasion

What (or why) can? Expl orati on, explanation

What (or why) will? Prediction, threat, prom se

VWhat (or why) nmust? (Future) necessity, urgent, persuasion
(Past) conjecture, means, process

Who? I dentification, praise, blane

16



QUESTI ONS FOR REVI SI ON

REVI SI NG YOUR THESI S SENTENCE OR STATEMENT OF PURPGCSE:

What question does your paper answer?
State the answer to that question in a single sentence.

Conpare that sentence to your thesis or purpose statenent.
Are they simlar?

Rewrite your statement to assert the idea that answers your
guesti on.

REVI SI NG YOUR DEVELOPMENT:

5.

7.

Underline the key words of your thesis or purpose statenent
and nunber your paragraphs.

For each paragraph, wite a sentence that tells how the
par agr aph supports your thesis.

Exami ne your sunmari zi ng sentences:

(I'rrel evant paragraphs) What key words of your thesis are
repeated? |f none, you may have irrel evant paragraphs and | ack
of coherence.

Do all your summary sentences relate to your thesis? If
not, adjust your paragraphs by deleting or revising as
necessary. \Wich summary sentences omt needed support of
your thesis? Add what is needed in your paragraphs.

(Coherence) Which summary sentences do not fit logically
fromone to another? Consider rearrangi ng your paragraphs
or adding transitional sentences that relate the ideas
stated in your summary sentences.

REVI SI NG YOUR CONCLUSI ON:

8.

Does your conclusion restate the answer to your question?
If not, revise. Please note that you do not want an exact
restatenent; you want a paraphrase/reinforcenent.

Does your conclusion tie together the support of your

thesis or purpose statenent? |If doing so would nmake a nore
forceful conclusion, revise.

17



e SPECI AL PARAGRAPHS W THI N THE ESSAY e

| NTRODUCTI ONS
An introductory paragraph or introductory paragraph unit (a
nunber of paragraphs at the begi nning of the essay whose purpose
is to introduce the subject) has various functions, including
gai ning reader interest, indicating or pointing toward the
thesis, and noving the reader snmoothly into the body paragraphs,
t he devel opnental paragraphs. The introductory methods are
varied. They i ncl ude:

1. Direct statenent of the thesis
2. Interesting details

3. Definition

4. Quot ati on

5. A shocki ng st at enment

6. Question

7.

An anecdote or personal experience

DI RECT STATEMENT OF THESI S
An increasing nunber of nmidlife wonmen are reentering the workforce,
pursui ng col | ege degrees, and getting nore involved in the public
arena. Several |abels besides "mdlife" have been attached to this
type of person: the nature woman, the ol der woman, and, nore
recently, the re-entry wonan. By definition, she is between thirty-
five and fifty-five years old and has been away from the business
or academ c scene anywhere fromfifteen to thirty years. The
academ c comunity, the nedia, marketing people, and enployers are
giving her close scrutiny, and it is apparent that she is having a
greater inpact on our society than she reali zes.

Jo Ann Harris

| NTERESTI NG DETAI LS

It is Friday night at any of the ten thousand watering hol es of the
smal | towns and crossroads ham ets of the South. The roomis a
cacophony of the ping pong-di ng-di ngdi ng of the pinball machine,
the pop-fizz of another round of Pabst, the refrain of "Red Necks,
White Socks and Bl ue Ri bbon Beer" on the juke box, the insolent
roar of a souped-up engine outside and, above it all, the sound of
easy | aughter. The good ol e boys have gathered for their fraternal
ritual -the aimess diversion that they have elevated into a life-
styl e.

Bonni e Angel o, "Those Good O e Boys"

18



DEFI NI TI ON

You are conpletely alone in a |large open space and are struck by a
terrifying, unreasoning fear. You sweat, your heart beats, you
cannot breathe. You fear you nmay die of a heart attack, although you
do not have heart disease. Suppose you decide you will never get
yourself in this helpless situation again. You go hone and refuse to
| eave its secure confines. Your famly has to support you. You have
agor aphobi a a disabling terror of open spaces.

"Controlling Phobias Through Behavi or Modification"

QUOTATI ON

The director of the census nmade a dramatic announcenent in 1890.
The Nation's unsettled area, he reveal ed, "has been so broken into
by isol ated bodies of settlenment that there can hardly be said to
be a frontier line." These words sounded the cl ose of one period of
Anerica's history. For three centuries before, nen had marched
westward, seeking in the forests and plains that |ay beyond the
settled areas a chance to begin anew. For three centuries they had
driven back the wilderness as their conquest of the continent went
on. Now, in 1890, they were told that a frontier line separating
the settled and unsettled portions of the United States no | onger
exi sted. The west was won, and the expansion that had been the nost
distinctive feature of the country's past was at an end.

Ray Allen Billington, “The Frontier D sappears”

SHOCKI NG STATEMENT
It's like Pearl Harbor The Japanese have invaded, and the U S. has
been caught short. Not on guns and tanks and battl eshi ps-those are
yest erday' s weapons-but on nmental nmight. In a high-tech age where
nations increasingly conpete on brai npower; American schools are
producing an army of illiterates. Conpanies that cannot hire enough
skilled workers now realize they nust do sonething to save the
public schools. Not to be charitable, not to pronote good public
rel ati ons, but to survive.
Nancy Perry, "Saving the Schools: How Busi ness
Can Hel p"

QUESTI ON
When you | eave your apartment or house, do you begin to fee
better? If you | eave for a weekd4ong trip, do you find your head
clears, your mgraine disappears, dizziness stops, your aches and
pai ns subsi de, depression fades away, and your entire attitude is
better? If so, chem cal pollution of the atnosphere in your home
may be making you ill.
Marshal | Mandell, "Are You Allergic to Your
House?"

19



AN ANECDOTE OR PERSONAL EXPERI ENCE
My nother used to have a little china cream and sugar set that was
given to her by a wonan who later killed her children with an axe.
It sat cheerfully in the china cabinet, as inadequate a synbol as
have ever seen of the dark nysteries within us. Yet at least it was
there to remind us that no matter how nuch Jesus wanted us for a
sunbeam we would still have sone day to cope with a deeper reality
than conmon sense could explain. It stood for strange cars not to
get into, running shoes to wear when you were out alone at night
and the backs of Chinese restaurants you were not supposed to go
i nto.
Mari an Engle, review of The Goddess and O her Wnen by
Joyce Carol QCates

Al t hough the preceding nethods are effective, sonme others are

i neffective because they are too vague to carry the thesis or

because they carry the thesis in a nmechanical way. The mechanica
approach may have nerit in directness and explicitness, but it usually
di sengages the reader’s inmgination and interest.

AVO D The purpose of this essay is to wite about the need for
strong national |aws agai nst drunk driving.

AVA D: I will nowwite a paper about the need for strong national
| aws agai nst drunk dri ving.

THE BODY
The body of a paper provides support for the thesis presented in
the introduction. Body paragraphs develop the witing plan or
outline and should | ead readers logically fromone section to
anot her wi t hout causi ng confusion.

TOPI C SENTENCES
One nmet hod of | eading your reader is to wite clear topic
sentences for each paragraph. A topic sentence is to a paragraph
what a thesis is to a paper: It expresses the central idea of the
par agraph. The remai nder of the paragraph gives proof of the
topic sentence. |If you work froma sentence outline, you may
find that the sentences indicating major divisions serve well as
topi c sentences. Wether you use sentences fromyour outline or
create new ones, the topic sentence should clearly convey to
readers the ideas of each paragraph

DEVELOPMENT BY DESCRI PTI ON
In a sense, all witing consists of collecting and organi zi ng
descriptive details. Attention to details beconmes of primary
i nportance in descriptions of people, places, or things; when
descri bing a process, or in enunerating facts.

20



DESCRI BI NG A PLACE
The roomin which I found nyself was very large and lofty. The
wi ndows were |ong, narrow, and pointed, and at so vast a distance
fromthe black oaken floor as to be altogether inaccessible from
within. Feeble gleans of encrinmsoned |ight made their way
through the trellised panes, and served to render sufficiently
di stinct the nore prom nent objects around. The eye, however,
struggled in vain to reach the renoter angles of the chanber or
the recesses of the vaulted and fretted ceiling. Dark draperies
hung upon the walls. The general furniture was profuse,
confortless, antique, and tattered. Mny books and nusi cal
instrunents |ay scattered about, but failed to give any vitality
to the scene. | felt that | breathed an atnosphere of sorrow
An air of stern, deep, and irredeenmabl e gl oom hung over and
pervaded al | .

From “The Fall of the House of Usher” by Edger Allan Poe.

DEVELOPMENT BY COVPARI SON
Conmpari son papers require careful planning. Is it nore effective
to conpare sentence by sentence, in alternating paragraphs, or in
larger units? You nmay often have to experinment to find the best
nmethod. | n nore conplicated papers, you nust plan the order of
your points very carefully.

PARAGRAPH- BY- PARAGRAPH COVPARI SON

Grant and Lee net in the parlor of a nodest farmhouse in
Appomattox, Virginia, on an April Sunday in 1865. It is doubtful
whet her any two Anericans coul d have been nore different.
Probably their only simlarities lay in that they were both nen
and general s.

Lee was tall, handsone, inposing, dressed in a fine uniform
with a sword at his side. He was an Anerican aristocrat,
representative of the leisure class, still dreamnm ng dreans of
kni ght hood and the Age of Chivalry. He stood for famly,
culture, tradition. He represented the | anded gentry with their
| ove for order and their determnation to maintain the status
quo. They were dignified, arrogant, and anmbitious. They owned
vast tracts of |land and thousands of slaves. Lee was noble in
defeat, yet tragic in that he represented that which could no
| onger survive.

G ant, the son of a tanner on the Western frontier, was
rough, undersized, dressed in working clothes and nud-spattered
boots. He wore a private's blue coat and was swordl ess. He was
representative of the restless, creative, vibrant frontiersnen
who had, barehanded, conquered and planted and built. Now they
were ready to assert thenselves in helping to direct the affairs
of the nation. A wild cross-section of raganuffin denocrats with
a small “d,” they cared little for the traditions of the past,
but they saw a great new, powerful country, ruled by the people
who woul d dare to build it. They were nore than two general s
signing a peace treaty. They were the past and the future.

Bruce Catton, “Grant and Lee: A Study in Contrasts”

21



DEVELOPMENT BY EXAMPLES
It is often easier to explain things by neans of exanples than in any
other way. This nmethod is used in the foll owi ng excerpt.

“Courtship Through the Ages”

by
Janmes Thur ber

Surely nothing in the astonishing schenme of |ife can have
nonpl ussed Nature so nuch as the fact that none of the fenales of any
of the species she created really cared very nmuch for the male, as
such. For the past ten mllion years Nature has been busily inventing
ways to make the nmale attractive to the female, but the whol e business
of courtship, fromthe marine annelids up to man, still |unbers
heavily along, |like a conplicated nmusical conedy. | have been reading
the sad and absorbing story in Volunme 6 (Cole to Dama) of the
Encycl opedia Britannica. In this volume you can learn all about
cricket, cotton, costune designing, crocodiles, crown jewels, and
Col eridge but none of these subjects is so interesting as the
Courtship of Aninals, which recounts the sorrowful lengths to which
all males nust go to arouse the interest of a | ady.

We all know, | think, that Nature gave nan whi skers and a
nmustache with the quaint idea in mnd that these would prove
attractive to the fenmale. W all know that, far fromattracting her,
whi skers and nustaches only nmade her nervous and gl oony, so that man
had to go in for somersaults, tilting with |ances, and perform ng
feats of parlor magic to win her attention; he also had to bring her

candy, flowers, and the furs of animals. It is commbn know edge that| 1°'Exanpl eS

in spite of all these "love displays" the nale is constantly being
turned down, insulted, or thrown out of the house. It is rather
conforting, then, to discover that the peacock, for all his gorgeous
pl umage, does not have a particularly easy time in courtship; none of
the males in the world do. The first peahen, it turned out, was only
faintly stirred by her suitor's beautiful train. She would often go
quietly to sleep while he was whisking it around. The Britannica tells
us that the peacock actually had to learn a certain little trick to
wake her up and revive her interest: he had to learn to vibrate his
quills so as to nmake a rustling sound. In ancient tines man hinself;
observing the ways of the peacock, probably tried vibrating his

whi skers to make a rustling sound; if so, it didn't get himanywhere.
He had to go in for something el se; so, anong other things, he went in
for gifts. It is not unlikely that he got this idea fromcertain flies
and birds who were maki ng no headway at all with rustling sounds.

One of the flies of the fam |y Enpidae, who had tried everything,| Exanple 2

finally hit on something pretty special. He contrived to nmake a
glistening transparent ball oon which was even | arger than hinself.
Into this he would put sweetneats and tidbits and he would carry the
whol e el aborate envel ope through the air to the lady of his choice.
This anused her for a tine, but she finally got bored with it. She
demanded silly little colorful presents, sonething that you couldn't
eat but that would | ook nice around the house. So the nale Enpis had
to go around gathering fl ower petals and pieces of bright paper to put
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into his balloon. On a courtship flight a nale Enpis cuts quite a
figure now, but he can hardly be said to be happy. He never knows how
soon the female will demand heavi er presents, such as Roman coins and
gold collar buttons. It seens probable that one day the courtship of
the Enpidae will fall down, as man's occasionally does, of its own

wei ght .
The bowerbird is another creature that spends so nmuch tine c urtin?
the femal e that he never gets any work done. If all the male Exanple 3

bower bi rds became nervous wecks within the next ten or fifteen years,
it would not surprise me. The fenal e bowerbird insists that a

pl ayground be built for her with a specially constructed bower at the
entrance. This bower is nmuch nore el aborate than an ordinary nest and
is harder to build; it costs a lot nore, too. The female will not cone
to the playground until the male has filled it up with a great many
gifts: silvery leaves, red | eaves, rose petals, shells, beads,

berries, bones, dice, buttons, cigar bands, Christmas seals, and the
Lord knows what el se. Wien the fermale finally condescends to visit the
pl ayground, she is in a coy and silly nood and has to be chased in and
out of the bower and up and down the playground before she will quit
giggling and stand still | ong enough even to shake hands. The male
bird is, of course, pretty well done in before the chase starts,
because he has worn hinmself out hunting for eyeglass | enses and
begoni a bl ossons. | inagine that many a bowerbird, after chasing a
female for two or three hours, says the hell with it and goes hone to
bed. Next day, of course, he tel ephones soneone el se and the sane
trying ritual is gone through with again. A nmale bowerbird is as
exhausted as a nightclub habitué before he is out of his twenties.

The nmale fiddl er crab has a somewhat easier tine, but it can
hardly be said that he is sitting pretty. He has one enornously | arge
and powerful claw, usually brilliantly colored, and you m ght suppose
that all he had to do was reach out and grab sone passing cutie. The
very earliest fiddler crabs may have tried this, but, if so, they got
sl apped for their pains. A fenale fiddler crab will not tol erate any
caveman stuff; she never has and she doesn't intend to start now. ..
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CONCLUSI ONS

Your concl udi ng paragraph should give the reader the feeling that you
have said all that you want to say about your subject. Like

i ntroductory paragraphs, conclusions can be quite varied. Sone

ef fective ways of concluding a paper are:

Conclude with a final paragraph or sentence that is a |ogica
part of the body of the paper; that is, it functions as part of
the support. |In this case, the paper requires no form
conclusion. This formis nore conmon in the published essay than
in the student essay.

One day he hit me. He said he was sorry
and even cried, but I could not forgive him W got a divorce.
It took me a while before |I could | ook back and see what the
causes really were, but by then it was too |ate to make any
changes. Mari a Canpos,
From an essay
on “Divorce”

Conclude with a restatement of the thesis in slightly different
wor ds, perhaps pointing out the significance and/ or making
applicati ons.

Don’t blane it on the referee. Don't even
blame it on the fight managers. Put the bl ane
where it bel ongs—en the prevailing nores that
regard prize fighting as a perfectly proper
enterprise and vehicle of entertainnent.

