Holy Cross Style Sheet

Introductory Remarks


This style sheet is a guide to writing and word processing papers for Holy Cross High School.  The sheet uses the MLA (Modern Language Association) format for parenthetical and bibliographic citations. The MLA format is frequently used in college classes.  Online resources for additional information and help include the following:


http://www.easybib.com/ 

http://webster.commnet.edu/mla/index.shtml
The book Writing Research Papers by James D. Lester and James D. Lester, Jr. is also a useful resource, as is the most recent edition of the MLA Handbook.

Plagiarism


Plagiarism involves the use of another person’s words or ideas.  Plagiarism is a serious offense and may take several forms:

1. Copying words from a source without quotation marks and appropriate documentation.


2. Copying a paper from a book, a periodical, a website or another student.

3. Paraphrasing information without giving proper documentation.

4. Copying song lyrics or music without permission of the writer.

5. Copying statistical information or artwork from another person.

Avoiding Plagiarism


You can avoid plagiarism by writing your own papers and documenting them properly.  Every source used in a paper must be cited in the bibliography.  Both paraphrased material and quoted material need parenthetical notes. The paraphrased material has only a parenthetical note, while the quoted material has quotation marks and a parenthetical note.  Information that is common knowledge, such as George Washington was the first president of the United States, does not need to be documented. When in doubt, document; then you can’t be accused of plagiarism.

Word Processing and Formatting a Paper



Although this seems rather obvious, you should always use 8 ½ by 11inch white paper of a standard size.  Avoid erasable paper just because it has a tendency to smudge. 

The entire paper—this means quotations and bibliography entries as well as the text itself—should be double-spaced. It may be stapled or paper clipped together, depending on your teacher’s preference. The margins should be an inch to 1.25 inches all the way around.


Papers do not require a title page unless your instructor has specified one as a requirement.  Title pages should have the title of the essay centered in the middle of the paper. Your name, teacher’s name, course with period, and date should be in the lower right hand corner, each on a separate double-spaced line.  Papers without title pages have the following in the upper left hand corner on separate double-spaced lines:  your name, teacher’s name, course and period number, and date. Continue double-spacing and center your title next. Remember that the first letter of the first word, the last word, and all the important words are capitalized in your title.  Double-space again and begin typing your essay. Hit the tab once to indent (which should be about half an inch).


Pages should be numbered consecutively at the top right hand corner as a header. It should include your last name and the page number.


The bibliography page should be titled as such and contain a list of all sources, whether paraphrased or quoted, in the paper.  It should be double-spaced throughout.  It should be arranged alphabetically by author’s last name. If something doesn’t have an author, it should be filed alphabetically within the same list.

Parenthetical Notes



Parenthetical notes contain the author’s last name (and the title if you are using more than one source by the same author) and the page number(s) used.  If there is no author, then the title and page number(s) are used.


Parenthetical notes appear after the paraphrased or quoted material. You do not need one after each sentence if all the information is from one source.  Thus, if the information in one paragraph is from one source, you may just use one parenthetical note at the end of the last sentence of the paragraph. You may not carry this over more than one paragraph.


Parenthetical notes are part of your sentence; they are not, however, part of your quotation.  Thus, they come after the quotation marks but before the end punctuation mark.


An example of a parenthetical note for paraphrased material is as follows:

In “No Witchcraft for Sale,” Nicol makes use of the African myth that dead babies return again and again if they are not disfigured or if they do not have their bones broken (Nicol 1035).


An example of a parenthetical note for quoted material is as follows:

Viktor Frankl argues that “Man is never driven to any moral behavior; in each instance, he decides to behave morally” (Frankl 99).


An example of a parenthetical note for a quotation within a quotation is as follows:  When thinking about his life in the concentration camps Viktor Frankl writes,  “If someone now asked of us the truth of Dostoevski’s statement that flatly defines man as a being who could get used to anything, we would reply, ‘Yes, a man can get used to anything, but do not ask us how’” (Frankl 16).


For a website parenthetical notation, give the author. If no author is given, then give the title of the website.  For example, Life magazine described the beginning of space travel in the United States in a series of articles in 1959  (A Giant Leap for Mankind).  If there is no author or title, give the URL up to the dot (http://globetrotter.berkeley.edu/Elberg/Soyinka/soyinka-con0).

Quotations


Quotations should be used sparingly and when your own words won’t suffice. Quotations of fewer than five lines should be set off with quotation marks and incorporated into your text.  The quotation above from page 16 of Frankl’s Man’s Search for Meaning is an example.

 Quotations of over four lines are set off from the text by setting the quotation off in a block. Do this by indenting one inch at the beginning of each line in your paper until you have finished typing your quotation. Setting the quotation off in such a manner takes the place of quotation marks.  The following is an example taken from Century 21 Keyboarding and Information Processing.

The MLA Handbook, explains quotations:


If a quotation runs to more than four typed lines, set it off . . .   by beginning a new line, indenting once inch (or ten spaces if you are using a typewriter) from the left margin, and typing it double-spaced, without adding quotation marks. A colon generally introduces a quotation displayed in this way, though sometimes the context may require a different mark of punctuation, or none at all.  If you quote only a single paragraph, or part of one, do not indent the first line more than the rest.  A parenthetical reference to a prose quotation set off from the text follows the last line of the quotation.  (Gibaldi 73)

If you need to insert a word of your own into the quotation, you must put it in brackets.  If you need to omit a word or words in the middle of a quotation, then you need to use an ellipsis of three spaced periods.  If you end a sentence and then leave out words, you need an ellipsis of four spaced periods.

Bibliography or Works Cited Page


The bibliography or works cited page comes after the text of your paper.  It should include all sources, paraphrased or quoted, used in the paper.  The page should be titled either bibliography or works cited. This title should be centered and the first letter of each word capitalized. It should be an inch from the top of the page.  All entries should be double-spaced throughout.  Entries are listed alphabetically by the author’s last name. If you have a source without an author, you list it alphabetically by the title in the same list.  The first line of each entry begins at the left margin and goes to the end of the right margin. If the entry requires more than one line, you must indent all other lines an inch and a half from the left margin.  


You need the following information for the bibliographic entry for a book:



Author



Title



Editor (if any) or Translator (if any)



Edition



City of Publication



Publisher



Date


You need the following information for the bibliographic entries for periodicals, such as magazines and newspapers:



Author



Title of article



Magazine title



Date of publication



Pages on which the article appears


You need the following information for the bibliographic entries for scholarly journals:



Author



Title of article



Journal



Volume



Date



Pages on which the article appears


You need the following information for the bibliographic entries for websites:



Author



Title



Website address



Date you accessed the website

Sample Bibliographic Entries

Book:

Enger, Leif.  Peace like a River.  New York: Grove Atlantic, 2002.

Film:

The Passion of the Christ.  Dir. Mel Gibson.  Icon,  2004.

Interview:

Atwood, Margaret.  Personal Interview.  5 March 1982.

Journal:

Elbow, Peter.  “Ranking, Evaluating, and Linking:  Sorting Out Three Forms of a


Judgment.”  College English 55 (1993):  197-206.

Magazine article:

Willis, Garry.  “Words that Made America:  Lincoln at Gettysburg.”  Atlantic June  


1992: 57-79.

Newspaper article:

Barringer, Felicity.  “Where Many Elderly Live, Signs of the Future.”  New York

Times 7 Mar. 1993, nat. ed., sec. 1:12. 

Website:

Kreiseler, Harry. “Conversation with Wole Soyinka.”  Conversations with History.


http://globetrotter.berkeley.edu/Elberg/Soyinka/soyinka-con0.html.
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