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Language Arts 6 | Section Two | Week 1 | 1

N Special Note to Mom or Dad

Language arts 6 Week 1 scheduLe

Date: Day 1 1 Day 2 2 Day 3 3 Day 4 4 Day 5 5

Spelling
Sequential Spelling

Grammar/Mechanics
Optional: 
Keys to Good Language 6

Pretest 1 Lesson 1 Lesson 2

Readers
Mara, Daughter   
of the Nile

chaps. 1–2 chaps. 3–4 chaps. 5–6 chaps. 7–9

Vocabulary Development
Optional: 
Wordly Wise 3000, Book 6

Exercise 1A Exercise 1B Exercise 1C

Creative Expression
Optional: Dictation

A: Mechanics
Practice

B: Write Your  
Descriptive  

Paragraph—Plan

C: Write Your  
Descriptive  
Paragraph

D: Descriptive 
Paragraph—Polish

Other Notes
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Week 1 notes Language arts 6

Day 1

Spelling

Sequential Spelling

To improve your students’ spelling, complete daily 
spelling exercises. We recommend the Sequential Spelling 
program. Use the “Spelling” line on your weekly schedule 
sheet to record what you have done each week.

Grammar/Mechanics

Do BookShark’s Grammar Ace for one year between 
4th–7th grade. Choose the grade that works best for your 
students. Use the “Grammar/Mechanics” line on the sched-
ule sheet to record what you have done. We recommend 
completing one lesson per week.

Optional: Keys to Good Language 6 | Pretest 1
Find instructions and answers in the Teacher’s Guide.

Readers

We include the Readers schedule in both the History 
and Language Arts Guides. Please refer to the schedule  
in your History 6 Guide for additional vocabulary and com-
prehension questions. The schedule in this Language Arts 
guide is included because we sometimes reference items 
from the book for writing exercises such as the  
Optional: Dictation assignments.

Mara, Daughter of the Nile | Chapters 1–2

Vocabulary Development

Our vocabulary development program is based on and 
ties in with our History programs’ Read-Alouds. You will 
find all the words and instructions for Vocabulary Devel-
opment in your History Instructor’s Guide.

If you’d like more practice, we recommend the Wordly 
Wise program. We schedule this optional workbook for you.

Optional: Wordly Wise 3000, Book 6 | Exercise 1A

Creative Expression

Our goal is to encourage your students to write daily. 
We realize, though, that there are some days when they 
will not feel like writing. 

For your convenience, we provide optional dictation 
passages each week. The next time you find yourself with 
a reluctant writer, just use the dictation passage as your 
writing assignment for the day. And encourage your stu-
dents to get some extra rest so that they’re ready to tackle 
their regular writing assignment the next day.

Preferred Dictation Method

Ask your students to read through the dictation pas-
sage to familiarize themselves with it. They should note 
any words, capitalizations, or matters of punctuation that 
require special attention. They should ask you to clarify 
anything they’re unsure about. 

Give your students no more than five to ten minutes to 
prepare to take dictation. Preparation may involve writing 
out unfamiliar words, practicing spelling them out loud 
or on paper, trying to remember how a word looks by 
“seeing” it in their minds, drawing a word in large letters 
written in mid-air with an imaginary pen, etc. When their 
time is up, give the dictation, clause by clause, reading 
each clause only twice (repeating it only once). Your stu-
dents should write in the cursive style and, as you read the 
passage to them, you should not emphasize the different 
sounds in each word.

Before handing their papers to you, your students 
should check their work for errors. They should mark and 
correct any errors they find. Discuss with your students 
what you think they have done particularly well, as well as 
what they could do better.

If you see consistent spelling, punctuation, or handwrit-
ing problems (keep a record on the weekly schedule), 
review those areas.

About A: Mechanics Practice

Each week, we offer a brief introduction to one gram-
matical or mechanical topic. This year your students will 
work through three basic groups of skills. We will study ba-
sic grammar skills in two main sections: Sentence Basics 
(nouns, verbs, adjectives, etc.), and The Building Blocks 
of Sentences (phrases, clauses, active and passive voice, 
etc.). We’ll then intersperse the grammatical lessons with 
common Mechanics topics which we’ll schedule through-
out the year.

Look for the skills covered each week in the “Weekly 
Overview” table, located at the beginning of the Day 1 
Creative Expression Notes. For a 36-week progression of 
topics and skills studied this year in Language Arts, see our 
List of Topics and Skills, located in Section Three.

Work Independently

This year, in order to enable your students to study 
independently, you will find the bulk of the Language Arts 
instruction on the Weekly Activity Sheets, with a small 
summary of what we teach each day included in your 
Notes. Feel free to read and work with them through the 
lessons on the Activity Sheets, or give them the reins to 
work solo, once you feel they are able to do so.
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Feeling Overwhelmed?

Due to the myriad of concepts to cover—many of which 
may seem abstract—and the subjectivity which evaluat-
ing writing assignments often requires, the idea of teach-
ing Language Arts may seem daunting. Understandably! 
For this reason we have included an article called “Recom-
mendations for Teaching Language Arts” in Section Three 
of this guide to help you navigate your Language Arts 
journey this year. We hope the suggestions found here 
will help you determine how to use this program so that 
it works best for your family, and will provide answers to 
further teaching questions you may have.

Weekly Overview
Mechanics Practice: Sentence Basics | Nouns:  
common/proper; gender; concrete/abstract;  
compound; collective

Creative Expression:

Skill: Describe the colors of a place

Assignment: Write a descriptive paragraph

Optional: Dictation1

The city that rose beyond them shimmered, 
almost drained of color, in the glare of Egyp-
tian noon. Doorways were blue-black in white 
buildings, alleys were plunged in shadow; the 
gay colors of the sails and hulls that crowded the 
harbor seemed faded and indistinct, and even 
the green of the Nile was overlaid by a blinding 
surface glitter. Only the sky was vivid, curving in 
a high blue arch over ancient Menfe.