No one doubts that nmany people enjoy prize Nor man Cousi ns,
fighting and will mss it if it should be From an essay
thrown out. And that is precisely the point. on “Boxi ng”

Concl ude with Hope or Recomrendati on-This type of concl usion may
repeat some things already stated in the essay but it gives the
reader a sense of responsibility to live up to. The author uses
suggestions to arrive at a solution to the statenent of the
probl em addressed in the essay.

Periodically ny pilot and | clinb into our aircraft and
head out over the Mnnesota w |l derness, follow ng a succession of
el ectronic beeps that |lead to sonme of the |ast remai ni ng wol ves
in the lower 48 states. W hope that the data we collect wll
provi de a better understanding of the wolf. W especially hope
that our work will help guide authorities into a managenent
programthat will insure the perpetuation of the species in the
| ast vestiges of its former range.

L. David Mech,
"Where Can

t he Wbl ves
Survi ve?"
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Conclude with an anecdote related to the thesis.

Over the harsh traffic sounds of notors
and horns and bl aring radi os cane the faint
whang-whang of a woul d-be nusician with a
beat-up guitar and a noney-drop hat turned up
at his feet. 1t all rem nded nme of when | had
first experienced the congloneration of things
that now assailed ny senses. This junbled

m xture of things both hunman and nonhunan Brian Maxwel |,
was, in fact, the reason | had conme to live From an essay
here. Then it was different and exciting. on “Leaving
Now it was the reason | was | eaving. Los Angel es”

Conclude with a quotation —A strong quotation used in your
conclusion can leave a long lasting inpression in the reader’s
m nd.

"W had no idea of the enotional invol venent
and the comm tnent of these wonen," R chard
says. "Suddenly a constituency arose. Suddenly Davi d Zi mrer man

there are thousands and t housands of wonen "Are Test-Tube

who don't care about your noral position or Babi es the

m ne-they want a baby." Answer for the
Chi | dl ess?"

There are al so many ineffective ways of concluding a paper; do not
concl ude with:
e a sunmary when a sunmary i S unnecessary.
e a conplaint about the assignnment or an apol ogy about the
quality of the work.
e an afterthought—+hat is, adding sonething that you forgot to
di scuss in the body of the paper.
e a tagged concl usi on—for exanple, using In conclusion, To
conclude or | would like to conclude this discussion.
e a conclusion that raises additional problens that should
have been settled during the discussion

The conclusion is an integral part of the essay and is often a
reflection of the introduction. |[|f you have trouble with the
concl usion, reread your introduction, and work for a roundness or
conmpl et eness in the whol e paper.
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DESCRI PTlI VE ESSAY

Most good descriptive witing appeals to the reader’s senses,
particularly the sense of sight. But sight is only one of our five
senses. For exanple, an essay entitled “Good A d Franks and Beans”
woul d describe taste: “Nighttine Noises” would describe sound; “Rea
Men Don’t Use Col ogne” woul d describe snmell; and “Kids Need Cuddling
(and So Do 1)” would stress how good it feels to be cuddl ed—+he sense
of touch. A piece of descriptive witing may al so explore nore than
one of the senses: The glories of franks and beans could invol ve
sight and snell as well as taste, for exanple. Good description,
nmor eover, can describe feelings or behavior with little or no direct
concentration on the senses as such. You m ght describe the rudeness
of Joe or the snobbi shness of Susan, your fear of crowds or your |ove
of travel. Strong specific witing is filled with life, and sensory
appeal is likely to be built right in.

1. Don't take inventory. You nust have a thesis. Periodically,
shopkeepers need to take inventory. They item ze every article
in their store so that they will know which have sold well or
poorly and will be able to order future goods intelligently.
This procedure is vital to business survival, but if you try to
i nclude every piece of informati on you have on your subject in a
descriptive theme, you are inviting disaster

2. Use lively specific details. The nost effective way of
comuni cating an i nredi ate sense of your subject is to use
specific details—and a lot of them Don't spend as nuch tine
telling your reader that a roomis old and negl ected as you do
telling about the squeaky floorboard next to the door, the lint
collected in the coils of the radiator, the wi ndow that needs to
be propped up with a sooty stick of wood. |If you do the job with
details, the sense of age and neglect will conme through |oud and
clear. In many ways, the nore precise the detail, the greater
its potential for arousing the attention of your reader. Nothing
shoul d be beneath your notice. The condition of a man’s
fingernails, the nane of the store where a wonman buys her
clothes, or a broken traffic light on a street corner can convey
as nuch information about a man, a wonman, or a nei ghbor hood—and
convey it nore interestingly—than any nunber of generalized
conment s.

3. Choose a principle of organization that presents the descriptive
details in a |logical sequence. This suggestion neans that you
shoul d have sone way of deternining what conmes first and what
comes next. The particular organi zing principle you sel ect makes
little difference as long as it hel ps create a coherent paper.

In describing a snowstorm for instance, you m ght organize by
time, presenting the stormfromthe first hesitant fl akes,
t hrough the massive downfall, to the Christnmas-card quietness at
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the end of the storm |In describing a | andscape, you mni ght
organi ze by space, beginning with the objects farthest fromthe
observer and working your way closer. A physical description of
a person could go fromtop to bottomor bottomto top.
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DESCRI PTI VE ESSAY
( Sanpl e)

Sister C arissa
GEORGE EPPLEY

The 100 or nore essays | just finished correcting for ny English 101
cl asses are a ni xed bag: sone outstandi ng, nost average, and the rest

fair to poor. | get inpatient with students who keep writing run-on
sentences and i ncoherent sentences. Sonetinmes | have to pause and
reflect over a glass of juice or a sip of coffee. | resolve not to

bl eed so much red ink over their papers. And | rem nd nyself that
nost of ny students never encountered an English teacher |ike Sister
G arissa, who taught me in the sixth grade at Qur Lady of Angels
School in the 1930's.

She towered only over the runts in the first four grades. Her
face was al nost chal k white. Beneath her coal -bl ack eyebrows were
sunken sockets that housed the nost piercing eyes | had ever seen

In those days, one did not bring apples to school for the
teachers but little hand clickers that were contained in each box of
Buster Brown shoes. A school bell signaled the start and end of the
school day. But often there were occasi ons when 700 kids had to nove
fromthe school to the church and then back again. This was done
efficiently and silently. The only sounds that could be heard were
those of the Buster Brown clickers which the sisters held in their
hands. One click, march; two clicks, stop; three clicks, genuflect;
four clicks, be seated; and five clicks, rise.

Had we been the U S. Arny in Wrld War |1, we could have marched
across the Rhine and surprised the Germans, who woul d have m staken
those Oicks for crickets.

Sister Carissa was good with the clicker, but the grammar book

was her forte. She held it in her left hand. 1In her right hand, she
usually carried a ruler or a pointer. |f soneone would say “them
books”—=1 ain't”—~she don’t”—~between you and |I"—=that there

bl ackboard”—Si ster woul d cone flying down the aisle and rap the
bar bari an across the knuckles or the back of the head.

If a student could not |ook at a sentence on the bl ackboard and
identify the subject, verb, direct and indirect objects, Sister would
sometimes grip the student’s jaw with her right hand and the back of
his head with the left and then slowy shake it. From experience,
know that this maneuver greatly increases the powers of nenory.
Frequently she kept us after school to go over decl ensions,
conj ugati ons and m sspel |l ed words.

What happi ness was ours when we passed fromthe sixth to the
seventh grade. W were free of Sister Carissa. That sunmmer,
however, she was pronmoted to teach the seventh grade. W questioned
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why a nerciful and loving God did not take Sister O arissa for
hi nsel f.

Sonmehow we survived her seventh grade. Shortly before we began
the eighth grade, word spread through the nei ghborhood that Sister
Clarissa was returning as principal. She was relieved of all teaching
duties except one. She would teach grammar to students in the eighth
grade. W envied our Protestant friends who went to public school.

Surprisingly, the eighth grade class with Sister was fun. No
one’ s knuckl es were rapped and no one’s head was caught in the fanous
head grip. W thought that Sister had nellowed. Only later did we
realize that we had inproved

After graduation, several of us went to Cathedral Latin School
for boys. It was on the other side of the city, and it took two | ong
streetcar rides to reach it. But the school had an excell ent acadenic
reputation, an outstanding football team and band. On the first day,
we took the placenent tests in English, Science and Math with 300
freshnen fromall parts of the city.

A few days | ater a booning voice cane over the public address
system “All freshman boys from Qur Lady of Angels School report

i mediately to the principal’s office.” W went down to Father
Law ence Yeske's office. In the all-male school, he had the nicknane
“the Moose.” W fully expected himto bellow at us for our

di sgraceful streetcar behavior. That day, however, the Mose was a
| anmb.

“Conme in, boys,” he said. Wen we were all assenbled around his
desk, he asked, “Wo taught you English at Qur Lady of Angels School ?”

“Sister Clarissa. Wy?”

“Well,” he said, “Sister darissa nust be a trenendous teacher
because in the English examall of you placed at the top of the
freshman cl ass.”

We assured himthat she was indeed quite a teacher. W had the
good grace not to nention the bunps on our heads and the bruised
knuckles. W left his office proud and happy and grateful that in
matters grammatical Sister Carissa had explained it all to us.
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EXPGSI TORY WRI TI NG

VHAT | S EXPGCSI TORY WRI TI NG?

Expository witing is the nost wi dely used and practical of the
various forns of witing. Any formof witing that is prinmarily

expl anatory can be consi dered expository. It is used in business-
letter witing, in scientific and industrial reports, and in theme
writing for college courses. It is easily identified by its

standar di zed, three-part form

1. I ntroduction: presents the main idea. It may be conprised of one
or nore sentences in a paragraph and one or nore paragraphs in a
theme. It nust include a topic sentence, which clearly states

the main idea

2. Body: develops the main idea. It includes such elenents as
facts, exanples, and details ainmed at expl aining, describing, or
denmonstrating the nain idea as stated in the topic sentence. It

may consist of just a few sentences in a paragraph or of nmany
par agraphs in a thene.

3. Concl usi on: sunmari zes, enphasizes, or dramatizes the nmain idea
or otherw se gives the paper a sense of conpleteness. It, too,
can be one sentence in a paragraph or one or nore paragraphs in a
t hene.
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CLASSI FI CATI ON ESSAY

Classification is the process by which nenbers of a |arge group
— 1| deas
— Peopl e
—Pl ants
— Ani mal s
— Books
— G oceries
are categorized on the basis of a single principle.

CLASSI FI CATI ON REQUI REMENTS:

1

Determine the basis for classification and then apply it
consistently. To classify the courses you are taking
according to level of interest, you shouldn’t establish as
the categories, “dull”, “noderately interesting”, and
“difficult.” The class “difficult” violates the principle
of classification-level of interest, in this case.

Define any terns that mght be unfamliar to your audience
or that are used in a special way. Suppose you invent
nanmes for your categories. You mght, for instance,
classify joggers as “red-faced wobblers”, “short |egged two
steppers”, and “long-1egged striders”. You nust share with
your reader your understanding of these made-up terns.

Deci de whet her you need only describe each category fully
or whether you need to add clarifying exanples. A
classification of people as “overweight”, “underwei ght”,
and “normal”, for exanmple, would require nmerely a conplete
description of each type. Readers could, on the basis of
the description, decide which category the various people
t hey neet bel ong to.

Have a thesis. You could show, for exanple, that one of
the categories is preferable to the others, or that all the
categories are silly or despicable or admrable. Having a
thesis gives force and interest to your categories.

Est abl i sh some kind of order. You can order your
categories earliest to latest, worst to best, best to
wor st, | east enjoyable to nost enjoyable, or weakest to
strongest. Arrange your classes so that the |ess
interesting ones are in the middle of your paper. Hook
your readers with a strong first category and | eave them
satisfied with an even stronger |ast category.

31



CLASSI FI CATI ON

( Sanpl e)
St ephen Perrine's
By

“The Crystal Healer WII See You Now

David introduces hinself. He is a tall, jocular man in a flanne
shirt and corduroy pants, with red hair that has begun to give way on
top. He reminds nme of a chunky Ron Howard-the kind of fellow you mi ght
see in the booth next to you at Shakey's, finishing off the |ast of
his frappe. Despite the Oriental screens and Chinese lettering on the
wal I's, despite the faint snell of incense and the exotic strumm ng of

guitars over the |oudspeaker, | find his casual smle famliar and
reassuring. Wiich is nice, because very shortly David will begin
inserting long, sharp needles into ny body.

He will be attenpting to cure a nysterious inflamuation of ny wist

and m ddl e knuckl e, one that left my regular physician at a | oss.
David has quickly surmsed that | amsuffering from"a bl ockage in the
energy flow along one of nmy neridians.” We'll get to that later. He
has al so | earned, from exam ning ny tongue, that | don't properly

nmet abolize nmy food. ("This is how |l see inside you," he says, gazing
down ny throat and starting to nake nme nervous.) He advertises hinself
as an acupuncturist, but, like nost practitioners of alternative
heal i ng, he wears many hats. In his reception roomis a display of
herbal remedies and nutritional supplenents; in the treatnent room he
takes me to is a shelf of honeopathic remedi es-m xtures of water and
al cohol that supposedly contain the essences of various toxic

subst ances, designed to stinmulate the body into healing itself.

My treatnent consists of five needles inserted into ny right arm
and hand: two on each side of the knuckle, one in ny wist and two in
my forearm | also receive a bottle of herbal nedicine called San Q
17, a massage of ny sore armwith a substance called Po Sum On oi
and, for a bruise on ny elbow, a plaster patch of nusk and tiger bone.
The whol e encounter takes nore than two hours. | leave feeling, if not
heal ed, at |east well tended to.

I"'mtold nmy experience is not unique. Mdre and nore Anericans-sone
with illnesses that nodern nedicine can't cure, others sinply fed up
with the inpersonal culture of mainstream care-have begun seeking out
heal i ng nethods that fall outside the expertise of, say, your average
Marcus Vel by, M D. Wether they' re practiced by doctors, by
| aypersons, or by those nysterious individuals in between who cal
t hensel ves herbalists or honmeopaths or hypnotists, alternative
treatnents are becom ng big business: Consuners spent an estimated

$13.7 billion on unconventional therapies in 1990.
What exactly is alternative nedicine? "That's a question that's
very sinple to answer: | don't know," says Dani el Eskinazi, Ph.D.,

D.D.S. It's a pretty honest reply, considering Dr. Eskinazi is the
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deputy director of the National Institutes of Health's Ofice of
Alternative Medicine, a recently established branch of the
governnment's primary health-research organization. In fact, a recent
study in The New Engl and Journal of Medicine caused a great brouhaha
when it reported that a third of the 1,500 Americans surveyed had used
some formof alternative therapy in 1990. But under the headi ng
"alternative" was |unped everything from acupuncture and energy
healing to sinple exercise, prayer and comerci al wei ght4o0ss prograns.
(Richard Si mmons, spiritual healer? W don't think so.)

""Alternative' is a political weasel word," explains John Rennet;
M D., president of the Consuner Health Information Research Institute.
"We're tal king about things that run the ganmut from harm ess fol kl ore
to organi zed and extrenely dangerous quackery. Sone physicians feel
it's alot of bull-." But not all fringe nmedicine is practiced in
incense-filled basenments; sometinmes it's used in brightly lit
hospital s and doctors' offices. How can you tell where scientific
nmet hod ends and the Twilight Zone begins? Here's a | ook at sone
popul ar healing nethods, and just when, how and if they work.

