
Ms. Dee Simpson 

English IV Honors 

THE RESEARCH PROCESS AND PAPER 

 

“To write well using sources, you need to remember that you are a writer, not simply a compiler 

of data.  Yours is the most important voice in a paper that has your name on it” (Glenn et al. 

584).   

 

ASSIGNMENT: Each student will follow the standard procedure of research that is stated in the 

following information and write an in-depth research paper detailing the person, event, issue, or 

topic chosen. 

 

TOPIC SELECTION: Choose a topic from the provided list.  Topics may be chosen on a first 

come, first served basis.  I will begin accepting topic choices tomorrow morning in class.  No 

two students in any of my classes may research the same topic. If you have not chosen a topic by 

the beginning of class on Tuesday, Sept, 13, I will assign a topic.  Topics cannot be changed 

unless there are not enough adequate sources available.  NO topics may be changed after 

Thursday, Sept, 15.  

 

SUPPLIES YOU WILL NEED: Starting on Thursday, Sept. 15, bring the following to class: 

1. Approximately ten 3" by 5" lined note cards (perhaps even a few extra) 

2. Two blue or black ink pens (you may not use pencil or other ink colors for any 

portion of the research unit).   

3. One legal pad or a large stack of notebook paper 

4. This packet  

5. For your final draft, you will need a large manila envelope, plastic folder with 

string, or accordion style folder. 

6. You will also utilize research tabs on the media center web page.   

 

SOURCES: The report must contain information from at least five different sources.  We 

will go to the media center  Sept, 15-16, so that you can locate sources on your topic.  If you 

do not find enough sources during the provided class time, you can continue your Internet 

research at home, use the classroom computers before/after school, or visit the school or public 

library.  Follow these directions: 

 

You may use Internet sources but these sources must be credible.  In order to 

determine if your Internet sources are reliable, do the following: 

1) Use sites that belong in the edu, org, and gov domains (not commercial 

sites).   

2) Do not use Wikipedia or any other editable websites as sources.   

3) Use websites that provide information such as:  author/institution, 

title, date of publication or date updated, and website address.  If you 

cannot find an author or a date updated/published, don’t use the 

website as a source.   

4) Complete Evaluating Websites handout and submit for approval of 5 



sources 

5) If the source is not credible, you may not use it.  If you turn in an 

unreliable source, it will not be approved and you will have to locate a 

new source on your own time.   

 You may also use books, magazines, journals, textbooks, newspapers, 

anthologies, or other types of sources that have been approved by me.   

 It is acceptable to exceed five sources, but keep in mind you are expected to use 

all sources equally.  In other words, you cannot get five sources approved but use 

only one or two of them to write your paper.  All sources must be used.   

 You may use sources from other libraries as long as you can bring them to class 

while we are working on this research paper.   

 You must provide copies of all sources by Friday, Sept. 23.   

1. Print out any Internet sources.  If the computer source is very long, 

print out the first couple of pages only.  The printout must include the 

website address, author, title, date published/updated.  Also, write the 

date of access on the printout.  You must make arrangements to print 

sources before Sept. 23.  You may print sources in the media center or 

classroom (before/after school) but do not wait until Sept. 23.  

2. If you use other types of sources, you need to bring them to class on Sept. 

23.  Most books can be checked out.  You will need to make copies of 

magazine, newspaper articles, or any other sources that cannot be checked 

out.   

 I will check sources during class on Friday, Sept. 23.  This will be the first part 

of your grade on the research assignment.    

   

LENGTH: The length of the paper is to be between 500-550 words (Quoted material is not 

considered in word count) written in five or more paragraphs.  The paper is to be typed in a 

font at least as large as Times New Roman 12 (the size letters on this page), but may not be any 

larger.    

 

BIBLIOGRAPHY CARDS: You will use these to keep track of your sources and write down all 

of the information you will need for your Works Cited page.  Media center web page and this 

packet for instructions on how to create bibliography cards.    You must turn in your bibliography 

cards (minimum of 5, one for each source) at the end of class on Thursday, Sept. 29.  I will 

make corrections (if needed) to your bib cards when I grade them.   

 

Once I return the bib cards, you need to keep them so that you can refer to them as you create 

your Works Cited page.  (The bib cards are basically a rough draft for your works cited page).   

 

TAKING NOTES/AVOIDING PLAGIARISM:  You are not required to turn in note cards for 

this research unit.  However, you need to choose an organized format for taking notes from your 

sources.  I recommend making notes and highlighting important information on printouts and 

copies.  You can also utilize note cards or an outline if these methods work best for you.  Refer to 

Mrs. Smith’s instructions for tips on how to take notes efficiently.  Regardless of method you 

use, follow this checklist: 



 Does every note clearly identify its source?  Have you put the full bibliographic 

citation on the first page of every photocopy or printout?  Double-check the 

bibliographic information for accuracy.  (You will need this info when you write 

your parenthetical citations and works cited page).   

 Have you taken down verbatim (that is, copied exactly every word, every capital 

letter, and every punctuation make) any useful passage you think you may quote?  

Have you put quotation marks around any words you copied directly?  Failure to 

do so as you take notes may lead to plagiarism when you draft your paper.   

 When your own written ideas are based on someone else’s, have you clearly 

distinguished which ideas came from your source and which ideas are your own? 