A: Mechanics Practice
This year, your students will delve more deeply into the 

mechanics of the English language, and we’ll begin to 
serve up some rather meaty grammatical topics. To help 
both of you in your study this year, we include a Grammar 
Guide in the back of this guide that succinctly explains 
topics we discuss in Mechanics Practice. Please keep this 
appendix handy for reference as you work this year. Use it 
whenever you need a refresher on a topic.

Today your students will learn about several types of 
nouns. For more information, see the Week 1 Activity Sheet. 

Answers:

1. Underline all of the nouns in the passage on the 
Activity Sheet. Double underline proper nouns. 
(See the following answers.)

2. Label the gender of each noun. Use F for feminine, 
M for masculine, N for neuter and I for indefinite.

1. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York:  
Penguin, 1985), 1.

       N        I  N  N 

 N                   N      N 

  N   I          I

    F  N

   N        N             N

                 I

    N           N   N

      N

      N      N

       N  N

 N       N         N

              N

  N           N   N

  I       N

  Last year my family went to Egypt to see the pyra-

mids of Giza. Most pyramids in Egypt were built as 

tombs for Pharaohs and other dignitaries—some 

were even built for queens. Our entire trip was 

fascinating, but I think I learned the most interest-

ing facts about the Great Pyramid, or the Pyramid 

of Khufu. Our tour guide said that, surprisingly, no 

hieroglyphics or writing exists on the inside of it. 

It is also the most accurately aligned structure in 

existence, and faces true north with only 3/60th of 

a degree of error. (We also learned that since the 

North Pole moves slightly over time, the pyramid  

must have once been perfectly aligned to true north.) 

The pyramids of Giza are impressive structures and 

that everyone who studies World History should 

visit.2

 Note: “on the inside of it”—It is a pronoun. It 
does act as the object of the preposition, in the 
prepositional phrase of it, and as the subject of the 
sentence that follows, but as it is not a true noun, 
we have not underlined it for this exercise. We 
will discuss pronouns, prepositional phrases, and 
subjects and predicates later on this year.

3. concrete—(Possible) family, Egypt, pyramids, Giza, 
pyramids, Egypt, tombs, Pharaohs, dignitaries, queens, 
trip, facts, Great Pyramid, Pyramid of Khufu, guide, 
hieroglyphics, writing, inside, structure, true north, de-
gree, error, North Pole, pyramid, true north, pyramids, 
Giza, structures, everyone; abstract—year, existence, 
time, World History; compound noun—(Possible) 
Great Pyramid, Pyramid of Khufu, tour guide, true 
north, World History; collective noun—family.

2. Facts source: http://www.timstouse.com/EarthHistory/Egypt/Great-
Pyramid/interestingfacts.htm . Accessed May 2014.
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Day 2

Readers

Mara, Daughter of the Nile | Chapters 3–4

Creative Expression

B: Write Your Descriptive Paragraph—Plan 
Today and tomorrow your students will write a  

colorful descriptive paragraph. Today they will use a table 
to help plan out the details of their paragraph. See ”B: 
Write Your Descriptive Paragraph—Plan” on the Week 1 
Activity Sheet for more information.

Day 3

Grammar/Mechanics

Optional: Keys to Good Language 6 | Lesson 1

Readers

Mara, Daughter of the Nile | Chapters 5–6

Vocabulary Development

Optional: Wordly Wise 3000, Book 6 | Exercise 1B

Creative Expression

C: Write Your Descriptive Paragraph
Today your students will use the ideas they brain-

stormed yesterday to write a descriptive paragraph.  
Follow the directions under ”C: Write Your Descriptive  
Paragraph” on the Week 1 Activity Sheet.

Day 4

Grammar/Mechanics

Optional: Keys to Good Language 6 | Lesson 2

Readers

Mara, Daughter of the Nile | Chapters 7–9

Vocabulary Development

Optional: Wordly Wise 3000, Book 6 | Exercise 1C

Creative Expression

D: Descriptive Paragraph—Polish
Have your students review and edit their paragraphs.  

Follow the directions under ”D: Descriptive Paragraph— 
Polish” on the Week 1 Activity Sheet.

How to Evaluate This Week’s Assignment

For this first assignment of the school year, focus on 
getting back into the process of planning, drafting, revis-
ing, and editing. Did your students take time to write 
thoughtful and thorough notes about the topic? Did they 
rely on the notes when drafting their paragraph the first 
time? Were there notable improvements made from the 
first draft to the final? Also, consider you students’ ability 
to work more independently this year. Did they follow 
directions correctly? Work diligently without prompting? 
These are habits you will want to help them build early in 
the year.

The sample rubric below will help you determine how 
well your students wrote their paragraph. Feel free to adjust 
the rubric to meet the individual needs of your students.  n

Descriptive Paragraph Rubric

Content

_______ 5 pts The student used notes to  
thoroughly describe the  
colors of objects

_______ 5 pts The language flows naturally  
and is used effectively

_______ 5 pts The paragraph clearly describes  
the appearance of the place

Mechanics

_______ 5 pts The paragraph is organized  
logically, with a main topic  
and supporting details

_______ 5 pts The paragraph uses correct spelling

_______ 5 pts The paragraph uses correct  
capitalization and punctuation

_______ ÷ 30 pts possible = _______% 

Total pts
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LA Week 1 Activity Sheet

Optional: Dictation1

The city that rose beyond them 
shimmered, almost drained of color, in 
the glare of Egyptian noon. Doorways 
were blue-black in white buildings, alleys 
were plunged in shadow; the gay colors 
of the sails and hulls that crowded the 
harbor seemed faded and indistinct, and 
even the green of the Nile was overlaid 
by a blinding surface glitter. Only the sky 
was vivid, curving in a high blue arch over 
ancient Menfe.