Chiropractic. Doctors of chiropractic treat patients by mani pul ati ng
the spinal colum and joints, a technique often referred to as an
"adjustnent." The chiropractic and mai nstream nedi cal comrunities have
| ong been at odds. The American Medical Association traditionally
viewed chiropractic as an unscientific cult. But in 1987, a court
ruling prohibited the AMA from actively discouraging its nenbers from
referring patients to chiropractors. Since then, chiropractors have
been increasingly welconed into the fold of conventional nedicine.
Today it's not uncommon to see group practices shared by MD. 's and
chiropractors, and many hospitals include chiropractic care.
Chiropractic treatnent is now covered by many insurance policies; in
fact, 45 states require policies underwitten by health-insurance
providers to reinburse for chiropractic care

The Clainms. Even within the field, there are vast disagreenents on
how far chiropractic can go toward healing a variety of physica
ail ments. Upwards of 80 percent of chiropractic patients are seeking
relief fromback and neck pain, usually through a manipul ation of the
spi nal colum and joints. Some chiropractic organizations fee
chiropractors should do nothing nore. The mpjority of practitioners,
however, also utilize massage, ultrasound, heat treatnments and

physical therapy. And then there's a mnority who still adhere to a
theory called "subluxation,” the belief that m nor msalignnments of
the spine are the source of all illness. These chiropractors may claim

they can relieve everything fromallergies and digestive trouble to
hi gh bl ood pressure, heart disease, cancer and di abetes sinply by
mani pul ati ng the spi ne.

The Research. There's little doubt that chiropractic nedicine is
effective for acute | ower-back pain. Areviewof literature in the
Annal s of Internal Medicine reported consistent findings of acute
back-pain relief. However, there is no hard evidence of chiropractic's
use for treating nore serious conditions.

The Bottom Line. Chiropractors are w nning increased acceptance
fromthe nedical community and the public at large; in fact, they
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treat about twi ce as many people for back pain as nedical doctors do.
Most chiropractors receive four years' training at accredited schools,
including instruction in diagnostics, radiology and physical therapy.
A good one will treat mainly | ower-back and related pains and will be
abl e to recogni ze illnesses and refer you to a physician if your
problemfalls outside his area of expertise. |If you decide to consult
a chiropractor; look for one who's certified by the National Board of
Chiropractic Exaniners, the national standard for practitioners, and
who has graduated from a school accredited by the Council on
Chiropractic Education. (Not all states require these two criteria.)
Back away from anyone who clains to cure disease or treat allergies,
who routinely recommends full-body X-rays, or who tries to sell you
medi cines or nutritional suppl enents.

Honeopat hy. The practice of honmeopathy originated in Europe in the

| ate 1700s, the brainchild of German physician Sanmuel Hahnemann. His
theory, still abided by today, is that |ike cures like: A disease can
be cured by giving the patient an infinitesi mal anount of a substance
that, in a healthy person, might cause the sane synptons-arsenic, for
exanpl e, or belladonna, or snake venom or tarantula poison. The toxic
substance is diluted until perhaps not even one nol ecul e of the
original toxin remains. But the belief is that the solution sonehow
retains the "nmenory" of the original substance and stinulates the body
to cure itself.

The Clainms. There seens no end to the ail ments homeopat hy purports
to cure. Besides the common cold and various other di seases deened
i ncurabl e by mai nstream nedi ci ne, honeopathy has al so been applied to
al coholismand chronic fatigue syndrone. "W don't know how it works,"
admts Thomas Kruzel, N. D., a doctor of naturopathic nedicine who
teaches urology at the National College of Naturopathic Medicine in
Portl and, Oregon. (Naturopathy is a discipline whose foll owers may use
honeopathy as well as a variety of alternative and mai nstream
treatnents.)

The horeopath will treat an individual not by di sease, but by how
the disease manifests itself, says Kruzel. One of the npbst comon
problens he treats is sexually transmtted disease. "Let's say that a
man cones in with genital herpes, and that the sore is causing an
aching pain, and that it is spreading and weeping," Kruzel proposes.
"That woul d be an indication for the honeopathic remedy nercurius,
which is made fromnercury." Why? Because sonmeone who suffers from
mercury poisoning will devel op weeping sores on his body. if; instead
of weeping sores, the herpes were to nmanifest itself as sharp
radi ati ng pain surrounded by dry skin, Kruzel woul d adm nister
honeopathic nitric acid. You guessed it-nitric acid poisoning creates
sore, dry skin.

The Research. Honeopathy is far nore prevalent in parts of Europe
than it is in the US, where not nmuch legitimte research has been
done. Honeopat hs, however; point to a long history of "provings,"
extrenel y dangerous experinents in which healthy people were given
hi gher doses of a substance and devel oped various reactions to it-
bel | adonna, for exanmple, was "proven" for strep throat by
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denmonstrating that someone taking the potentially fatal substance
woul d devel op a sore throat and high fever

The Bottom Li ne. Mainstream doctors strenuously refute honeopathic
clainms. A honeopathic herpes treatnment has no rational basis, says
St ephen Kurtin, MD., assistant professor of dernatol ogy at Munt
Si nai School of Medicine, A herpes lesion starts as a blister, then
usual Iy becones a weeping sore before finally crusting over. Dr.
Kurtin specul ates that the homeopat hi c approach accommobdat es peopl e at
different stages of a breakout. But even with no treatnent, the
aver age herpes sore disappears in 7 to 10 days. "[The drug] acyclovir
is the treatnent,"” says Dr. Kurtin. "It has taken what was once a
horrendous di sease and nade it a m nor nuisance.”

Dependi ng on which state they practice in and what training they've
recei ved, honeopaths can offer an array of treatnents in addition to
t he honmeopathic cures. In sone states they may prescribe nost of the
same nedi cati ons mai nstream doctors use. Counseling and nutrition al so
factor into care. Honeopathic renmedies are available not only from
practitioners but also at some holistic pharnaci es and t hrough nail
order. While the FDA requires prescriptions for honeopathic treatnents
for conditions |like cancer and AIDS, it does not guarantee the safety
or effectiveness of any honeopat hic remedy. But because they contain
such smal|l doses of active ingredients, nost are considered harmni ess.

Energy Healing. |s your energy centered, or have you mi splaced your
chi? A vital question, some say. The idea of healing through energy,
or life force, or chi, runs through a nunber of holistic nmedical
techni ques- the nost famliar of which nmay be crystals. You won't find
many conplicated theories surrounding this formof healing, but you
will find plenty of believers. And they're not all relegated to the
New Age gift shops. One popul ar exercise specialist uses energy
healing in her Hollywood clients' training. Naturopath Kruzel says he
alters his course of treatnent depending on his perception of the
patient's "vital force," but so do mainstream doctors. "I mght cal
it vital force, but an MD. might call it "will to live,’" he says.
"And an M D. might not performan operation on a patient he perceives
as having a weaker will to live." The question, however, is whether
that force can be harnessed for healing.

The Clains. Since your |life force is what keeps you healthy, a
di sruption of it is what makes you ill. In her book Stone Power, a
guide to crystals and their healing properties, author Dorothee Mlla
(a "noted col or specialist in nonverbal conmunications") clains that
preci ous and non-precious gens have their own special effects on your
life energy. Anethyst will relieve headaches, garnet wll bal ance
thyroid disorders, ivory will protect the body frominjury. (Quick
send sone to Joe Montana.)

The Research. Has the medical community rushed out to investigate
these clainms? No, and it's not likely to unless Shirley MaclLai ne
coughs up sone big bucks to finance a study. But Dr. Eskinazi of the
Nl H says his organization won't rule out an investigation into such
fields if an intelligent study is proposed.

The Bottom Li ne. Keep the snickering dowmn. Someone you know is
probably fingering a crystal right now.
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Her bal Medicine. For many people, the allure of herbal nedicine
lies in taking a natural renedy grown in their own garden instead of a
concentrated, synthetic drug froma bottle covered with warni ngs about
side effects. Herbal renedi es, which nmay sound as innocuous as
Grandma' s chicken soup, have grown into a $1 billion-a-year industry.
There are two di fferent approaches to herb therapy: a Western (O
Eur opean) application, which uses specific herbs to attack specific
probl ens, and the Chinese style, which uses a variety of herbs in
conbi nation to create a bal anced renedy whose whol e i s sonehow nore
effective than its parts.

The Clainms. According to traditional Chinese nedicine, disease is
vi ewed as an i nbal ance of two opposing energies, yin and yang, in the
maj or organ systens. Concoctions of Chinese herbs are therefore used
to restore these forces to proper proportions. According to Western
t hi nki ng, herbs used on an individual basis in standardized
preparations are touted as natural replacenents for their synthetic or
processed counterparts-willow bark in place of aspirin, for exanple,
or foxglove instead of the heart nedication digitalis.

The Research. dainms about Chinese herbol ogy are al nbost inpossible
to verify using Western science. Because traditional Chinese nedicine
uses the herbs in conplex conbinations, the active ingredients in the
renedi es can be difficult to anal yze because they may not be present
at detectable |evels...
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PROCESS ANALYSI S ESSAY

Process Anal ysis —describes a series of actions, changes or functions
that bring about an end or result

PROCESS ANALYSI S REQUI REMENTS:

1. Make certain that the explanation is conplete and accurate.
2. Mai ntain strict chronol ogi cal order.
3. If a particular kind of performance is called for in any

part of the process, indicate its nature.

4. G oup the steps in the process.
5. Pay careful attention to your audi ence.
6. Define any ternms which mght be unfamliar to the reader or

that have nore than one neani ng.

7. Devel op a clear thesis.

8. Anticipate and explain any difficulties possible in the
process.

9. Tell the reader what to do if sonething goes w ong.
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PROCESS ANALYSI S
( Sanpl e)

Porch Scrubbing with the Best
Shirl ey Lytton-Cannon

If you want to know about scrubbing porches, your best bet is to
take on-the-job training with Elizabeth Lytton. Now | know that as far
as the nedia are concerned, Elizabeth Lytton doesn’t even exist. But
when you live in a mning canp such as National, Wst Virginia, it's
darn hard to make a nane for yourself, especially if you conme froma
famly of twelve children, have only a fourth-grade education, and
don’t know rmuch about anything except hard work and enpty cupboards.
Nonet hel ess, make a name for herself she did. Everyone in National
as well as in the surrounding mning canps |ike Flaggy Meadow and
Har mrony G ove, knows that Elizabeth Lytton has the house with the
cl eanest porches.

At twelve years old | had ny first porch-scrubbing |esson with
her, and realized why clean porches were so highly respected. W were
cl eani ng our big gray-painted cenment porch with the enanel banisters
and green enanel flower boxes. The houses in the canps all have coal
furnaces, so between the soot and gritty dirt pouring out of the
chi meys, and the snoke seeping out of the mne' s slate dunp burning
near by, a person really has to know what he’'s doing if he expects to
sit on a porch and not feel as if he'll have to take a bath afterward.

We began by dragging the glider, chaise |ounge, rocking chair,
grass rug, and a couple of mscellaneous tables out into the backyard,
during which tinme Elizabeth told ne exactly what she thought of people
who nerely snear dirt around with a danp nop and call a porch clean

In the basenment for cleaning supplies, | expected her to m x her
own magi cal cl eaning concoction. Instead, she opened a giant-sized
box of Spic-n-Span and then added triple the anount called for on the
| abel to the biggest, hottest bucket of water into which I ever have

had the ill fortune of dunking ny hands. | asked her if she wanted
rubber gl oves, but she said that cracks and grooves weren't about to
nmove aside for fat rubber fingers! | think | began suspecting then

that this would be no ordinary cl eani ng day.

We carried the bucket of Spic-n-Span water outside to the porch,
along with two stiff-bristled scrub brushes, two nops, two broons, and
two old towels for scrub rags. She hooked up the garden hose near by,
turned on the faucet, and we were ready to begin.

I guess at that point your average, everyday porch scrubber would
have cl eaned the floor of the porch after having w ped off the
bani sters a little, and then been done with it. But not Elizabeth.
She had a reputation to uphold! She told ne to dip ny brush into the
bucket and bring as rmuch hot cleaning water up with it as possible. |
was to scrub the ceiling boards of the porch first, continuing to dip
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the brush into the bucket often enough to keep plenty of water on the
boards. Well, we dipped and scrubbed until we cleaned not only the
ceiling boards, but also the side of the house |eading fromthe porch
to the inside, as well as the carved banister posts. That’s a |ot of
dunki ng and scrubbing! W used our broons and what was left of the
water to scrub the floor of the porch. M hands grew accustoned to
the water tenperature just as the skin between ny fingers felt cracked
and fl aky.

Then we used the hose for rinsing, and the icy water soaked ny
socks right through ny old black |oafers! Just about the tinme |
t hought we had finished, Elizabeth brought out another huge bucket of
pl ain hot water, and we began to dip the towels into the bucket,
squeeze the water out of them and then w pe each board clean and dry,
maki ng sure, if you please, to get all the cracks, grooves and
cranni es clean also. W used our nops as towels to finish cleaning
the fl oor.

Finally, we repeated the whole ritual on the porch furniture and
then put everything back in its proper place.

W sat down together for a while on the glider, just talking
about how ni ce everything | ooked and how hard we had worked. | sensed
that she felt nore pleased with the work we had done than with the
fact that it was finally finished.

I had always noticed that Elizabeth never did anything half-way—
whether it was sewing a dress, growi ng a garden, caring for a | awn, or
scrubbing a porch. It was just her way to do the best she could, no
matter how nenial the task. She thrived on the pride that cane from
being the best at it. Maybe that’'s the secret of all experts such as
El i zabet h.
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Argunent ati ve Essay

Search for a topic which interests you (perhaps in your najor
field). Try to come up with sonmething fairly controversial, but
avoi d subjects that have been overdone (abortion, capita

puni shnent) .

To find the topic and to discover a particular approach to it
that you m ght be able to support, try one of the prewiting
strategies.

After doing the appropriate prewiting and organi zing activities,
wite a draft which supports a thesis or conclusion of your own.
At this point sonme research may be necessary (library, interviews
of experts, polls, surveys, experinents, etc.) to find data to
support your conclusion nore strongly than you can from your own
background know edge.

Structure your argunent simlarly to the follow ng:

l. I ntroducti on—& ve background or perhaps an illustrated
exanpl e to show the significance of the subject or the
nature of the controversy. Consider stating the concl usion
of your argunent here as the thesis of your essay.

. Refutati on—-&G ve a brief statenent of and the refutation of
t he opposing view(s) to nake your reader aware that you
have considered but rejected it (then) for good reasons.
This refutation may be nore appropriately placed |ast, just
bef ore your conclusion, or even interspersed at effective
| ocations throughout the essay. You nust choose the best
| ocati on.

I1l. Presentation of your argunent—Fhroughout the body of your
essay you should build your case one point at a tine,
per haps devoting one paragraph to the defense of each of
your prem ses, or setting forth your evidence in separate,
meani ngf ul categori es.

V. Concl usi on-After all your evidence has been presented
and/ or your premi ses defended, pull your whol e argunent
together in the | ast paragraph by showi ng how the evi dence
you have presented provides sufficient grounds for
accepting your conclusion. You may al so add here sone
conventional device to finish your essay, such as a
prediction, a new exanple, or a reference to the exanple
wi th which you began (now seen in a new |light) etc.
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VI .

Edit and proofread—Be sure to apply the critical process to
your own argunent to be certain you have not conmmtted any
errors in reasoning or included any fallacies for which you
would criticize some other witer.