 

You will receive no credit for plagiarized material.  I can and will consult your sources if 

plagiarism is suspected.  I may also request a conference with you if I have questions about 

any section of your research assignment.  If I determine that plagiarism has occurred, your 

parents will be contacted and you will receive a failing grade on this very important 

assignment.  If you have any questions or concerns about how to avoid plagiarism, please 

arrange a conference with me several days before your final draft is due.   

 

OUTLINE: You will use your notes and sources to create an Outline.  The purpose of the Outline 

is to organize your information before writing the rough draft. If you construct a well-organized 

outline, it will be much easier to write your paper.  Read and follow the attached Outline 

instructions carefully.  Note that the outline must be written in complete sentences.  You will 

need to bring your sources to class on Thursday, Oct.6 and Friday, Oct. 7 to write your outline. 

The outline is due at the end of class on Friday, Oct. 7. 

 

PARENTHETICAL CITATIONS: The paper (both rough draft and final draft) must contain a 

minimum of ten parenthetical citations evenly distributed among the five or more sources.  

(Most will have more than ten).   

 

 Highlight the citations in your completed rough draft and typed final draft.   

 

 A parenthetical citation is a notation in parentheses at the end of a sentence of 

paragraph (before the period).   

 The information in parentheses usually states the name of the author and the page 

number where the information has been obtained.  If no author is available, use a 

shortened version of the title instead.  Page numbers are not required for most 

Internet sources.   

 All direct quotes must be followed by a citation.   

 Any information that is not considered common knowledge or is not widely 

accessible must be followed by a citation.    .   

 Refer to Mrs. Smith’s instructions and media center web page for format.  

  

Any paper that does not contain ten citations in correct format will receive a failing 

grade.  Claiming another person’s words or ideas as your own is plagiarism.  

Plagiarism will not be tolerated.    



 

ROUGH DRAFT: You will use your sources to create a rough draft.  The rough draft will be 

double spaced on a legal pad or notebook paper.  See Rough Draft Guidelines for further 

instructions.  You will need to bring your sources to class on Thursday, Oct. 13 – Friday, 

Oct. 14 so that you can write your rough draft.  The rough draft must include information 

from all five of your chosen sources.  The rough draft must also contain parenthetical citations in 

MLA format.  When you finish writing the rough draft, you will count all original words on 

the paper and put the numbers above each word.  Keep in mind that direct quotations are not 

included in your word count.  The rough draft is due at the end of class on Friday Oct. 7. 

 

When I grade your rough draft, I will make corrections and indicate which sections of this packet 

you need to read/review.  When I return your rough draft, use those corrections and suggestions 

in order to make improvements to your paper.  The final draft will be a new and improved 

version of your rough draft.  If you don’t bother to use my corrections and suggestions when 

typing your final draft, your grade will suffer.   

 

WORKS CITED PAGE:  A works cited page will be turned in with the final draft of your paper 

on Wednesday, Nov. 16.  

 A Works Cited page is the last page of your paper that states in alphabetical order 

the list of sources from which you used information for your paper.   

 You will use your bibliography cards to create the Works Cited page (MLA 

format).  Any corrections on your bib cards should be made on your Works Cited 

page.     

 Double space and alphabetize your works cited entries.  Alphabetize by the first 

word in each entry.  However, if the entry begins with A, An, or The, use the 

second word when putting entries in alphabetical order.  

 Use hanging indentions for each works cited entry (first line is flush with the left 

margin and all other lines are indented five spaces).   

 Put a period at the end of each entry.   

 Refer to the media center web page for format and instruction.  We will also 

practice in class.  

 

FINAL DRAFT: Once rough drafts are turned in, you will be given time in class (one class 

period) to revise and ask questions about the rough draft corrections/suggestions.  I will help with 

individual problems on this day.  You will then complete your final draft outside of class.  See 

Final Draft Guidelines for further instructions.  The final draft is due on Wednesday, Nov. 16 at 

the BEGINNING of class.     

 

The following items will be placed in a large manila envelope, plastic folder with string, or 

accordion style folder and turned in on Nov. 16 (Even though these items have been turned in 

once before and returned to you, they must be turned in once again on Nov. 16 (along with your 

final draft):   

 Copies of your five sources 

 Bibliography cards 

 Rough draft of the research paper  



 Final draft of the research paper  

 Final draft of Works Cited  

 

 

 

 

DUE DATES  
 
Supplies needed  

 
Thursday, Sept. 15 (beginning of class)  

 
Topic chosen  

 
Tuesday, Sept. 13 (beginning of class) 

 
Sources approved (copies/printouts/books)  

 
Friday, Sept. 23 and 27 (beginning of class) 

 
Bibliography Cards (minimum of 5--one 

for each source) 

Outline Completed 

 
Thursday, Sept. 29 (end of class) 

 

Friday, Oct. 7    (end of class) 
 
Rough Draft 

 
Thursday, Oct. 13 and 14 (end of class)   

 
Works Cited  

Wednesday, Nov. 16 (beginning of class)   

 
Final Draft (with all previous materials 

turned back in).   

 
Wednesday, Nov. 16 (beginning of class)  

 

 If due dates are changed for any reason, a new chart will be provided.  

 If you are absent on ANY of the due dates, you must turn in your assignment on the 

day you return to school.  Try to avoid excessive absences during the research unit. 

 I am available before/after school if you need individual help with the research 

process/paper.  Good luck!  Do your very best work.   

 

 

 

 

 

 