A: Mechanics Practice
A noun is a word that names a person, place, thing or 

idea. Dog, tractor, mailman, bookcase and jealousy are 
all examples of nouns. A proper noun names a specific 
person, place, thing or idea, such as Pittsburgh, Mary, or 
BookShark, and common nouns do not name something 
specific: tomato, pencil, park. Proper nouns are always 
capitalized, whereas common nouns are not.

Did you know that nouns can also denote gender? 
Nouns can be feminine, masculine, neuter or indefinite? For 
example:

Example:

Feminine: 
(female) mother, aunt, hen, waitress

Masculine: 
(male) father, uncle, rooster, waiter

Neuter:
(neither male nor female) table, lamp, car

Indefinite: 
(either male or female) teacher, children, horse

Nouns may either be concrete objects (like a pool or 
a trampoline) or an abstract idea (like love, sadness, or 
justice). Compound nouns are made up of two or more 
words (like football, step-sister or middle school), and a col-
lective noun names a specific kind of group (like a gaggle, 
herd, or team).

1. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York: 
Penguin, 1985), 1.

Read the passage below and then answer the questions 
that follow.

Last year my family went to Egypt to 

see the pyramids of Giza. Most pyramids 

in Egypt were built as tombs for Pharaohs 

and other dignitaries —some were even 

built for queens. Our entire trip was 

fascinating, but I think I learned the most 

interesting facts about the Great Pyramid, 

or the Pyramid of Khufu. Our tour guide 

said that, surprisingly, no hieroglyphics or 

writing exists on the inside of it. It is also 

the most accurately aligned structure 

in existence, and faces true north with 

only 3/60th of a degree of error. (We 

also learned that since the North Pole 

moves slightly over time, the pyramid 

must have once been perfectly aligned 

to true north.) The pyramids of Giza are 

impressive structures that everyone who 

studies World History should visit.2

1. Take a moment to underline all of the nouns in the 
passage above. When you find a proper noun, under-
line it twice.

2. Once the nouns are underlined, label the gender of 
each one. Use F for feminine, M for masculine, N for 
neuter and I for indefinite.

2. Facts source: http://www.timstouse.com/EarthHistory/Egypt/Great-
Pyramid/interestingfacts.htm . (Accessed May 2014).
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LA Week 1 Activity Sheet

3. List one of each of the following types of nouns—if 
they exist—that you find in the passage:

 concrete:  ____________________________________

 abstract:  ____________________________________

 compound:  __________________________________

 collective:  ___________________________________

B: Write Your Descriptive Paragraph—Plan
Today and tomorrow you will write a colorful descriptive 

paragraph about your home town or a place you love. For 
inspiration, read the paragraph from Mara, Daughter of the 
Nile below. 

The city that rose beyond them shimmered, almost 
drained of color, in the glare of Egyptian noon. Door-
ways were blue-black in white buildings, alleys were 
plunged in shadow; the gay colors of the sails and 
hulls that crowded the harbor seemed faded and in-
distinct, and even the green of the Nile was overlaid 
by a blinding surface glitter. Only the sky was vivid, 
curving in a high blue arch over ancient Menfe.

—from Mara, Daughter of the Nile, p. 13

3. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York: 
Penguin, 1985), 1.

How many references to color did the author make? 
Your job specifically for this week’s writing assignment is 
to describe the colors of a place you love.

A good description develops a main idea for the reader. 
What is the color palette of your favorite place? Is it bright 
and cheery? Cool and misty? Are there shades of blue or 
glittering white? Use specific examples to support the 
main idea of this color palette.

Close your eyes and pretend you are standing in your 
favorite place. What time of day is it? How does the light 
from the sun (if you can see it) impact what you see? 
Choose four or five objects in the scene to describe the 
colors of in your paragraph.

Today, summarize your thoughts in the table below 
before you write the paragraph tomorrow. Focus on the 
message that you want to give your readers. What is the 
overall feel of the entire color palette you’d like to de-
scribe? Write the topic sentence of your paragraph before 
you finish today.

My Favorite Place:

Color Palette of My Favorite Place:
(What is the tone of the colors you see there? Are they mostly shades of one color? Bright, vibrant colors?

Objects to Describe:

1.

2.

3.

4.

5.

Color of these objects:

1.

2.

3.

4.

5.

Topic Sentence:

©
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LA Week 1 Activity Sheet

C: Write Your Descriptive Paragraph
Today you will use the ideas you brainstormed yester-

day to write a descriptive paragraph. Review the four or 
five objects you plan to describe listed in the table you 
completed yesterday under “Objects to Describe”. What 
color names best suit each object? Review those you listed 
in the section called “Color of these objects”, and try to im-
prove the color names you listed. If you need help think-
ing of colors, you might look through a box of crayons, 
or think of other objects that are a similar color—like oily 
black or murky-water green. List the final color names next 
to the object it describes in the column to the right.

When you’re ready, write the first draft of your para-
graph. Try to describe not only the color of each object, 
but also how the color and the object appear—whether 
it’s muted, bold, faded, translucent, shimmering, etc. Can 
you communicate the time of day in your scene simply in 
your description of the color? 

When you’re finished, review your paragraph one more 
time to make sure you haven’t accidentally misspelled 
a word or left out something important. You will spend 
some time polishing the paragraph tomorrow.