Type and proofread (again) your final draft, and submt it
according to the format requirenents.
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ARGUMENTATI VE ESSAY

( Sanmpl e)
“Execution”
By

Anna Qui ndl en

Ted Bundy[land | go back a long way, to a tinme when there was a
series of unsolved nmurders in Washington State known only as the Ted
murders. Like a lot of reporters, |I'msonething of a crinme buff. But
t he Washi ngton Ted nurders-and the ones that foll owed in Ut abh,

Col orado, and finally in Florida, where Ted Bundy was convicted and
sentenced to die-fascinated nme because I could see nyself as one of

the victins. | |ooked at the studi o photographs of young wonmen wth
long hair, pierced ears, easy smles, and | read the descriptions:
polite, friendly, quick to help, eager to please. | thought about

bei ng approached by a handsonme young man asking for help, and | knew
if I had been in the wong place at the wong tine I would have been a
goner. By the tine Ted finished up in Florida, |aw enforcenent
authorities suspected he had nurdered dozens of young wonen. He and
the death penalty seened made for each other

The death penalty and I, on the other hand, seemto have nothing in
common. But Ted Bundy has made ne think about it all over again, now
that the outlines of ny sixties liberalismhave been filled in with a
decade as a reporter covering sonme of the worst back alleys in New
York Gty and three years as a nother who, |ike npost, would | ay down
her Iife for her kids. Sinply put, | am opposed to the death penal ty.
I would tell that to any judge or |awyer undertaking the voir dire* of
jury candidates in a state in which the death penalty can be i nposed.
That is why | would be excused fromsuch a jury. In a rational

conpletely cerebral way, | think the killing of one human bei ng as
puni shnent f the killing of another makes no sense and is inherently
i moral . <Authoritative statenent |

But whene nmy response to an inportant subject is rational and
conpl etely cerebral, | know there is sonmething wong with it-and so it
is here. | have always been governed by ny gut, and ny gut says | am

hypocritical about the death penalty. That is, | do not in theory
think that Ted Bundy, or others like him should be put to death. But
i f nmy daughter had been the one clubbed to death as she slept in a
Tal | ahassee sorority house, and if the bite mark left in her buttocks
had been one of the prine pieces of evidence against the young man

charged with her nmurder, | would with the greatest pleasure kill him
mysel f.
The State of Florida will not pernit the parents of Bundy's

victinms to do that, and, in a way, that is the problemw th an

LA serial killer who was executed on January 24, 1989.
2 The questioning process used to determne the conpetence for a candidate for jury duty.
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enoti onal response to capital punishment. The only reason for a death
penalty is to exact retribution. |Is there anyone who really thinks
that it is a deterrent, that there are consi derabl e nunbers of
crimnals out there who think twice about conmitting crinmes because
of the sentence involved? The ones | have net in ny professional
duties have either sneered at the justice system where they can
exchange one charge for another with nore ease than they could return
a shirt to a clothing store, or they have sinply believed that it is
the other guy who will get caught, get convicted, get the stiffest
sentence. O course, the death penalty would act as a deterrent by
elimnating recidivism but then so would [ife w thout parole, albeit
at greater taxpayer expense.

I don't believe deterrence is what nost proponents seek fromthe
death penalty anyhow. Qur nost profound enotional response is to want
crimnals to suffer as their victins did. Wien a man is accused of
throwing a child froma high-rise terrace, ny enotional -sone m ght say
hysterical -response is that he should be given an opportunity to see
how endl ess the seconds are fromthe thirty-first story to the ground.
In a civilized society that will never happen. And so what many
peopl e want fromthe death penalty, they will never get.

Death is death, you may say, and you would be right. But anyone who
has seen soneone die suddenly of a heart attack and soneone el se slip
slowy into the clutches of cancer knows that there are gradations of
dying. | watched a tel evision reenactnment one night of an execution
by lethal injection. It was well done; it was horrible. The nethodi cal
approach, people standing around the gurney waiting, nmade it nore
awful . One nonent there was a man in a prone position; the next noment
that man was gone. On another night | watched a tel evision novie about
alittle boy named Adam Wal sh, who di sappeared from a shoppi ng center
in Florida. There was a reenactnent of Adamis parents comng to New
York, where they appeared on norning talk shows begging for their
son's return, and in their hotel room where they received a call from
the police saying that Adam had just been found: not all of Adam
actually, just his severed head, discovered in the waters of a Florida
canal . There is nothing anyone could do that is bad enough for an
adult who took a six-year old boy away fromhis parents, perhaps
tortured, then nurdered himand cut off his head. Nothing at all.

Let hal injection? The electric chair? Bah.

And so | cone back to the position that the death penalty is wong,
not only because it consists of stooping to the |level of the killers,
but al so because it is not what it seens. Just before one of Ted
Bundy' s execution dates was postponed pendi ng further appeals, the
father of his last known victim a twelve year old girl, said what
al nost every father in his situation nust feel. “I wish they'd bring
hi m back to Lake City," said Tom Leach of the town where Kinberly
Leach lived and died, "and let us all have at him" But the death
penalty does not let us all have at himin the way M. Leach seens to
nmean. What he wants is for sonething as horrifying as what happened to
his child to happen to Ted Bundy. And that is inpossible.
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NARRATI VE ESSAY

A narrative paper tells a story, usually of a personal experience,

that nakes a point or supports a thesis. The purpose of a narrative
paper is to recreate an experience in such a way that your readers can
i magi natively participate in it and share it with you. As you plan
and wite your paper, keep the follow ng principles in mnd:

1. LIMT THE SUBJECT.

Al nost any experience you have had can serve as subject
matter for a narrative paper. You need not have clinbed
Mount Everest to have a significant tale to tell. You ve
had t housands of experiences in your life, and any one of
themfromgetting I ost on your way to school to nmoving into
your first apartment-can nmake good subject natter for a
paper if you tell the story well. Mst of us, after all
are interested in people and what happens to them

2. HAVE A THESI S.

The experience you narrate is not as inportant as its
significance to you. Wy did the experience matter to you?
Whay do you want to tell about it? Did it change you in
some way? Did it enbarrass you? Did it make you happy?
Sad? Was it thrilling? Frustrating? Ddit lead to a
deci sion? Did you |learn sonething about yourself or about
others or about the world around you? Wre you

di sappointed? Did it, perhaps, give you an inkling that
it’s great to be alive or that your nei ghborhood has joys
you never noticed before? Any little event in your life-
even taking out the garbage-can make good subject natter
for a narrative paper if you determ ne the significance of
the experience and tell the story well.

3. USE SPECI FI C DETAI LS.

Specific details give life to your witing, and the
narrative paper is no exception. |If your story is about
being frightened out of your wits the first tine you spent
the night alone in your aunt’s one-hundred-year-old house,
it matters that the dark red living roomcurtains were nade
of velvet so thick that no Iight could penetrate them that
cobwebs hung fromthe ceiling, that the stern eyes in the
portrait over the mantel seenmed to follow you as you noved
about the room that no light in the roomwas bright enough
toillumnate the corners, that the stairs creaked and the
wi nd nopaned. Renenber, a narrative recreates an experience
for your readers. They should be able to share the
experience with you. In npost cases, you can nmake your
readers feel what you felt if you use specific details.
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4. USE LANGUACGE THAT SOUNDS NATURAL.

Your readers should feel that an intelligent, articulate
friend is telling thema story. The |anguage of a
narrative, therefore, should sound conversational. The key
word is sound. The | anguage shouldn’t, in many cases, be
conversational, because many peopl e, when they converse
with others, tend to ranble, to repeat thenselves, to use
needl ess expressions such as “You know,” “You know what |
mean?”, “Ckay?”, and “Well.” Listening to a ranbling,
repetitious narrative filled with neaningl ess expressions
is difficult. Reading one is next to inpossible. Still,
your writing should sound conversational, which nmeans you
shoul d avoid two extrenes-the ponmpous and the inarticul ate.

5. G VE ORDER TO THE NARRATI VE.

Most papers contain, first, an introduction, which includes
the thesis statenment; next, a body, which supports the
thesis and is organi zed according to the principle of tine,
space, or logic; and, finally, a conclusion, which restates
the thesis and gives a sense of finality to the paper. A
narrative paper is sonewhat different fromthat of the

ot her papers.

A narrative essay is different than other types of witing:

For one thing, the introduction usually does not include the thesis
statenent. Instead, it may set the scene for the story.

Sometinmes the introduction gives the background-the facts that led to
t he experience bei ng narrated.

I ndeed, sonetinmes a narrative paper doesn’'t even have an introduction
In this case, the witer sinply begins with the first event of the
story.

The body of the narrative paper also differs fromthat of nobst other
papers in that its organization can only be chronological. It’'s
possible to begin with the present and then portray an earlier

epi sode.

But the heart of the narrative-what happened forty years ago-shoul d be
arranged chronologically. Since you want your readers to share the
events as you experienced them you nust present the events in the
order they occurred: First this, then that, and | ater sonething el se.
And you shoul d | et your reader know, by nmeans of transitions, what the
chronology is. Transitions are, of course, inportant to any piece of
writing, but the kinds of transitions that indicate the passage of
time are essential to a narrative paper.

Finally, the narrative's conclusion is different as well. In sone
narratives, the thesis of the paper appears for the first tine in the
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conclusion. The witer tells a good story in the introduction and
body and then states the significance of the story at the end of the

paper.
At other tines, when the main point of the narrative is sufficiently
clear within the story itself, the conclusion nay not state the thesis
directly but nmerely inply it.

Since the narrative itself nmakes the point or points clear, the
concl usi on need not bel abor the obvi ous.

In any event, the conclusion for a narrative paper should do what al
good concl usi ons do: give the paper a sense of conpl eteness.
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NARRATI VE ESSAY
( Sanpl e)

The Princess and the Tin Box
Janmes Thur ber

Once upon a tine, in a far country, there lived a king whose
daughter was the prettiest princess in the world. Her eyes were |ike
the cornflower, her hair was sweeter than the hyacinth, and her throat
made the swan | ook dusty.

Fromthe time she was a year old, she was allowed to attend the
weddi ng of her brother and throw real pearls at the bride instead of
rice. Only the nightingale, with its Iyre of gold, was pernitted to
sing for the princess. The comon bl ackbird, with his boxwood fl ute,
was kept out of the pal ace grounds. She walked in silver-and-sanite
slippers to a sapphire-and-topaz bat hroomand slept in an ivory bed
inlaid with rubies.

On the day the princess was eighteen, the king sent a roya
anbassador to the courts of five nei ghboring kingdons to announce t hat
he woul d give his daughter’s hand in marriage to the prince who
brought her the gift she |liked the nost.

The first prince to arrive at the palace rode a swift white
stallion and laid at the feet of the princess an enornous apple nmade
of solid gold, which he had taken froma dragon who had guarded it for
a thousand years. It was placed on a | ong ebony table set up to
receive the gifts of the princess’s suitors. The second prince, who
came on a gray charger, brought her a nightingal e nade of a thousand
di anonds, and it was pl aced beside the golden apple. The third
prince, riding on a black horse, carried a great jewel box nade of
pl ati num and sapphires, and it was placed next to the dianond
nightingale. The fourth prince, astride a fiery yell ow horse, gave
the princess a gigantic heart made of rubies and pierced by an enerald
arrow. It was placed next to the plati numand-sapphire jewel box.

Now the fifth prince was the strongest and handsonest of all the
five suitors, but he was the son of a poor king whose real mhad been
overrun by mce and | ocusts and wi zards and m ni ng engi neers so that
there was not hing nmuch of value in it. He cane plodding up to the
pal ace of the princess on a plow horse and he brought her a snall tin
box filled with m ca and fel dspar and hornbl ende whi ch he had pi cked
up on the way.

The other princes roared with disdai nful |aughter when they saw
the tawdry gift the fifth prince had brought to the princess. But she
examned it with great interest and squealed with delight, for all her
life she had been glutted with precious stones and pricel ess netal s,
but she had never seen tin before or mca or feldspar or hornbl ende.
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The tin box was placed next to the ruby heart pierced with an enerald
arr ow.

“Now,” the king said to his daughter, "you nust select the gift
you like best and marry the prince that brought it.”

The princess snmiled and wal ked up to the table and picked up the
present she liked the nost. It was the platinum and-sapphire jewel
box, the gift of the third prince.

“The way | figure it,” she said, “is this.” It is a very large
and expensive box, and when | amnarried, | will nmeet many adnirers
who will give nme precious gens with which to fill it to the top
Therefore, it is the nost valuable of all the gifts ny suitors have
brought ne and | like it the best.”

The princess married the third prince that very day in the m dst
of great nerrinment and high revelry. Mrre than a hundred thousand
pearls were thrown at her and she loved it.

Moral : Al those who thought the princess was going to select the
tin box filled with worthless stones instead of one of the other gifts
will kindly stay after class and wite one hundred tines on the
bl ackboard “1 woul d rather have a hunk of alum numsilicate than a
di anond neckl ace.”

48



e Précis -

VWhat in the world is a précis? Sinply, a précis is a concise yet
critical/analytical summary of a scholarly work

Fol I ow this advice and your witing should go snoothly.
You must utilize the full-text copy of the article, not the abstract.
Read and annotate your article.

Determine the author’s main point. What is the author’'s stated or
inplied thesis?

Assess the overall quality of the article. Does the author support
points clearly with solid information? |Is the author trying to

per suade readers of something? |If so, what? |Is the author biased?
Questions such as these will help you devel op your assessnment. Once
you have conpleted all of this, develop a summary of the article.

In the place where you would usually title your essay, include the
Wirks Cited (bibliographic) information in MLA formw th a hangi ng
indent. This should begin at the left margin.

In the first paragraph, introduce the author, title, and main topic of
the article.

Wher eas you may have devel oped nore interesting and captivating
i ntroductions for your other essays, keep this one sinple and conci se.

Then nmove on to devel oping the body of the précis. Since you cannot
include all the information fromyour article, discern what is nobst
important and relate it in your own words.

Throughout your précis, use the author’s |ast nane and descri be what
the author does in the article. For instance, |look at this:

Macmi | | an argues agai nst the use of diet pills while providing
medi cal evidence to support her position.
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(two verb fornms describe what the author does in the article, “argue”
and “provide”)

While this does not relate what the specific evidence is, it provides
the reader with a preview of what can be found in the article. Here
i s anot her exanpl e:

Sheri dan expl ains that obsessive-conpul sive disorders interfere
with the daily lives of sufferers while she strongly advocates
pharnaceutical treatment only after therapy has fail ed.

(two verb forms describe Sheridan’s acconplishnents: “explains” and
“advocat es”)

G her information to consider: Does the author include illustrations,
statistics, data, exanples, narratives, quotes frominterviews,
docunentation from experts, photographs, etc.? These are worth noting
in your précis as you anal yze what support the author uses to
establish the nain point.
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e Précis
(Sanpl e)

( Your nane)
(I'nstructor’s nane)
(d ass)
(Dat e)
MG rk, Jan. “Grls Throwmn Away at Birth.” Marie Caire Nov.

1996: 66- 68.
Jan MG rk examines the social practice of killing fermal e babies

inlIndia and relates the religious and custonary beliefs linked to
this practice. MGrk begins her article “Grls Thrown Away at Birth”
by relating one of the solutions being tried in South |ndia—-allow ng
fam lies to abandon and deposit unwanted children in cradles outside a
clinic. MGrk's sensitive approach to this topic considers not only
t he humane aspects of the problembut also the deeply-rooted cultura
and soci oecononi c factors.

MG rk explains the 1992 “baby abandonnent” sanction which was
devel oped to discourage the infanticide of females, explaining that
femal es are not val ued nenbers of families because they are econonic
burdens. This relates to the marriage and dowy custonms of India
wherein it costs the bride's famly noney to give her in marriage.

She then becones the property of her husband and his famly. Wile
MG rk explains the reasons why fenal es are not val ued, she al so
rel ates why nmany of the abandoned fenml es are not adopted.

The | ow adoption rates are linked not only to marital custons but
al so to the caste systemand religious beliefs of karma, astrology,
and reincarnation. Since any abandoned child cannot be |abel ed by
caste, the adopting famly is often stigmatized by taking in a child
who m ght be of a different caste. These are just a few of the
problens relating to the non-adoption and abandonnent of fenales.
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Abandonnent, McGrk explains, is often seen as a nore hunane
alternative to killing a female at birth. \While explaining the
popul ar net hods of infanticide, McGrk cites medical professionals who
relate that nany fanmilies believe it nmore hunane to kill their
children than to allow one to “become a shanel ess whore, a thief, or a
beggar” (68). Although McGrk seens to nake a case for close gl obal
exam nation of this problem she does not place blame on the parents
who opt for infanticide, but instead includes a thought-provoking
quotation froma femal e doctor, noting the deeply-rooted problemthat
exi sts: “Any worman who has experienced real torture in her own life
cannot be blanmed for wanting to spare her daughter the existence of a
slave. This killing job is not so pleasant; the nothers weep
continually. Wth no freedom wonen are inferior”(68).

Finally, McArk reveals the true nature of the problem treatnent
of wonen in general. The solutions, as McGrk discusses, are not
easily enacted. The problemcontinues. MG Trk includes useful
current statistics and addresses for people who want to respond to
I ndi an officials.
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GUI DELI NES FOR COMPUTER APPLI CATI ONS REPORT

In 1S100 you will nost likely be required to wite a sumary
report on a topic of your choosing. The topic you choose nmust dea
w th COMPUTERS OR COVPUTER APPLI CATI ONS and nust be current, as
i ndi cated by your instructor. Your source nmay be an article in a
magazi ne or a chapter in a book (you cannot use your textbook as your
source). A mamgazine article is preferred. You nmay use nore than one
sour ce.

Your witten report nust be fully 1.5 to 2 typewitten, double-
spaced pages prepared using the word processor package assigned by the
instructor (a typewiter is not acceptable). 1" top, bottom Ileft,
and right margins are to be used. The line justification is to be
left.

Your report must contain:

« Atitle page

e The body of the report (use in-text citations as needed)

« A reference page

Addi tionally, you must include a photocopy of the article(s) or
the original used. |If your source is a book, photocopy the selected
pages of the book. The photocopies are to follow the reference page.
The phot ocopi ed pages nust show the date of the article. Typically,
conmput er magazi ne articles contain the nonth and year on each page.

If this is not the case, |look at the table of contents which lists the
article. This should include the date, in which case a photocopy of
this page is to be included with the copy of your article. |If you use
a book, photocopy the page containing the copyright date.

TH S SUMWWARY REPORT IS TO BE I N YOUR OAN WORDS
1. First read the article
2. Then write your sunmary

*The first sentence of your report is to describe what word
processor was used (i.e. My report was conpleted using Mcrosoft Wrks
3.0).

This is vital to your grade: |If your article is not between
dates given by your instructor, it will earn a grade of ZERO If you
cannot prove it is within this given tine frame through the phot ocopy,
it will be graded as ZERO. Consequently, if you do not hand in the
phot ocopy of your source, the essay will be graded as ZERO
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U. S.
H STORY

« BOCOK REPORT -

You must submit book titles and authors for approval.

The book report must be neatly typed and enpl oy correct English
grammar, spelling, etc., and nust be at |east 4-6 pages in
| engt h.

The book report must have a title page containing the follow ng
i nformati on:

Nane of the book

Aut hor (s’ )’ s nane(s)

Publ i shi ng data (nane of publisher, date of publication
pl ace of publication

Your nane and the current date

Course nane and title and instructor’s nane

mo Ow»

The book reports nust address the follow ng areas:

A Identify and di scuss the major thenes, plots, characters,
etc., of the book

B. Expl ai n the book’ s content

C. Identify and di scuss the major issues, problens, etc.,
addressed by the book

D. Di scuss how these issues, problens, etc. are resolved (if
at all)

E. Identify the book’s mmjor achi evenents

The book report must also contain a critique based upon these
el ement s:

A Critique the | anguage/vocabul ary style for clarity,
readability, etc.

B. Critique the witing style for degrees of difficulty,
conpr ehensi on, etc.

C. Critique the book’s strengths and weaknesses

D. O fer your overall appraisal of the book
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« ENGLI SH BOOK REPORT -

Wthin sonme English | classes, students will be required to conplete a
book report which contains a SYNOPSIS, an ANALYSI S and a
RECOMVENDATI ON.

SYNCPSI S: Expl ai ns how the story begins and ends or how
the plot proceeds. |Includes mgjor characters,
conflict, incidents, and resol utions.

ANALYSI S: I ncl udes an exani nati on or explanation of the
book’s central thene(s),significance, witing
styl e, and depth.

EXAMPLE: Witing about a story which invol ves “greed”
as the central point and determ ni ng whet her
or not the author has comruni cated a maj or
t henme about the thene clearly.

RECOVMENDATI ON:  Thi s shoul d be a paragraph expl ai ni ng why you either
i ked the book, or you didn't. This paragraph
should reflect a critical, personal eval uation
of the book.

For further information, refer to the guidelines, which apply to
witing a Critical Essay.
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CRI TI CAL ESSAY .

Gui del i nes concerning how to conplete two types of critical essays
frequently assigned at the College are provided. The first essay is
assigned in sone sections of Applied Ethics, and the second essay is
assigned in Introduction to Literature. Refer to the nethods outlined
above to construct an effectively witten essay for either class.

1. Read the material to be criticized several tinmes. Do not begin
underlining or taking notes until the second or third reading.

2. Identify the main conclusion (thesis) of the piece. Identify all
concl usi ons of sub-argunments if there are any.

3. Identify prem ses which support each conclusion (keep them
separate). Note hidden assunptions and m ssing prem ses.
Qutline the main argunment and the sub-argunments if there are any.
Some may be only inplied.

4. Eval uate each argunment separately for acceptability of prenises,
rel evance of prem ses to conclusion, and strength of support.
Look for fallacies and | anguage probl ens such as amnbiguity,
vagueness, and enotionally | oaded | anguage.

5. Pl an your evaluation according to a systemlike the foll ow ng:

l. I ntroducti on—+dentify the title, author, and context of the
essay which you are evaluating. Sunmarize it in genera
ternms (perhaps relate it to sone broader issue to interest
your reader), and state in general ternms whether you find
it strong or weak.

. Reconstruction—State in detail the argunment which you are
eval uating, noting conclusion(s), supporting prenises,
i nplied premi ses, assunptions and/or conclusions. Do not
criticize at this point.

I1l. Criticism-After saying anything positive that you can

(assum ng that you have found flaws in the piece), state
its weakness systematically in terns of the criteria in #4
above (be sure to explain thoroughly). State any counter

i nstances or counter argunents which you would like to

i ntroduce. Don't “beat a dead horse” by treating every
weakness you have found, but don’t omt anything you think
powerful |y damagi ng or very interesting. You might also
suggest ways the argunment coul d have been strengt hened.

V. Concl usi on—Surmmari ze your criticismso that your reader
will remenber the main points of your evaluation. You may
al so want to finish by returning to the broader issue which
you noted in the introduction
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VI,

Wite at |east two drafts of your essay,

editing carefully

between drafts. Let your essay incubate for at |east a day
or two, and then read it al oud once nore to be sure you

haven't nissed any significant nmatters,
sounds. Then type and proofread your fi
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| NTERPRETATI ON OF PROSE AND POETRY

The purpose of interpreting prose and/or poetry is to determ ne the
message or thoughts of the author or characters. It is your

assi gnment to di scover and di scuss the rel evance of their neanings to
a particular situation. As you begin, follow the natural order of the
work, carefully commenting on each part as it occurs. Show continuous
character or thene devel opnent throughout. Because a poem or short
story is brief, you nust be specific, focusing on each idea presented,
per haps inplementing sone or all of the tools |isted bel ow

A Characterization—a portrayal or description of a character
ei ther physically, enotionally, etc.

B. Poi nt of Vi ew—perspective of narrator

C. Setting—the tine and place of the story/poem

D. Pl ot —devel oprment of the thene

E. Theme—the underlying nessage, i.e., the point the author is
trying to make

F. Tone/ Mood—enot i onal at nosphere

G Fi gurative Language, including:

1. Sensory | npressi ons—these may be positive or negative and
involve all or any of the five senses of seeing, hearing,
snelling, tasting, and feeling

2. Si m | e/ Met aphor - conpari son

3. Personi ficati on—+he assignnment of human qualities to
i nani mat e obj ects

4. Satire/lrony/ Sarcasm-+i gures of speech used to deride or
ridicul e somnething

5. For eshadowi ng—l ue(s) to let the reader know that some-

thing significant is happening or about to happen. This is
somewhat simlar to the use of nusic in novies to convey
the sane idea
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VRl TI NG ESSAY EXAMS

EVALUATI NG AN ESSAY QUESTI ON

It is very inportant to know exactly what the exam question is
asking so that you can make the required points and provide the

necessary details.

Always read the entire test,

and scan each

essay question carefully for cue words that define the task. A
maj or conpl aint fromteachers who grade essay exans i s that

students often do not answer the questions being asked.

Read

the question with care so that you know precisely what your
Essay questions usually contain cue words

i nstructor
t hat signal

expects.
the witing task. You should | ook for themas you

read the question and shoul d devel op your responses to address
the stated task. The table below lists and expl ains sone of these
cue words and identifies the nethods of essay devel opnent that

you might use to structure your answers.
essay questions wll

ask for

Keep in mnd that some
a conbi nati on of these net hods.

Cue Words What to Do Met hod of Devel opnent
Descri be G ve physi cal Descri ption
characteristics,
provi de details,
i ndi cat e sequence or
expl ai n features.
Tel |, discuss, trace G ve the history, state | Narration
the events, or indicate
chr onol ogy.
Explain, illustrate, Make sense or order of, | Exposition
gi ve exanpl es enunerate, or provide
details and exanpl es.
How? Expl ain how, show |Explain a process or Process

how, tell how

i ndi cate chronol ogy.

Conpare, contrast,
conpare and contrast

I ndi cate, explain and
describe the qualities
of a group or category.

Compari son-contr ast

Anal yze, indicate the
types, classify

I ndi cate, explain, and
describe the qualities
of a group category.

Cl assification or
di vi si on
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Cue Words What to Do Met hod of Devel opnent
Wy, tell why, Show rel ati on between Cause and effect
anal yze, explain the i deas or events; tell

results (or

how one event

effects)of, tell the i nfl uences, causes, or
consequences of results from anot her

or draw concl usi ons.
Define, identify, tell Provi de ext ended Definition

t he meani ng of

definitions and
expl ai n neani ngs.

Agree or disagree,

Provi de | ogi cal

Argurent ati on

support, eval uate, support for your
judge, defend, argue position on a topic;
convi nce a reader that
your position is
correct.
Here, from courses across the disciplines, are typical essay
exam nati on questions that use sone of these cue words:
English Literature:
Provi de exanpl es of Shakespeare's use of animal inagery in

The Tenpest and expl ain the nmeani ng of several key inages.

Soci ol ogy:
Conpare and contrast the conditions in state-run orphanages in
California in the nineteenth and twentieth centuries.

Psychol ogy:
O assify abnormal personality patterns in adol escents and
identify the key features of the various groups.

Hi story:
Trace the rise of the slave trade in America in the eighteenth
century.

PLANNI NG AND WRI TI NG THE ESSAY

« Assess the expected length and range of your response.

e Use the contents of the essay question to help get you
start ed.

* Budget your tinme w sely,
t he exam

so you are not rushing to finish

* Follow the general guidelines for good writing.
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e Plan your essay carefully and make any revisions and
editorial changes.
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RESEARCHI NG A PAPER

A research paper is a formal conposition based on an
i nvestigation of detailed informati on and other witers' ideas about a
topic rather than solely on your own attitudes and experiences. No
doubt you have opi ni ons about a nunber of topics, but unless you have
taken many courses or read extensively, you probably do not have an
i nformed opi ni on about a given topic. Witing a research paper offers
you the opportunity to develop an informed opinion and to apply your
thinking and witing skills to an objective discussion of a topic.
Unl i ke the personal essay, which grows from personal experiences and
vi ewpoi nts, the research paper grows froman in-depth study and a
careful exam nation of the ideas of other witers.

A research paper is nore than a sumrari zed versi on of what others

have said or witten, however. Ildeally, your research paper
represents a synthesis of your own perceptions, attitudes, ideas, and
experi ences supported by information gained from ot her sources. In
nost cases, those sources are materials in your college or commnity
l'ibrary. You can use these naterials to enlarge, to strengthen, to

define, or otherwise to conplenment your own basic views about a
subject. No one expects you to solve a mgjor world problemas a
result of your research, but if you have done your work seriously and
t horoughly, you will gain a broader and nore inforned view than any
one source al one has yet provided.

FIND AND LIMT A TOPI C SU TABLE FOR RESEARCH

If your instructor has not already given you a specific research
assignment, allow yourself tinme to select an appropriate topic for
research. The best way to start your search is by exam ning your own
i nterests and experi ences.

1. Begin with Topics that Interest You
Your favorite section of the newspaper; the kinds of books,
magazi nes, or filnme you enjoy; or a particular textbook chapter
that excited your curiosity are all strong clues to your rea
interests. The best ingredients for a successful paper are your
own under st andi ng of and ent husi asm for a subject.
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A Suitable Topic Allows Room for Discussion

To choose an appropriate research topic, you al so nust be aware
of what your paper can achieve. Since nost research papers
attenpt to add new di mensi ons or perspectives to a body of ideas
al ready expressed by others, process or howto papers or those
that nerely summari ze already known information ("the najor

deci sions during John F. Kennedy's presidency") are not good
choices. Strictly philosophical subjects or topics based on
personal beliefs-"the nature of reality," "Loyalty to one's
government cones before loyalty to one's famly," "Public nudity
shoul d be left to personal beliefs"-should be avoi ded because
they are based on opinion and often do not require research for
obj ective evidence and do not |end thensel ves to objective

di scussion. Look for a topic that allows you to explore areas
that still need discussion or review, such as an unsettled and
continuing problemor a little-known situation. "Wether the
sal e of handguns should be controlled in this country," for
exanpl e, mght prove a suitable problemto investigate for a
research paper

Narrow t he Topic to Manageable Size

The topic of your research paper should allow you to generate
enough discussion to fulfill your instructor's requirenents about
| engt h and about the kinds of sources you should use for your
research. A subject that is too narrow, such as "whether the
shoppi ng mal I provi des enough security for Christmas shoppers.”
or too recent, such as "the hazards of in-line skates,” will not
wor k because there will not be enough witten for you to build
on.
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FORMAL QOUTLI NE

The outline is your way of putting the elenments of the subject
together. Your mmjor statenments and arrangenent of them although
built out of your reading of sources, should not resenble any source.
After you conplete the research, but before you wite your first draft
create an outline to help you determ ne whet her your research materi al
is adequate. The inportance of an outline is that it forces you to
arrange your thoughts in order and then to think that arrangenent
over.

Qui del i nes for Preparing an Qutline:

1. Support Your Thesis.
Does every part of the outline relate directly to the
thesis by presenting your case, explaining an idea, or
filling in necessary background?

2. Carify the Order and Rel ationship of the Major Details.
Are the statenents in the nost |ogical or effective order?
Does one statenent |lead to the next?

3. Establ i sh the Relationship of Major and M nor Statenents.
Does each group of subheadi ngs adequately devel op the mgjor
headi ng?

4. Establ i sh Your Task in the Introduction

Does the introduction show your awareness of the prior
writing on the subject?

Does the introduction raise the najor issue you will

di scuss in the paper?

Does the introduction indicate the inportance and interest
of your topic?

5. Frame an Effective Concl usion
Does the conclusion grow out of the nmajor ideas you have
di scussed in the paper?
Does the conclusion reinforce your main thoughts?

6. Check for Coherence.

Does the outline reveal a paper that hol ds together?
W1l the final paper make the inpact you desire?
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« KEYWORD QUTLI NE e

THE EFFECTS OF CH LD ABUSE

| NTRODUCTI ON

THESI S STATEMENT: For the survivors, child
abuse is nore than the nmonmentary pain and
hum liation of a blow or an insult or even
a sexual attack; it is alifetime traum

l. Types of child abusers
A Peopl e who take pl easure
ininflicting pain on others

B. Peopl e who have
difficulty coping with
stress

C. Peopl e with various types
of personality problens

D. Peopl e who were thensel ves
abused as children

. Typical victinms of child abuse
A I nfants
B. School -age chil dren

I11. Major fornms of child abuse and their
effects on the victim
A Physi cal abuse

1. Definition
2. Ef fects

B. Enoti onal abuse
1. Definition
2. Ef fects

C Sexual abuse
1. Definition
2. Ef fects

D. Negl ect
1. Definition
2. Ef fects

Concl usi on
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in all capitals,
cent er ed

I nt roducti on
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Thesi s
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in full form

Ronman nuneral s
i ndi cate maj or
t opi cs of

di scussi on

Capital letters
i ndi cate
subdi vi ded

di scussi ons

Arabi c nuneral s
i ndi cate
clarifications

Concl usi on



THESI S:

« SENTENCE OUTLI NE -

THE EXPLORATI ON OF DI SNEY CULTURE

The success of Tokyo Di sneyland and the apparent failure of
Euro Di sney reveal that Japan may share cultural tastes
with the United States in ways that Europeans don’t.