D: Descriptive Paragraph—Polish
All writers need to be able to step back from their work 

and review it with a critical eye. Read through your para-
graph today as though it were any other reading assign-
ment. How does it flow? Does anything jump out at you 
that you don’t like? Did you find a mistake that you missed 
yesterday? 

When you’ve read through the paragraph, step back 
and think about it as a whole. Would the paragraph flow 
better if a few of the sentences were in a different order? 
Is there a sentence that doesn’t seem to fit like the others 
do? If so, check to see if the sentence provides a detail that 
doesn’t support the topic sentence. Could you rewrite this 
sentence so that it would support the topic better?

Finally, look for one object you described yesterday to 
improve its description. Add adjectives (describing words) 
or a simile or metaphor (words or phrases that make a 
comparison to describe something), or grab a thesaurus to 
find a new word that will really make the sentence shine.

When you’ve completed all of your edits, rewrite a clean 
and final version of your paragraph.
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N Special Note to Mom or Dad

Language arts 6 Week 2 scheduLe

Date: Day 1 6 Day 2 7 Day 3 8 Day 4 9 Day 5 10

Spelling
Sequential Spelling

Grammar/Mechanics
Optional: 
Keys to Good Language 6

Lesson 3 Lesson 4 Lesson 5

Readers
Mara, Daughter   
of the Nile

chaps. 10–11 chaps. 12–13 chaps. 14–15 chap. 16

Vocabulary Development
Optional: 
Wordly Wise 3000, Book 6

Exercise 1D Exercise 1E Exercise 2A

Creative Expression
Optional: Dictation

A: Mechanics
Practice

B: Spatial  
Organization

C: Research for 
Travel Journal

D: Write the Travel 
Journal

Other Notes
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Week 2 notes Language arts 6

Day 1

Grammar/Mechanics

Optional: Keys to Good Language 6 | Lesson 3

Readers

Mara, Daughter of the Nile | Chapters 10–11

Vocabulary Development

Optional: Wordly Wise 3000, Book 6 | Exercise 1D

Creative Expression

Weekly Overview
Mechanics Practice: Sentence Basics | Verbs: action; 
helping; form—singular/plural

Creative Expression:

Skill: Write a spatial description

Assignment: Write a travel journal

Optional: Dictation1

”Then here is the message. Tell him he must 
journey to the River of Darkness, as we talked of 
long ago. He must take the treasure of him who 
sleeps there, even the royal cobra from his brow 
and the collar of amulets—”

”River of Darkness?” Mara choked on the words.
”Aye. He must take from the dead the gold 

Egypt must have to live! He must go down into 
the land of night and bring it forth to me.”

A: Mechanics Practice
Today your students will learn about verbs: action 

verbs, helping verbs, and singular and plural verbs. See 
the Week 2 Activity Sheet for more information.

Answers:

1. sung; hung; thought; called; forgot; waiting; resume

2. had sung; did [not] matter; were waiting;  
must resume

3. s—was; p—were; s—writes; p—write; p—gulp;  
s—gulps

1. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York:  
Penguin, 1985), 92.

Day 2

Readers

Mara, Daughter of the Nile | Chapters 12–13

Creative Expression

B: Spatial Organization
Architects, engineers, aviators, and designers use spatial 

organization on a regular basis. In their careers they utilize 
spatial organization to create three-dimensional projects 
or to navigate three-dimensional objects. Spatial skills are 
easier for some students, especially those who excel in 
math and logical reasoning. This assignment challenges all 
learners to become spatial thinkers and to communicate 
their ideas on paper. See ”B: Spatial Organization” on the 
Week 2 Activity Sheet for directions.

Day 3

Grammar/Mechanics

Optional: Keys to Good Language 6 | Lesson 4

Readers

Mara, Daughter of the Nile | Chapters 14–15

Vocabulary Development

Optional: Wordly Wise 3000, Book 6 | Exercise 1E

Creative Expression

C: Research for Travel Journal
Your students will need to research information about 

Ancient Egypt for this assignment. Also, keep a map of  
the Nile River available for your students. See ”C: Research 
for Travel Journal” on the Week 2 Activity Sheet for  
more information.
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Day 4

Grammar/Mechanics

Optional: Keys to Good Language 6 | Lesson 5

Readers

Mara, Daughter of the Nile | Chapter 16

Vocabulary Development

Optional: Wordly Wise 3000, Book 6 | Exercise 2A

Creative Expression

D: Write the Travel Journal
Have your students follow the directions on ”D: Write 

the Travel Journal” on the Week 2 Activity Sheet. 
Limit your student’s journal to a single entry that in-

cludes descriptions of two monuments or places. Evaluate 
your students work based upon how well they are able to 
use descriptive language to bring what’s inside their imag-
inations to life. Give extra credit if they think to include 
spatial organization and describe the objects as they pass 
them on their journey. Here’s what a sample paragraph 
about passing the Giza pyramids might look like:

As I looked out at the horizon, I could begin 
to see shapes taking form in the distance. What 
was blurry at first soon became clear, as the 
triangular shapes of the pyramids at Giza came 
into view. Even though I had heard many stories 
about the pyramids, seeing them up-close still 
took my breath away. These marvels of modern 
architecture proudly displayed what an ad-
vanced society ours had become.  

How to Evaluate This Week’s Assignment

This assignment involves many different skills: research, 
descriptive writing, spatial organization, and a good imag-
ination! Pay attention to how your students work through 
each step of the process—taking notes, checking refer-
ence materials, looking for inspiration in Mara, Daughter 
of the Nile. If these behaviors are not independent yet, 
provide as much guidance as needed, but be sure your 
students complete the actual writing on their own.

The sample rubric below will help you determine how 
well your students wrote their entries. Feel free to adjust 
the rubric to meet the individual needs of your students.  n

Travel Journal Rubric

Content

_______ 5 pts The entries describe two  
places accurately

_______ 5 pts The entries use language effectively 
to create vivid descriptions

_______ 5 pts The entries sound like a travel  
journal and are easy to understand

Mechanics

_______ 5 pts The entries are organized logically, 
with a main topic and supporting 
details

_______ 5 pts The entries use correct spelling

_______ 5 pts The entries use correct  
capitalization and punctuation

Bonus

_______ 2 pts The entries include spatial organiza-
tion and describe objects as they 
are encountered

_______ ÷ 30 pts possible = _______% 

Total pts
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LA Week 2 Activity Sheet

Optional: Dictation1

“Then here is the message. Tell him he 
must journey to the River of Darkness, as 
we talked of long ago. He must take the 
treasure of him who sleeps there, even 
the royal cobra from his brow and the 
collar of amulets—”

“River of Darkness?” Mara choked on 
the words.

“Aye. He must take from the dead the 
gold Egypt must have to live! He must go 
down into the land of night and bring it 
forth to me.”

A: Mechanics Practice
Do you remember the purpose verbs serve in a sen-

tence? Verbs express actions or states of being. While 
nouns are the people, places, and things in a sentence, 
verbs tell what those people, places, and things do or are. 
Action verbs describe just that—the action. 

Helping (or auxiliary) verbs when paired with another 
verb help control verb tenses, and they express a sense of 
necessity, certainty, probability, or possibility. For example:

The doctor will come soon.

There might be trouble next door.

Elvis has left the building.

Here is a list of common helping verbs:

Helping Verbs

has have had do did

should would could is are

was were been

Have you ever noticed that verbs change slightly when 
the subject of the sentence is either singular or plural? 
Read the following sentence pairs. Do you notice a pat-
tern in how the verb form changes? 

He walks. We walk.

She skips. They skip.

Jeanette talks. Jeanette and Amber talk.

1. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York: 
Penguin, 1985), 92.

When the subject is singular, we use a singular verb, and 
when the subject is plural, we use a plural verb. However, 
the rule for singular and plural verbs is just opposite from 
singular and plural nouns: while most nouns that end in -s 
are plural, but most verbs ending in -s are singular (or pair 
with a singular subject). So:

Singular Verbs Plural Verbs

walks walk

skips skip

talks talk

Read the passage below and then answer the questions 
that follow.

After we had sung the final note, our voices 
hung for a moment in the frigid air. It didn’t 
matter which side of the wire we were on. We all 
thought of the places we called home, and for 
a moment forgot we were waiting for daylight 
when the fighting and the war must resume. 

1. Look at the passage above and write all of the action 
verbs you find:

  ____________________________________________

  ____________________________________________

2. Write the helping verb that modifies each of the fol-
lowing verbs from the dictation passage:

  _______________________________________  sung

  __________________________________ [not] matter

  ______________________________________ waiting

  _____________________________________  resume

3. Use s to identify each verb as singular, p for plural.

 ________   was

 ________   were

 ________   writes

 ________   write

 ________   gulp

 ________   gulps
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B: Spatial Organization
Writers use spatial organization in descriptive text. 

Spatial organization arranges details of a place or thing in 
a logical order. If you were to describe your bedroom, you 
might start with the first thing a person would see when 
entering your room. Then you might move clockwise 
around the room and describe the items in order as if the 
person were circling your room. You would end with the 
person leaving the room. If you didn’t describe objects in 
a logical order, you could easily confuse the reader about 
where objects are located in your room.

In the example below, Mara  and the princess Inanni go 
outside and down the stairs of the palace for the first time. 
The author describes the setting using spacial organiza-
tion. The writer not only describes the storerooms and 
workshops but also includes what the characters see in 
those rooms as they pass:

At the bottom they found themselves in the first 
of a series of walled courts and gardens, through 
which they passed without encountering anyone 
more frightening than a few slaves or hurrying ser-
vants. Inanni began to relax. She peered curiously at 
the storerooms and shedlike workshops, catching 
glimpses of basket makers and glass blowers still at 
work, of hundreds of stacked wine jars, mountains of 
baled linen, the neat rows of a kitchen garden. There 
were vineyards, date groves, curving flower beds in 
which scarlet sage and larkspur glowed against dark 
tamarisk trees. As they entered a broad paved area 
surrounded by weavers’ stalls, Inanni gave a start of 
joy and stopped.

 —from Mara, Daughter of the Nile, p. 992

Use spatial organization to describe your favorite place 
in one paragraph. Perhaps this place is somewhere near 
home or at home. It could be a place where you go to 
think or to relax. Maybe your favorite place is a family 
camping spot or someplace you’ve only visited one time 
but would like to return to someday. Decide on the order 
in which you want to write about that place. Will you 
describe it from a specific perspective? For example, if 
your favorite place is sitting on a rock looking down from 
a mountain, you would describe the scene from that point. 
If you use yourself as the focal point, describe what is 
closest to you and work your description in points that get 
farther and farther away from you. Will you describe from 
top to bottom or from side to side?

2. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York: 
Penguin, 1985), 99.

Introduction: 
Give an overview of what you will describe. 

Plan of Organization:
Make a list of the details you plan to describe for your 

spatial description. ©
2016 by BookShark, LLC. A

ll rights reserved.
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Write Your Description:
Use sensory details and spatial organization.

C: Research for Travel Journal
In the book Mara, Daughter of the Nile by Eloise Jarvis 

McGraw, the setting begins in Menfe (Memphis), Egypt. 
Prior to the story’s opening, Thutmose III reigned as king 
in the 1400’s B.C. The Egyptians built many structures 
before that time period. Mara, the protagonist, travels up 
the Nile River to Thebes, which was the capital of Ancient 
Egypt. As she travels, what does Mara see? What was the 
setting really like?