Tokyo Di sneyl and and Euro Di sney copied the Anerican
nodel s, but with different results.

A Di sneyl and and Di sney Wrld were previ ous successes.
1. Disney in Southern California was an i nmedi ate
success, opening in 1955,
2. Di sney Wrld, opening in the early 1970s in

Fl ori da, expanded the Di sney vision.

B. Tokyo Di sneyl and opened in 1985.

1. Al t hough containing a few accommpdati ons to
Japanese culture, it nostly foll ows the Anerican
nodel s.

2. It has proved a great success.

C. Euro Di sney opened outside Paris in 1992.

1. It also followed the American nodels.
2. First reactions were negative and busi ness was
weak.

“Disney culture” is defined in the “parent” parKks.

A The parks present a sinplified inmagination.
1. An artificial environment nakes inagination
concrete.
2. Cartoon figures follow scripts.
3. I magi nation is sold as a comodity.
B. Disney culture provides a sinplified view of the past.
1. Conpl ex European history is turned into a world

of castles and fairy tales.

2. American history is idealized through the view of
dom nant groups.
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C. Di sney culture provides a sinplified view of the

future.

1. The Di sney Conpany is presented as an inage of
future order, confornity, and efficiency.

2. Di sney Culture exhibits present technol ogy as

unt roubl ed progress.

The Japanese respond positively to “Disney culture” as the
best of American culture.

A The imaginary world provides a retreat from
conmpl exity.

B. | magi nati on as consunption appeals to newly affl uent
Japan.

C. | deal i zed European and American history nmatches
Japan’s desire to adopt the best of the Wst.

D. The Japanese share the Disney vision of an efficient,

clean, orderly corporate future.

The French find Disney as distasteful as Anmerican
i nperialism

A Commentators find the Disney imagination infantile,
tacky, and noney-oriented.

B. The French are offended by the sinplification of their
hi story.

C. The view of the future is seen as oppressive and
[imted.

Concl usi on—Fhe United States and Japan nmay have nore in

comon culturally in some ways than the United States and
Eur ope.
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The Lackawanna Junior College Library is full of information and
hel pful individuals to get a student on the right track to a good
research paper. The Library houses a | arge anount of resources
including the self-learning lab that utilizes the Internet. Although
the Library has conputerized the magjority of its information, students
can still find what they are looking for in the Card Catal og. The LJC
Li brary uses the Dewey Decimal System which is based on all nunerica
cl assification.

DEVEY DECI MAL CLASSI FI CATI ONS

000- 099 General Works
100- 199 Phi | osophy
200- 299 Rel i gi on

300- 399 Soci al Sci ence
400- 499 Phi | ol ogy

500- 599 Sci ences
600-699 Applied Arts
700- 799 Fine Arts

800- 899 Literature
900- 999 Hi story
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RESEARCH NOTE CARDS

Few sources satisfy all researching needs. Sone are well witten but
have few facts; others include excellent ideas expressed in an

uni npressi ve fashion. Because sources have different strengths and
provide different kinds of information, take notes flexibly. Four
comon ki nds of notes will serve nobst purposes.

1. FACTS
Factual notes record technical infornmation-nanes, dates, anmounts,
and percentages--to be incorporated in your own sentences.
Record such information with mninmal clarifying notations;
doubl e- check notes for accuracy.

Rubin, WlliamB./Faultline Sal ari es

-1990 figures: nmen with high school diplonma ($28,911) and

col | ege di pl oma ($44,554); wonen with high school diploma ($18, 965)
and with college diploma ($28,043)//

1998-69: 2% increase in real earnings;

1989-92: 1. 6% decrease

p. 128-29

2. SUMVARI ES
Summaries present the substance of a passage in condensed form
A useful nmeans of recording exanples, a summary must be witten

entirely in your own words, phrases, or short sentences. |If a
phrase or brief passage is worth quoting, enclose it in quotation
mar ks.

Lar son/ Naked Consurmer Mailing lists

Equi fax and TRX (nmjor marketing firns) conpile lists-the book's
exanple is people with credit cards with spending limts over $5, 000-
and sell themto direct-market retailers. That way retailers can
target people with, the assunption is, |arge discretionary spending
habi t s-t he $5,000 figure woul d generate a list of several mllion
peopl e.

p. 76
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PARAPHRASES
Par aphrases restate a passage in your own words, but unlike
sumari es, they contain approxinately the sanme anount of detail
and the sanme nunber of words as the original. |If a passage
contains an inportant idea but does not nmeet the requirenents for
a quotation, restate it in your own words and use your own
sentence structure. After finishing the paraphrase, check it
carefully against the original to ensure that the idea has been
sufficiently reworded.

M | ford/ Areri can Wy c-sections

The rates of Caesarian sections increase or decrease dependi ng on how
doctors are paid and how patients pay their bills. Wen doctors bill
separately for procedures and when patients have their own insurance,
the rates of Caesarian sections increase to roughly one third of
births (33-39%; hospitals with the | owest Csection rates are those
where doctors do not receive special fees and where bills are not
item zed

p. 152

QUOTATI ONS

Quot ati ons reproduce word for word what sonmeone has said or
written, and they include the exact spelling and punctuation of
the original witten or printed version. Before transcribing a
qguot ati on, though, assess its value, using these questions.

Style
Is the author's | anguage so distinctive that you cannot say the
same thing as well or as clearly yoursel f?

Vocabul ary
Is the vocabul ary technical and, therefore, difficult to
translate into your own words?

Reput ati on
Is the author so well known or so inportant that the quotation
will lend authority to your paper?

Poi nts of contention
Does the author's material raise doubts or questions or make
assertions with which you disagree?

75




If you answer "yes" to any of these questions, copy the quotation into
your notes. Enclose the author's words in quotation marks and doubl e-
check the copy against the original; the copy must be exact.

I ndi cate when the quotation cones froma coment or passage by soneone
ot her than the author-for exanple, when an author has quoted soneone
whom you al so wi sh to quote

Robi nson/ Critics i nfluence

"Freud has fundanentally altered the way we think. He has changed our
intellectual manners, often w thout our even being aware of it. For
nmost of us[,] Freud had becone a habit of nind-a bad habit, his
critics would be quick to argue, but a habit now too deeply ingrained
to be broken. He is the major source of our nodern inclination to

| ook for meani ngs beneath the surface of behavior-to be always on the
alert for the "real "(and probably hidden) significance of our
actions." p. 270-71
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MODERN LANGUAGE ASSOCI ATI ON

The faculty of Lackawanna Juni or Coll ege generally require that
research papers be docunented in either the MODERN LANGUAGE
ASSOCI ATI ON or the AMERI CAN PSYCHOLOG CAL ASSQOCI ATI ON f or nat .
These differ in sonme respects so students should note carefully the
foll owi ng points:

MODERN LANGUAGE ASSCCI ATI ON
Sel ect ed Referencing Cuidelines

Format for MLA Citations:

M.A citations follow general formatting guidelines to ensure that they
are consi stent.

e Begin the first line of each entry at the left margin;
i ndent subsequent lines five spaces (approximately % i nch)

* Gve the author's last name first (to al phabetize easily)
If sources are coauthored, |ist additional authors' names
in normal first-last order

e ltalicize or underline titles of full-length works; the
nmeani ng is the sane. Be consistent throughout the paper.

» Separate mmjor sections of entries (author, title, and
publication information) with periods and one space, not
two. When other fornms of end punctuation are used (when
titles end with question marks or exclamation points, for
exanpl e), the period nmay be omtted.

* Doubl e-space all entries.
Wrks Cited (Bibliography):
Ful I docunentation of every source is offered in the "Wrks Cited"
section at the end of the report. Any citation for a book nust

include the follow ng: author, title, editor, edition, volunme nunber
publisher, city and date of publicati on.
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WORKS Cl TED
Cl TATI ON FORMS FOR BOOKS

A Book by one Aut hor
Ki dder, Tracy. The Soul of a New Machi ne. Boston: Little, Brown, 1981.

A Book by Two or Three Authors
Keck, Harvey, Janes Lott, and Roger Cayer. Principles of
Ceol ogy. Chicago: Nashua, 1989.

A Book by More Than Three Authors
Fi shberg, Richard H, et al. Coud Formation. Montreal,
Quebec: Loon, 1969.

Corporate or CGovernnent Report
The Presidential Task Force on Acid Rain. The Role of Acid Rain in
Def orestati on. Washi ngton, DC. GPO, 1985.

A Book with No Aut hor Named
An Angl o- Saxon Chronicle. Ed. M J. Swanton. Exeter, Eng.: U of Exeter
Press, 1990.

A Book by an Aut hor Using a Pseudonym (" Pen nane")

Eliot, George, [Mary Ann Evans]. "In a London Draw ngroom "
Col |l ected Poens. Ed. Lucien Jenkins. London: Skoob, 1939.
41.

A Book with an Organization as Aut hor
Aneri can Psychol ogi cal Association. Publicati on Manual of the American

Psychol ogi cal Association. 4th ed. Washi ngton, DC. APA, 1994.
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Magazi ne Article
Iler, J.A "A Shared Chemistry for Brain and Body." Science News 19
Mar. 1981: 180-181.

Cl TATI ON FORMS FOR PERI ODI CALS
A
M

An Article in a Journal with New Pagi nation in Each |ssue
Thacknman, John. " Conputer-Assisted Research."” Anerican Librarian 51.1
(1990): 3-9.

An Article in a Journal with Continuous Pagination
Barnstead, Marion H "The Witing Crisis.”™ Witing Theory
12 (1986): 415-33.

Journal Article
“The Making of a Candidate for President.”Tinme 20 Jul. 1984:
40.

A Newspaper Article
Schm dt, Hannah. "The Nucl ear Ganble." Boston Tines 15 Mar.
1988, Western ed.: 4.

Encycl opedia, Dictionary, or O her Al phabetic Reference Wrk
"Hydraulics." Technical Encycl opedia. 1981 ed.

Cl TATI ON FORMS FOR NONPRI NT SOQURCES

A Lecture
Branch, Taylor. "Denocracy in an Age of Denial.’
Hll Ser. Washington, DC, 7 May 1992.

Humani ti es on the

A Speech
Quayl e, J. Danforth. "The Mst Litigious Society in the Wrld."
Anerican Bar Assn. Annual Meeting. Atlanta, 13 Aug. 1991.
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A Tel evi si on Broadcast
MA*S*H. Perf. Alan Alda, Loretta Swit, Harry Mrgan, and
David Ogden-Stiers. CBS. WIHI, Terre Haute, IN 10 Feb. 1995.

A Recordi ng
The Beatles. Live at the BBC. 2 discs. Capital, C2-31796-2, 1994.

An | nterview
OGwell, Stephen. Personal interview 11 Nov. 1994.

Cl TATI ON FORVS FOR ELECTRONI C SOURCES

A CD- ROM Sour ce
Darwi n, Charles. The Origin of Species. 1859. Qutenberg Project. CD
ROM M nneapolis: U of Mnnesota, 1991-1993.

An Online Database or O her Source
Davis, Roger. E-Mail Interview 1 June 1995
Ej davi sr oot @ ndst at e. edu.

Dat abase Source

Calvin, Mary K. "Nesting Habits of Sapsucker." Studies in
O nithol ogy 15 (1932): 94-99; Baltinore, M. : Bioscience
Retrieval Services, 1985, Accession No. 87649-35.

Article In a Journal On Line
Smith Jane. “Understanding John Doe.” The Anonynous Journal 2.1
(1999): 24 Jan. 1999 <jwwv. j sm th. edu/ psy/ ] ournal /i1 ndex. ht m p.

FOR MORE | NFORVATI ON ABOUT CI TATI ONS, | NCLUDI NG ON- LI NE CI TATI ONS,
PLEASE REFER TO THE COLLEGE WRI TER' S REFERENCE, VWHI CH | S AVAI LABLE I N
THE BOOKSTORE.
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AMERI CAN PSYCHOLOGQ CAL ASSCOCI ATl ON

Sel ect ed Referencing CGuidelines

FORVMAT FOR APA CI TATI ONS:

To ensure easy reading (Wrks G ted) entries nust consistently foll ow
this format. APA docunentation is used in papers witten for the

soci al

sci ences excluding history and phil osophy.

I ndent the second line of each entry (six spaces is the
preferred pattern for APA but a five-space "TAB” is
generally acceptable as well); the first line begins at the
left margin. For publication purposes, indent the first
line, and begin the second line at the left margin.

Identify authors by last names and first and niddle

initials. Gve the author's last nane first (to nake the
citation easy to al phabetize) If sources are co-authored,
invert the names of all authors, and use an anpersand (&)
not the word and, to join the nanes of nultiple authors.

When no author is identified, list the source by title.

For books, capitalize only the first word of titles and
subtitles and capitalize proper nouns and proper

adj ectives; all other words are | ower case. For
periodicals, include the full title in upper-case and

| ower-case letters, a comm, and the vol ume nunber,

i ncludi ng the separating conma and the period that follows
the volume nunber. Do not use the italics feature of your
wor d processor.

Shorten the nanes of conmmercial publishers by using only
mai n el enents of their nanes (Harcourt rather than Harcourt
Brace) and by dropping descriptive titles (Publishers,
Conpany) However, |ist university presses (and

organi zations and corporations that serve as publishers)
conpl etely, using the words Books and Press whenever they
are part of an academ c publisher's name.

Separate maj or sections of entries (author, title, and
publication information) with periods, including elenents
encl osed in parentheses. However, separate the place of
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publication fromthe publisher's nane by a colon and one
space.
e Only one space separates elenments in APA citations.

e Page nunbers are listed conpletely (176-179, not 176-79)
and i ntroduced by the abbreviations p. (for page) or pp.
(for pages) . No commas are used to separate digits of
nunbers one thousand or |arger when citing pages (pp. 1295-
1298) .

e Doubl e-space all entries.
REFERENCES

In APA style, references replace bibliography. This section
provi des conpl ete publication information. Begin your references
on a new page. Type References, centered. Double space twi ce.
Al'l references nentioned in the text nust appear in the reference
list, unnunbered and al phabeti zed (each entry in the reference
list nmust also be cited in the text). The first line is flush
with the left margin. The following lines are indented three
spaces with double spacing within and between references.

Several forms are listed on the follow ng page.
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REFERENCES
Cl TATI ON FORMS FOR BOOKS

For citing a book with one author
Hel nstadter, G C. (1970). Research Concepts in Human
Behavi or. New York: Meredith Corporation.

A Book by Two or More Authors
Scott, J. P., & Fuller, J. L. (1965). Cenetics and the Soci al Behavi or
of the Dog. Chicago: University of Chicago Press.

A Book with No Author Naned

United Press International Styl ebook: The Authoritative Handbook for
Witers, Editors, and News Directors (3rd ed.) (1992).
Li ncol nwood, | L: National.

A Book with an Organi zati on as Aut hor
Anerican Medi cal Association. (1989). Manual of Style (8th ed).
Baltinmore: WIIliamns.

A Revised or Enlarged Edition

Meyer, R- W (1993). History of the Santee Sioux: United States Indian
Policy on Trial (Rev. ed.) Lincoln: University of Nebraska
Press.

A Milti-volume Wrk
Packard, F. R (1973). History of Medicine in the United States (Vols.
1-2). New York: Hafner.

A Transl ation
Beauvoir, S. de. (1991). The Ethics of Anbiguity (B.Frechtman,
Trans.). New York: Citadel.

An Article In an Encycl opedia or other Reference Wrk
Angermul ler, R (1980) Salieri, Antonio. In The New G ove Dictionary
of Music and Musicians (Vol. 16, pp. 415-421). New York: G ove.