Travel back to Ancient Egypt and take the role of a 
scribe who is traveling up the Nile River from Memphis to 
the city of Thebes.

Look at the map of the Nile River, the longest river in the 
world. To travel from Memphis to Thebes, which direction 
would you go?

________________________________________________

Tomorrow, you will write a travel journal entry about 
your trip. Today, identify and write an interesting fact or 
two about the following places:

Pyramids of Giza

________________________________________________

________________________________________________

________________________________________________

________________________________________________

The Sphinx

________________________________________________

________________________________________________

________________________________________________

________________________________________________

Saqqara

________________________________________________

________________________________________________

________________________________________________

________________________________________________

Deir el-Bahari

________________________________________________

________________________________________________

________________________________________________

________________________________________________
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D: Write the Travel Journal
People keep travel journals to record their journeys. 

This helps travelers remember more about their experi-
ences and share their memories with friends and family. 
Historians recreate events with the aid of travel journals. 
Write a travel journal entry about two of the places you 
researched on Day 3.

As you write, concentrate on describing the places as 
if you were actually there. Describe your journey using 
spatial organization. Give your readers mental images of 
the scenes. 

Use your five senses to give your reader a sense for the 
atmosphere. What does it sound like, smell like, taste like, 
feel like, and look like? 

If you’re traveling south, can you tell the reader on 
which side of the boat you saw certain objects?

Mara sees crocodiles and smells fish mixed with mud. 
Use colorful adjectives and action verbs in your descrip-
tion. Write at least one paragraph about two of the places.

©
2016 by BookShark, LLC. A

ll rights reserved.
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N Special Note to Mom or Dad

Language arts 6 Week 3 scheduLe

Date: Day 1 11 Day 2 12 Day 3 13 Day 4 14 Day 5 15

Spelling
Sequential Spelling

Grammar/Mechanics
Optional: 
Keys to Good Language 6

Lesson 6 Lesson 7 Lesson 8

Readers
Mara, Daughter   
of the Nile

chaps. 17–18 chap. 19–20 chaps. 21–23 chaps. 24–25

Vocabulary Development
Optional: 
Wordly Wise 3000, Book 6

Exercise 2B Exercise 2C Exercise 2D

Creative Expression
Optional: Dictation

A: Mechanics
Practice

B: Point of View C: Pre-write a 
Peace Treaty

D: Write a Peace 
Treaty

Other Notes
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Week 3 notes Language arts 6

Day 1

Grammar/Mechanics

Optional: Keys to Good Language 6 | Lesson 6

Readers

Mara, Daughter of the Nile | Chapters 17–18

Vocabulary Development

Optional: Wordly Wise 3000, Book 6 | Exercise 2B

Creative Expression

Weekly Overview
Mechanics Practice: Sentence Basics | Pronouns: per-
sonal; subject; possessive; gender

Creative Expression:

Skill: Use third-person point of view

Assignment: Write a family peace treaty

Optional: Dictation1

An hour later he was crossing the worn stone 
wharfs to the Beetle’s anchorage. Nekonkh hung 
over the gunwale, his arms propped wide, his 
shoulders burnished copper in the brilliant 
sunlight. Every line of him spelled anxiety. Sheftu 
stepped into the cool shadow of the hull, swung 
onto the rope ladder and climbed up through 
the blue-green dancing reflections into the glare 
of sun on deck.

A: Mechanics Practice
Today your students will learn about pronouns and an-

tecedents, the gender of pronouns, and how pronouns 
may be used in a sentence. For more information, see the 
Week 3 Activity Sheet.

This week we discuss subject pronouns. Pronouns may 
also serve as objects, which we will discuss further when your 
students learn about transitive verbs and direct objects. 

Answers:

1. he; his; his; him

2. his; her; their

3. He; They; I

1. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York:  
Penguin, 1985), 217–218.

Day 2

Readers

Mara, Daughter of the Nile | Chapters 19–20

Creative Expression

B: Point of View 
Help your students to develop good habits in using the 

appropriate point of view. If you find the words you, yours, 
or yourself in your students’ writing, delete the words and 
have your students rewrite the sentences using third per-
son point of view (see the Activity Sheet for more informa-
tion). If your students switch point of view in the middle 
of the paper, point it out and work with them to keep the 
point of view consistent. Today, have them rewrite the 
paragraphs under ”B: Point of View” on the Week 3  
Activity Sheet with the assigned point of view.

Answers:

1. He was driving home as a great snowstorm began 
to rage. He was worried. Everything around him was 
turning white and confusing. He could barely see 
where he was going. Suddenly his car stalled. He was 
far from home and didn’t really know where he was.

2. This was the hardest, most difficult thing she’d ever 
had to do in her life. She received an important 
medal, but she knew that she really did not deserve it. 
She stood in front of a large audience, many of them 
old friends who loved her. She was supposed to give 
an acceptance speech, but instead of accepting the 
medal, she decided to confess that another person 
deserved it.

Day 3

Grammar/Mechanics

Optional: Keys to Good Language 6 | Lesson 7

Readers

Mara, Daughter of the Nile | Chapters 21–23

Vocabulary Development

Optional: Wordly Wise 3000, Book 6 | Exercise 2C
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Creative Expression

C: Pre-write a Peace Treaty
Today, your students will brainstorm topics and solutions 

for their own peace treaty for a family. Help them under-
stand the language in the articles of the sample peace 
treaty under ”C: Pre-Write a Peace Treaty” on the Week 3 
Activity Sheet. See the Activity Sheet for more information.

Day 4

Grammar/Mechanics

Optional: Keys to Good Language 6 | Lesson 8

Readers

Mara, Daughter of the Nile | Chapters 24–25

Vocabulary Development

Optional: Wordly Wise 3000, Book 6 | Exercise 2D

Creative Expression

D: Write a Peace Treaty
Today, your students will pull topics from their notes 

from yesterday to create their own peace treaty. See ”D: 
Write a Peace Treaty” on the Week 3 Activity Sheet for 
more information. 

Here’s what some sample articles might look like:

If two family members agree to share something 
evenly, the division of said item shall take place as 
follows: one person will divide the item as evenly as 
possible, while the other person will be allowed to 
choose which portion he or she will receive. In this 
way, each person will be motivated to be as fair as 
possible in the division of the item at issue.
 If there is any disagreement between family  
members, those members must work diligently to 
resolve their differences before bedtime. Let not  
the sun go down if there exists any dispute among 
family members!  

How to Evaluate This Week’s Assignment

This assignment is a fun opportunity for your students to 
work with formal language for a practical purpose. Remind 
them that the articles must make sense overall, so they 
shouldn’t get so caught up in the language that they lose 
the meaning. It can be easy to slip into second-person point 
of view on this assignment, so check to see if your students 
are using words like “family members”, “he”, and “she”.

The sample rubric below will help you determine how well 
your students wrote their peace treaty. Feel free to adjust the 
rubric to meet the individual needs of your students.  n

Peace Treaty Rubric

Content

_______ 5 pts The treaty includes at least five  
articles that outline practical  
solutions to family problems

_______ 5 pts The treaty is written in third-person 
point of view with active verbs and 
formal language

_______ 5 pts The articles are fair, well-thought-out, 
and easy to understand

Mechanics

_______ 5 pts The sentences express  
complete ideas

_______ 5 pts The articles use correct spelling

_______ 5 pts The articles use correct  
capitalization and punctuation

_______ ÷ 30 pts possible = _______% 

Total pts
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Optional: Dictation1

An hour later he was crossing the 
worn stone wharfs to the Beetle’s 
anchorage. Nekonkh hung over the 
gunwale, his arms propped wide, his 
shoulders burnished copper in the 
brilliant sunlight. Every line of him 
spelled anxiety. Sheftu stepped into the 
cool shadow of the hull, swung onto the 
rope ladder and climbed up through the 
blue-green dancing reflections into the 
glare of sun on deck.

A: Mechanics Practice
Wouldn’t it be awkward if our language didn’t have 

pronouns? For example, you might hear someone say 
something like this:

 “Mom,” asked Zachary, “May I go to Xander’s house 
to play on Xander’s new trampoline? Xander and 
Zachary would have so much fun! Xander’s mom said 
it would be okay.”

Pronouns are words—like I, me, he, she, they, it, mine, 
yours, etc.—that are used in place of common or proper 
nouns. In order for pronouns to make sense, they must 
follow a common or proper noun. For example:

 “Mom,” asked Zachary, “May I go to Xander’s house 
to play on his new trampoline? We would have so 
much fun! His mom said it would be okay.”

The noun a pronoun refers to is called its antecedent. 
For example, in the sentence:

“May I go to Xander’s house to play on his new tram-
poline?”

…Xander is the antecedent to which the pronoun his 
refers. Who does the pronoun we refer to in our example?

  ____________________________________________

Personal pronouns, which are listed above, are the 
most common type of pronouns. Possessive pronouns 
show possession or ownership. They may be used alone or 
before a noun, and they act like an adjective:

This cupcake is mine.

Is that your coat?

1. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York: 
Penguin, 1985), 217–218.

If a pronoun serves as the subject of a sentence, we call 
it a subject pronoun:

He is a great friend.

She rode her bike to the park.

Keep in mind that as you write pronouns, they must 
agree with the gender of the subject. That means you 
shouldn’t say she or her if the antecedent of the pronoun 
is male. Instead, write:

Anna lay her books on the table.

1. What pronouns do you see in the passage below? 
Circle them.

 An hour later he was crossing the worn stone 

wharfs to the Beetle’s anchorage. Nekonkh 

hung over the gunwale, his arms propped wide, 

his shoulders burnished copper in the bril-

liant sunlight. Every line of him spelled anxiety. 

Sheftu stepped into the cool shadow of the 

hull, swung onto the rope ladder and climbed 

up through the blue-green dancing reflections 

into the glare of sun on deck.2

2. Complete the following with pronouns that agree 
with the given antecedents.

 Michael carried  _________________  ball glove home.

 Catherine mailed three cards to  _________  Grandma.

 Rodney and Harriet went to  _____________ son’s play.

3. Complete the following with subject pronouns.

 __________ washed the dishes for his mother.

 __________ took pictures of their project.

 __________ washed my car today.

2. Eloise Jarvis McGraw, Mara, Daughter of the Nile (New York: 
Penguin, 1985), 217–218.
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B: Point of View
When you write a personal narrative (or story), you use 

the first person point of view and you use the pronoun I. 

When you write for other people you have a choice 
to write in second person or third person. As a rule, you 
should either write in first or third person but not in 
second. The second person point of view should only 
be used when writing directions for someone to follow. 
You will have very few assignments where you have to 
write directions. 

The majority of your assignments will require you to 
write in first person or third person. If you are writing 
about someone other than yourself, write in third person 
point of view and use the pronouns he, she, or it, but 
never the pronoun you. 

If you are writing about yourself you will use the pro-
noun I but never the pronoun you. If you begin a compo-
sition in one point of view, do not switch points of view 
partway through. For example, if you begin in first person, 
do not switch to third person. 

The following paragraphs are written in second person 
point of view. Rewrite them in third person point of view. 
Use a name or the pronouns he or she. 