A Governnment Docunent-Conmmittee, Comm ssion, Departnent

Comm ssion on Mgrant Education. (1992). Invisible Children: A
Portrait of Mgrant Education in the United States. Washi ngton,
DC. Governnent Printing Ofice. 92-0607-P.
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A Panphl et
Donestic M streatnent of the Elderly: Towards Prevention.
(1987). N.P.: American Association of Retired Persons.

Cl TATI ON FORVS FOR PERI ODI CALS

For an Article in a Monthly Magazi ne
Gould, S. J. (1989, March) . The wheel of fortune and the wedge of
progress. Natural History. 98. 14-21.

For an Article in a Wekly Mgazi ne

Auster, B. B., Stephen B., & Roberts, S. V. (1993, March 22). The
Pent agon under the gun. U. S. News and Wrld Report
114. 24-26.

For an Article in a Journal with Continuous Pagi nation
Felix, J. W, & Johnson, R T. (1993). Learning fromvi deo ganes.
Conputers in the Schools. 9(2-3). 119-134.

For an Article in a Newspaper
Hershey, K B., (1994, Cctober 15). How to preserve buying power over
time. The New York Tinmes. p. 1: 29.

For an Abstract from Di ssertation Abstracts Internationa

Broughton, P. F. (1992). The effects of athletic participation on
academ c achi evenent. (Doctoral dissertation, United States
International University, 1992 . Dissertation Abstracts
International, 53, 354A

Cl TATI ON FORMS FOR NONPRI NT SQURCES

A Lecture or Speech

Branch, T. (1992, May 7). Denocracy in an Age of Denial. Speech
presented to a Joint Session of Congress, House of
Represent ati ves, Washi ngton, DC

A Map, G aph, Table, or Chart

Engel, B. S. (1990). Descriptive literacy inventory [Chart] . From An
approach to assessnent in early literacy. In C. Kanmii (Ed.),
Achi evenent Testing in the Early Grades: The Ganes G own-ups Pl ay
(p. 128). Washington: National Association for the Education of
Young Chi |l dren.
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A Tel evi si on Broadcast

Cheers [Wth Ted Danson, Shelly Long, Wody Harrel son, Rhea Pennman,
George Witz, & Kelsey Gammar]. New York: National Broadcasting
Conpany.

A Recordi ng
The Beatles. (1994). Live at the BBC [CD]. New York:
Capital. (Original work recorded 1962-1963)

An Interview
Gwell, S (1994, Novenber 11). [Personal interview] . Terre Haute,
I ndi ana.

Cl TATI ON FORM5 FOR ELECTRONI C SOURCES

A CD- ROM Sour ce
Wl ners, W E. (1994). African | anguages. [CD-ROM Available; Golier:
The New Grolier Miltinmedia Encycl opedi a.

An On Line Database or O her Source

Ladew, Jennie. (1995, My 29). Hyperlexia, Autism and Language
[Di scussion] [On-line].Avail able: Internet Newsgroup bit.list-
serv.autism

WORLD W DE WEB SOURCE

Brown, Scott. (1999, July 24).Nutrition in Elenentary School. Kids
Nutrition Web Site. Retrieved March 8, 2000:
<http://ww. ki dsnutrition.com food/articles/kids/7722116. htm >.

FOR MORE | NFORVATI ON ABOUT CI TATI ONS, | NCLUDI NG ON LI NE CI TATI ONS,
PLEASE REFER TO THE COLLEGE WRI TER' S REFERENCE, VWHI CH | S AVAI LABLE I N
THE BOOKSTORE.

85



Thesi s:

PRACTI CE OUTLI NE

Despite occasional opposition fromlocal schools and

ongoi ng concerns over its effectiveness, hone schooling offers parents
and students a legal, viable, and refreshing path to education in

Aneri ca.
l.

Hone schooling is a widely practiced educational alternative
in the United States.

A

B

Honme schools are not new to Aneri can educati on
A

B

Argurent s about honme schooling are rooted in fundanmenta
bel i efs about education and the way children | earn.

A

B

Parents honme-school their children for a variety of reasons.
A

B

Critics are concerned about the effectiveness of hone
school i ng.

A

B
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e KEYWORD QUTLI NE

THE EFFECTS OF CH LD ABUSE

| NTRODUCTI ON

THESI S STATEMENT: For the survivors, child
abuse is nore than the nmonmentary pain and
hum liation of a blow or an insult or even
a sexual attack; it is alifetime traum

l. Types of child abusers
A Peopl e who take pl easure
ininflicting pain on others

B. Peopl e who have
difficulty coping with
stress

C. Peopl e with various types
of personality problens

D. Peopl e who were thensel ves
abused as children

. Typical victinms of child abuse
A I nfants
B. School -age chil dren

I11. Major fornms of child abuse and their
effects on the victim
A Physi cal abuse

1. Definition
2. Ef fects

B. Enoti onal abuse
1. Definition
2. Ef fects

C Sexual abuse
1. Definition
2. Ef fects

D. Negl ect
1. Definition
2. Ef fects

Concl usi on
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Title
in all capitals,
cent er ed

I nt roducti on
| abel ed
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Thesi s
st at enent
in full form
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i ndi cate maj or
t opi cs of

di scussi on

Capital letters
i ndi cate
subdi vi ded

di scussi ons

Arabi c nuneral s
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clarifications
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SAMPLE

M_A DOCUMENTED RESEARCH PAPER

Sentence Qutline
Thesis statenment: House arrest offers a choice of severa
nmonitoring systens, presents no insurnmountable probl ens, proves

effective in controlling lowrisk offenders, and costs | ess than
i ncarceration

I. The use of house arrest stens fromthe country's serious crimne

pr obl em
A Violent crines are cormitted by a small nunber of repeat
of f enders.
B. These crines have led to tougher crime-control |egislation
C. This legislation has increased the country's prison

popul ati on and the cost of incarceration.

D. As a result, many jurisdictions have adopted house- arrest
prograns for | owrisk offenders.

Il. Electronic nonitoring has a short history. A The idea first
appeared in the com c Spi dernman

B. A New Mexico judge asked conputer conpanies to devel op an
el ectronic bracelet.

C. Monitoring was first used in 1984 to control offenders, and
t he concept quickly spread across the country.

Il Electronic nonitoring devices fall into three categories.
A A programmed-contact systemcalls the offender's hone
during curfew periods and reports absences.
1. A conputer may sinply record the offender’'s voice.
2. A conputer may conpare the voice heard over the phone to a

recording of the offender's voi ce.

3. The of fender may wear an encoded bracelet and insert it
into a special tel ephone transmitter

4. A canmera may transnit photos of the offender over tel ephone
l'ines.
B. A continuous-signal systemrequires the offender to wear a

transmtter that sends uninterrupted el ectronic signals.
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C. A hybrid system conbi nes progranmed-contact and conti nuous-
si gnal techniques.

1. The programed- cont act conmponent usually includes voi ce-
and photo-transm ssion units.

2. Jurisdictions can tailor systens to their needs.
I'V. Electronic systens have created practical and |egal problens.

A. Practical problens include both difficulties experienced by
of fenders and transm ssion difficulties.

1. Encoded bracel ets can cause offenders di sconfort and
enbarrassnent.

2. Tel ephone lines and objects in the of fender's honme can
interfere with signal pickup

B. Legal problens include possible constitutional infringenents
and the net-w deni ng effect.

1. Charging surveillance fees and limting surveillance to the
| east dangerous persons may infringe on offenders' equa
protection rights.

2. Monitoring may violate the right to privacy of others in
of f enders' hones.

3. Net -wi dening can result in an excessive nunber of
i ndi vi dual s under house arrest.

V. Electronic nonitoring has proved effective with | ow risk offenders.

A. The great majority of offenders successfully conplete
nmoni tori ng prograns.

B. Monitoring costs |l ess than incarceration

VI . ' The advantages of house arrest should increase its use.
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House Arrest: An Attractive Alternative to Incarceration
Few of us would deny that crine is a serious national problem
Al nost daily, newspapers and tel evision screens offer accounts of
"white-collar crimes" such as enbezzl enment and tax evasi on and of
violent crinmes such as aggravated assault, rape, and rnurder. Unlike
nonvi ol ent crines, nost violent ones are committed by chronic
of fenders. As former U S. Attorney General WIIliam Barr notes, "Study
after study shows that there is a tiny fraction of the popul ati on who
conmt a disproportionate anmount--a vast anount--of predatory
violence in our society" (B3)
These violent crinmes have hardened society's attitude toward crimnals
and brought about a denmand for "get-tough" policies in dealing with
all kinds of offenses. The result has been federal legislation |ike
the Crinme Control Act of 1984 and the Anti-Drug Abuse Act of 1986. The
first of these makes incarceration mandatory for certain habitua
of fenders; the second does the sane for persons convicted of specified

drug offenses (United States, Prison Projections 12). The introduction

of mandat ory sentenci ng gui delines, now common on the state as well as
the federal |evel, provides consistent punishnent for sinilar crines.
It has | ed, however, to an explosion in the nunber of prison inmates,

which by m d-1996 totaled over 1.1 mllion, according to the Justice
1 inch margin

Joo
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Jacque 2

Departnent's Bureau of Justice Statistics ("BJS Reports" 1). Between
1980 and 1995, the nation's prison popul ation increased by 242 percent
("I'nmate Popul ations" 10). Many of these inmates are guilty of
nonvi ol ent of fenses. In 1997, three-fourths of all prisoners fell into
t he nonvi ol ent category (Richey 3).

It is likely that the prison population wll continue to grow.
The National Council on Crinme and Delinquency has estimated that the
total number of prisoners mght reach 1.4 mllion by the year 2000, a
junp of 24 percent over the 1995 level ("lInmate Popul ations” 10). The
Bureau of Prisons has projected construction costs of sone four
billion dollars for new federal prisons scheduled to open in the 1996-
2006 decade and between ten billion and fourteen billion dollars for
the new state prisons required to house the anticipated increase in
prisoners ("lInmate Popul ati ons" 10).

Even these figures don't tell the whole story. Director of the
Federal Bureau of Prisons J. Mchael Qinlan (114) comrents that over
the lifetime of a prison, "construction costs are only 5-7 percent of
the total expense. This neans that from 15-20 tinmes the construction
costs will have to be budgeted over the life of each prison now being
built." Underestimating operating costs can result in unused
facilities as in Florida where, in 1992, two newy constructed 900-
person prisons and a 336-person death-row facility renai ned enpty

because the state | acked the nobney to operate them (Katel 63).
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Overcrowdi ng and the high costs of prisons have seriously underm ned

state spending on public services and created a nunber of hidden
expenses. In Mchigan, for exanple, corrections spending increased
over 300 percent between 1979 and 1989, as conpared to a 98 percent
increase in social services spending and a 40 percent increase in
education spending (Baird 122). And these figures do not include

hi dden costs such as welfare paynments to the famlies of inprisoned

of fenders and the | oss of tax revenues from prisoners renoved fromthe
j ob market (Lynch).

Faced with the social and educational consequences of current
policy, nany state |egislators have reconmended using prison space
only for violent offenders and devel opi ng, for nonviol ent ones, |ow
cost alternatives that provide adequate public protection. At tines,
results have been mxed. In the early 1980s, for exanple, the state of
Ceorgia attenpted to relieve severe prison overcrowding by greatly
expandi ng the use of closely supervised probation. Wil e significant
cost savings were realized, trenendous work overl oads on the probation
staff resulted (Probation D vision)

House arrest--a strategy that confines nonviolent offenders to
their homes and nonitors their conpliance with electronic devices--
avoi ds the drawbacks of other approaches It offers a choice of several
nmonitoring systenms, presents no insurnountable problens, is effective

in controlling ow risk offenders, and costs |ess than incarceration.
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El ectronic m)nitoringEI has curious roots--the com c Spiderman. The
idea first occurred in 1979 to New Mexico Judge Jack Love, who
observed that Kingpin, Spidernman's nenesis, used an electronic
bracelet to control his crinme- fighter eneny. Love asked conputer
conpani es to develop a simlar device (Scaglione, "Jails" 32; Sullivan
51). The first house-arrest programusing electronic nonitoring was
i npl enented in 1984, and five years |ater prograns had been
established in over a hundred jurisdictions across nore than thirty
states (Peck 26; Scaglione, "Under Arrest" 26). By 1993, the nunber of
of fenders being electronically nonitored total ed 65, 650 nati onwi de
(Carey and McLean 1).

The U.S. Departnent of Justice classifies electronic nonitoring
systens according to their signaling characteristics (United States,

El ectronic Mnitoring 1) Types include programed contact, continuous

signal, and hybrid systens--a conbi nation of the first two.

Wth a programred-contact system a conputer calls an offender's
resi dence on a random basis during established curfew periods and
reports any unauthorized absence to correctional authorities. Various
| evel s of sophistication are possible dependi ng upon how nuch
certainty is desired. In the sinplest system the conputer nerely
records the offender's voice. Correctional authorities then reviewthe
t aped responses the next day to deternine any curfew violations. A

variant approach uses a prerecording of the of fender's voice, which

This alternative is sonetimes called electronic tethering, electronic surveillance, electronic
house arrest, or electronic incarceration.
1
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t he conputer conpares to the voice heard during randomcalls. If the
two do not match, the conputer can imediately notify authorities of a
viol ation. Voice systens are conparatively inexpensive as no speci al
equi pment needs to be installed in the offender's hone or worn by the
i ndi vidual (Hofer and Meierhoefer 36-37).

A nore sophisticated neans of checking on of fenders nakes use of
an encoded bracel et worn by the offender. Again, a conputer calls
random y during curfew |nstead of answering in the usual manner
however, the of fender responds by inserting the bracelet into a
special transmitter attached to the tel ephone. The bracel ets can be
made in such a way that unauthorized attenpts to renmove themwil|
damage their transmtting ability (Hofer and Meierhoefer 36-37).

Vi sual verification probably offers the best assurance agai nst
curfew violation. A special canera that can transmt photographs over
tel ephone lines is installed in the offender's hone. During calls, the
computer can request the unnonitored individual to provide a variety
of poses to the canera. These photographs can then be stored in the
conpute~ for later review or conpared i nmmediately to a reference key
for the individual (Hofer and Meierhoefer 37).

Conti nuous -signal systens, unlike programred-contact- systens,
require the offender to wear a transnitter that sends a conti nuous
sequence of electronic signals, often several tines a mnute, to his
or her hone tel ephone. If a break in transm ssion occurs during a

detention period, the nonitoring conputer notifies authorities. The
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transmitters are relatively small and generally worn on a tanper-
resistant strap around the ankle. Attenpts to renove the strap could
cause the unit to stop sending signals or could be detected during
periodic inspections. These systens provide a greater degree of
supervi sion than programed- contact systens, which check on of fenders
only intermttently (Hofer and Mei erhoefer 38-39)

Hybri d systens conbi ne programmed-contact and conti nuous-signa
techniques in order to realize the advantages of each (United States,

El ectronic Monitoring 1). Typically, the progranmed-contact conponent

i ncl udes both voice and video units. This conponent can function as a
backup for continuous-signal nonitoring or as a supplenment to it. In
the first case, the conputer is programed to call for voice-video
identification whenever the offender's transmtter fails to send a
continuous signal. In the second case, the conputer randomy calls for
voi ce-video verification as well as receives transnitter signals
(Scaglione, "Jails" 36).

Jurisdictions can devel op hybrid systens tailored to their
i ndi vi dual needs. For exanple, a house-arrest programfor drunk
drivers could enploy a continuous-signal transmtter supplenented by
random t el ephone verification. Hone nonitoring equipnment coul d even
i nclude a Breathal yzer to determne and transnit to the conmputer the
of fender's bl ood- al cohol |evel during telephone verification calls
(Scaglione, "Jails" 36). A variation of this type of systemis used in
Annapol i s, Maryland, where video caneras have been installed in the

homes of sone convicted drunk drivers. The offenders are call ed
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periodically and required to give thenselves a bl ood- al cohol test in
front of the canera (Peck 28). Not surprisingly, electronic
monitoring has resulted in sone practical problens and | egal concerns.
Most problens arise with those who wear encoded verification bracelets
or transmtters. These offenders conplain that the devices cause
physi cal disconfort or enbarrassment. Correction officials can adjust
the fit of the device or suggest that offenders wear a cut-off tube
sock, tennis-type wistband, or other type of padding under the strap.
Wearers, however, nust find their own ways of coping with
enbarrassnment. |In studying the electronic nonitoring of federa
par ol ees, Beck, Klein-Saffran, and Woten found that offenders could
be quite innovative in explaining why they were wearing units. \Wen
guestioned by strangers, "the majority told the truth, while other
parol ees stated that [the unit) was a heart nonitor, pager, battery
charger for a video canera, or a fish caller" (29).
Transnitting difficulties have created other practical problens.
In some areas, existing telephone |ines may be inadequate or
i nconpatible with the transmtting characteristics of certain
nonitoring systens. In other cases, the offender's honme may cause
difficulties. Ford and Schm dt, who conducted research for the
National Institute of Justice, point out that
The typical room has dead space in which the receiver
cannot pick up the transmtter's signal. |In particular,
metal tends to limt the range of the transmtter; Kkitchens

are therefore an especially difficult environnent.
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Transm ssi on breaks have al so been attri buted to netal

furniture, faulty wiring, other electronic devices,

bat hroom fi xtures, waterbeds, and even certain sl eeping
positions. Mobile homes constitute a problemfor offenders
trying to do yard chores. the range outside the building is
as little as ten feet, as conpared to as nmuch as 200 feet
froma mainframe building (3).

O her researchers have noted simlar interference problens. In
one situation, authorities suspected nonconpliance when they
di scovered breaks in an offender's continuous signal transm ssions.
These breaks al ways occurred during the sanme tinme period and only on
Sundays. I nvestigation revealed that a |large rock and netal coffee
tabl e was bl ocking the signal fromthe transmtter on the offender's
ankl e while he was watching football on television (Peck, Klein-
Saffran, and Woten 27).

Most practical problens associated with el ectronic nonitoring
pose no serious challenge. Troubl esone bracelets and transmitters can
be adj usted or padded. O fenders often devel op i ngeni ous expl anati ons
for the units they wear. Difficulties in signal transm ssion can often
be overcome by having trained technicians install equi pment or by
havi ng of fenders slightly nodify their routine. Legal problenms, on the
ot her hand, pose a greater chall enge.

El ectronic surveillance prograns necessarily involve sone type of
entry into offenders' hones. Therefore, they need careful exam nation

to ensure that they don't violate the equal protection and right to
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privacy provisions of the Constitution. The American Cvil Liberties

Union is concerned that two conmon practices--charging a fee to cover
surveillance costs and restricting surveillance to cl asses of

of fenders least likely to violate house arrest--nmay infringe on the
equal protection clause of the Constitution. The first practice, the
ACLU notes, can discrimnate against young and i ndi gent offenders by
i mprisoning them because they cannot pay their fees. The second, by
singling out persons guilty only of property crines and w thout
serious crimnal records or histories of drug abuse, may target

di sproportionately high nunbers of white-collar offenders (Petersilia
3).

Because el ectronic nonitoring prograns are always vol untary,
participants essentially waive their right to privacy. By agreeing to
a programin lieu of prison, they have indicated their willingness to
undergo surveillance. Still, as the Bureau of Justice Assistance
notes, court rulings nmay uphold a convicted person's right to privacy
if electronic surveillance "cannot be justified in terns of an
articulated security interest, ability to deter future crimna
conduct or ability to reduce the risk of flight" (United States,

El ectronic Monitoring 5). Furthernore, electronic nonitoring can

i nvade the privacy of others in the offender's honme. Family nenbers
who have not conmitted an of fense and have not waived their right to
privacy can accidentally be photographed or recorded. To prevent such
i ntrusions, Kentucky, Nevada, and West Virgi nia have banned the use of

equi pnment that m ght accidentally record extraneous sights and sounds.
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And because North Carolina prohibits photographing juveniles, visual

verification cannot be used in that state (Scaglione, "Jails" 34).

Besi des protecting an of fender's constitutional rights,
correction officials nmust try to avoid a "net- widening" effect when
el ectronic nonitoring is used. This effect occurs when a judge
approves surveillance for offenders who would formerly have received
probation but denies it to anyone who would fornerly have gone to
prison. The result is a "widening of the net of social control" to
enconpass nore individuals. When such abuses take place, the system
does not provide an option for those who would ot herwi se have gone to
prison, and it serves as a new form of punishnment for those who woul d
ot herwi se have been placed on probation. Prison overcrowding is not
reduced, and the costs of punishment actually rise because of the
excess nunber of individuals under surveillance (Mrris and Tonry
225). The net-wi deni ng ef fect has been avoided in sone jurisdictions
by establishing strict rules for the selection of participants. New
Jersey, for instance, restricts alternative puni shnent prograns to
of fenders who have al ready been sentenced to prison (Hofer and
Mei er hoefer 22).

A personal interviewwith Richard N. Irrer, who supervises the
M chi gan Departnent of Corrections electronic nonitoring program has
provi ded convi nci ng evidence that nonitoring works well in supervising
lowrisk prisoners. Mnitoring began experinentally in 1986, and the
follow ng year the programwas expanded to include the entire state.

O fenders nonitored by the departnent include circuit-court p

99



Jacque 11

probationers, prison parolees, and prisoners released from hal fway
houses. By mid-1997, nearly three thousand of fenders were bei ng
noni t or ed.

The departnment uses the continuous-signal nonitoring system
exclusively. Before being fitted with bracelets, offenders are fully
briefed on the operation of the systemand nust read and sign a set of
rules and regul ations that includes a |ist of possible penalties for
violations. These prelimnaries and the tact that the programincl udes
only carefully screened offenders with mnimum security status have
undoubt edl y hel ped the program achieve its high success rate. For
1997, according to Irrer, only 1.6 percent of the offenders were
arrested for new felonies, and just 6.2 percent disappeared. The
penalty for programviol ators depends on the status of the violator
and the nature of the crinme. For exanple, parol ees and probationers
who commit serious violations nay go to prison, while prisoners on
furl ough from hal fway houses nmay be returned there. M nor violations
could result in extended curfew hours.

The M chi gan program has al so been a financial success.

I nprisoning of fenders costs the state an average of $65 a day. In
contrast, lrrer notes, electronic nonitoring costs just $7.30 a day,
and financially able of fenders nust reinburse the state. Those who
can't pay nust performcomunity service. Earlier findings reported by
Hof er and Mei erhoefer al so reveal w de spreads between the costs of

i mprisoning and nonitoring of fenders (54-55). Cearly, electronic
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nmonitoring can significantly reduce the country's enornous prison
costs.

El ectronic nonitoring is not a cure-all for prison overcrowdi ng.
But it does offer a nunmber of advantages that deserve serious
consi deration: Several systens are avail able; no insurnountable
problens are evident; lowrisk offenders are effectively controll ed;
and the costs are |less than those for incarceration. As we approach
the end of the twentieth century and enter the next, authorities in
i ncreasi ng nunbers can be expected to establish house- arrest prograns

that nonitor conpliance with el ectronic devices.
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BUSI NESS

MEMOS & LETTERS

When writing in a business situation, you nmust be clear and
concise, that is brief and accurate. Di ssem nating information
t hrough nmenos, letters and/or reports requires strong witing skills
with an ability to produce worthwhile content, good organi zation and
easy readability.

Not all business correspondence is "outside mail." Ml is often
sent between offices within an organization in the formof hard copy
i nteroffice nenoranduns or electronic nmail. |f hard copy nmenos are

sent, they are usually in plain envelopes or in interoffice envel opes,
whi ch can be reused several tines. The receiver 's name and
departnment are included in the outside of the envel ope. "Confidential"
tabs nmay be attached to seal the envel ope when appropriate.

Meno For nat :

1. Use 1" side margins and |.5" top margin (or begin a double space
bel ow t he nenphead)

2. Set a tab 10 spaces fromthe left margin to acconmodate the
| ongest line in the headings (SUBJECT: plus two spaces).

3. Key the form headi ngs in bold. The recipient’s and sender’s
personal and/or official titles are optional.

4. Doubl e space headi ngs and between paragraphs. Single space body.
Do not indent the first Iine of paragraphs.

5. I ncl ude reference initials and encl osure not ati ons

when appropri ate.

SAMPLE:

To: Nane and title of recipient

From Your nane and title; requires no signature
Dat e: (i mportant for chronol ogi cal reference)
Subj ect : (important for categorical reference)

I nt roductory Paragraph
State your main point in as few words as possible. (Were, Wen, Wy,
Who)

Meno Verification
Do not sign nmenos. Initial the "Front line after your nane.

Copy Not ation
When sending copies to people not listed on the "To" line, include a
copy notation of those receiving copies.
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LETTERS

There are many different types of letters generated within a
busi ness organi zation. But with each type, as with all forns
of business correspondence, you nust be accurate and precise. Gve
sufficient, accurate, and relevant information, which is clearly
organi zed. Be succinct and concise in witing in order to elimnate
the possibility of msunderstanding on the part of the reader. In
addition, be courteous since letters reflect not only the witer but
al so the business he/she represents.

BUSI NESS LETTERS are arranged in a standardi zed form consisting
of six parts. The side margins should be set at 1 2" The first part
is the heading, which contains the sender's full address and date of
correspondence; however, when you are using letterhead, only the date
need appear (on line 16). The second part of a business letter is the
inside address. Third is the greeting, or salutation. The next part
of a business letter is the body. This portion contains the nessage
and is usually single-spaced. It may appear in block or indented
form Make the purpose of your letter evident and arrange your
thoughts in | ogical order, separating ideas into paragraphs. The
complinmentary closing has only the first word capitalized. It
precedes the signature, which is the final conmponent of a business
letter.

MODI FI ED BLOCK FORMAT is a variation of block format. It is
"nmodi fied" by noving the dateline and the closing lines fromthe |eft
margin to the center point of the page. Reference initials are
included with those of the keyboard operator. The witer's initials
are listed first in ALL CAPS followed by a colon. If an itemis
included with a letter, an enclosure notation is keyed a doubl e space
bel ow the reference initials. A copy notation c indicates that a copy
has been sent to the person(s) naned.
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BUSI NESS LETTER FORNMAT
Modi fied Block with M xed Punctuation
( SAMPLE)

| MVAGE MAKERS
5131 Moss Springs Road
Col unbi a, SC 29209- 4786
(803) 555-0127

August 20, 1997
OS]

Ms. Vera N. Hayes, President

Vera's Wrd Processing Services

4927 Stuart Avenue

Bat on Rouge, LA 70808-3519

DS

Dear Ms. Hayes:

DS

The format of this letter is called nodified block. Mdified block fornat
differs fromblock format in that the date, conplinmentary close, and the
signature lines are positioned at the center point.

DS

Par agraphs may be bl ocked, as this letter illustrates, or they nmay be

i ndented five spaces fromthe left margin. W suggest you bl ock paragraphs
when you use nodified block style so that an additional tab setting is not
needed. However, sone people who use nodified block format prefer indented
par agr aphs.

DS

Al t hough nodified block format is very popul ar, we reconmend that you use it
only for those custoners who request this letter style. Qherw se, we urge
you to use block format, which is nmore efficient, as your standard style.

DS
Both formats are illustrated in the encl osed | mage Makers Format GCui de.
Pl ease note that the block format is | abeled "conmputer conpatible."
DS
Si ncerely,
&
Patrick R Ray
Conmuni cati ons Consul t ant
XX
DS
Encl osure
DS

C Scot Carl, Account Manager
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CAREER DOCUMENTS

Al'l students at Lackawanna Junior College will need to prepare a
resune for inclusion in their student portfolios. Conplete information
concerning resunme preparation can be found in the Job Finding Guide,
avail able fromthe transition coordinator. This guide contains basic

i nformati on on resune and cover letter preparation, job interview
techni ques, and interview foll owup protocol. Students are encouraged
to neet with the transition coordinator during their first senmester at
LJC to begin preparing these career docunents.

CENERAL PORTFOLI O REQUI REMENTS

The portfolio is a collection of student |earning docunentation that
provi des tangi bl e evidence of a student's proficiency in selected
courses. It is devel oped by each individual student and shoul d include
several representative sanples of a student's work with the enphasis
on the student's chosen major.

The process of devel opi ng, selecting, and organi zing material s
encourages the student to beconme actively involved in the |earning
process and serves as a nmeans of neasuring personal and schol astic
growth. Instructors in individual courses select the appropriate
out cone or product to be included in the student portfolio.

The portfolio is divided into four sections. Al associate degree
candi dat es shoul d have a nini num of sixteen (16) itens in their
portfolios.

SECTI ON ONE - CAREER DOCUMENTS (M ni mum 3 sanpl es)

1. Current Resune

2. Two (2) letters of recommendati on

3. Sel f - Devel opnent course: a sanple relating to a student's
career plan

4. Co- op work experience (optional)

5. DI SCOVER/ SI G conput er career assessnent
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SECTI ON TWD - CORE COURSEWORK (M ni mum 7 sanpl es)

1. EN 105 - College Witing: Sanple or book report

2. EN 106 - Introduction to Literature: Witing sanple or term
paper

3. EN 111 - Busi ness Communi cati ons Busi ness witing sanple

4. I'S 100 - Introduction to Conputer Applications: Sanple of
word processing, spreadsheets, and dat abase exercises

5 IS 110 - Conputer Applications Il: Designated software
proj ects

6. MA 101 - Mathematics of Finance: Summary of skills and
applications

7. MA 114 - Mat hemati cal Reasoning: Representative coursework
sanpl e

8. MA 116 - Coll ege Al gebra: Representative coursework sanple

9. SS 123 - Applied Ethics: Witing sanple

10. G obal History: Witing sanple

11. Nat ural Science: Witing sanple

12. Laboratory Science: Representative coursework sanple

SECTI ON THREE - MAJOR COURSEWCRK (M nimum 5 sanpl es)

Maj or coursework sanples will be selected based on student major
course syllabi should be included with all sanples. Instructors may
reconmend saving additional itens for inclusion in the Portfolio at
their discretion.

A student will also have the option of including any published work

speci al projects or assignnents, interpretive essays, or other papers,
letters, or reports.
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EXECUTI VE SUMVARY

The final section of your portfolio is the Executive Sumary. This is
a paper you will wite docunenting your LJC experience and how it has
i npacted your life.

Foll owing are the areas to be highlighted when revi ewi ng your MC
career:

1. Ceneral Education Requirenents (33 credits) - Denonstrate how
they addressed the College's eight (8) learning goals as listed
bel ow (further clarification of the goals can be found in the
St udent Handbook) :

--Critical Thinking

- - Conmmuni cation Skills
--Comuni ty Awar eness

- - Respect/ Tol erance for Others
- - Teamnor k/ Col | abor ati on
--Life-Long Learning

- - Knowl edge Application

--Sci ence/ Technol ogy Skills

2. Maj or - Speci fic Coursework (33 credits) - How thoroughly did these
courses prepare you for enploynent and/or transfer?

3. I nternshi ps/ Co-op (if applicable) - Explain how field experiences
were rel evant and val uabl e.

4. List all extra-curricular and/or comunity involvenment (if
appl i cabl e)- How did these involvenents help you mature as a
student and a person?

5. How di d your experiences at LJC inprove your career prospects and
pronmote personal and professional growh?

e The sunmary nust be 2 to3 pages in length and word
processed or typewitten. Devel opnent of the executive
summary will begin in EN 105, College Witing, and
portfolio devel opment shoul d be ongoi ng.

e Students nmay obtain the appropriate checklist detailing the
portfolio requirenments for their specific najor fromthe
portfolio manager (Suite 111).
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At the conclusion of each senester, students should review
their materials and save sel ected coursework on disk and in
the portfolio binder. Students should al so schedul e an

appoi ntnment with the portfolio nanager each senester to
review portfolio progress.
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