1. You are driving home and a great snowstorm begins 
to rage. You are worried. Everything around you is 
white and confusing. You can barely see where you 
are going. Suddenly your car stalls. You are far from 
home and don’t really know where you are.

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

2. This is the hardest, most difficult thing you’ve ever 
had to do in your life. You received an important 
medal, but you know that you really do not deserve it. 
You stand in front of a large audience, many of them 
old friends who love you. You are supposed to give 
an acceptance speech, but instead of accepting the 
medal, you decide to confess that another person 
deserves it.

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

C: Pre-write a Peace Treaty
Around 1275 B.C., the Hittites and the Egyptians estab-

lished the first written peace treaty. They signed the treaty 
after the Battle of Kadesh, which ended in a draw. 

When they wrote the treaty, both nations defined 
their agreement and committed to support one another. 
Because of the treaty, Egypt sent food and supplies to the 
Hittites, who experienced a drought about twenty years 
later.

The agreement includes eighteen articles. Each article 
described what both sides would do for each other in a 
certain situation. The Hittites composed their treaty in 
clay using cuneiform, while the Egyptians composed their 
treaty on papyrus using hieroglyphs. 

©
2016 by BookShark, LLC. A
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Hittite Version (7th Article) Egyptian Version (7th Article)

If a foreigner marches 
against the country of 
Egypt and if Reamasesa-
Mai-amana, the great king, 
the king of the country of 
Egypt, your brother, sends 
to Hattusili, the king of 
the country of Hatti, his 
brother, the following
message: “Come to my 
help against him”, then 
Hattusili, king of the 
country of Hatti, shall send 
his troops and his chariots 
and kill my enemy.

If another enemy come 
against the great chief of 
Kheta, and he shall send 
to the great chief of Egypt, 
Usermare-Setepnere for re-
inforcements then he shall 
come to him as reinforce-
ment, to slay his enemy. 
But if it be not the desire 
of Ramses-Meriamon, the 
great ruler of Egypt, to 
come, he shall send his 
infantry and his chariotry 
and shall slay his enemy. 
Or seeing them, besides 
returning answer to the 
land of Kheta.

Tomorrow you will write a peace treaty for your family or 
for all families in general. Today, make a list of issues your 
treaty will discuss, and possible solutions to them. Focus 
on issues that cause conflict in families.

Here are some suggestions, but you may want to be 
more specific: 

• Distribute chores fairly.

• Share a room, the bathroom, television, etc.

• Save/spend/earn money.

• Borrow personal possessions.

• Settle disagreements.

• How to entertain friends who are guests.

List of Issues to Discuss:

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

________________________________________________

D: Write a Peace Treaty
Use your notes from yesterday to write your peace 

treaty today. Be sure to use the third person point of view. 
Use action verbs to create the active voice. Write at least 
five articles (or rules) of declaration. Make sure that each 
article is fair for all members of the family. Add a title to 
your treaty and sign it to make it official.
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Categories Titles
Starts 
in Week  Categories Titles

Starts 
in Week

Readers Mara, Daughter of the Nile 1 Language 
Arts

Sequential Spelling 1

Greek Myths 4 Optional: Keys to Good Language 6 1

Theras and His Town 7 Optional: Wordly Wise 3000, Book 6 1

Mystery of the Roman Ransom 9

The Ides of April 12

Black Horses for the King 14

The King’s Shadow 16

A Proud Taste for Scarlet and Miniver 20

Adam of the Road 22

Catherine, Called Birdy 26

The Beduins’ Gazelle 29

Leonardo da Vinci 31

The Samurai’s Tale 33
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Before You Begin
You are about to embark on an exciting journey! With 

BookShark’s Language Arts program as both your pass-
port and map, you and your children will travel to exotic, 
wonderful places. Be aware, though, that you may at times 
face some rough seas. And that’s okay.

In fact, it’s more than okay. Confusion and frustration are 
perfectly common, natural reactions in any educational 
setting. BookShark’s goal is to minimize such distractions 
on your Language Arts voyage. We thought it would be a 
good idea to explain a couple of things up front that we 
hope will calm the seas, fill your sails, and lead to  
safe harbor. 

Leaving Your Comfort Zone

As you launch the BookShark’s Language Arts program, 
it will not take you long to notice that something different 
is going on here. Are you missing something? Probably 
not! The mental map of your experience probably does 
not match what you are seeing.

You were probably taught Language Arts in a traditional 
way using workbooks and repetition. BookShark does not 
teach Language Arts this way. Our research revealed that 
traditional methods, while comfortable, produced inferior 
results and were boring!

Traditional methods focus on repetition and drive stu-
dents to memorize chunks of unrelated material in order 
to pass a test. What happens after the test? Unfortunately, 
students usually soon forget what they learned. Has learn-
ing really occurred then? Maybe. But, many students only 
learn how to beat the system! 

“Memorize, pass test, forget” is not the pattern Book-
Shark promotes.

The BookShark Way

Instead, BookShark’s Language Arts program is based 
on the “natural learning” approach. “Natural” or “inte-
grated” learning means students learn by discovery. They 
observe, analyze, and then seek to imitate what they have 
seen a master wordsmith do before them. 

In “natural learning,” students see each principle at work 
in the natural context of a sentence or paragraph that they 
have read in one of their assignments. They have to really 
puzzle things through, and you will occasionally have to 
help them figure things out.

The “natural learning” approach is not as intuitively obvi-
ous as the instruction found in most standard workbooks. 
Students will make a discovery, and we will reinforce it 
for them. However, they won’t find 50 similar “problems” 
neatly laid out for them to “solve.” But here’s the key: when 
students “get” a principle that they’ve been striving to 
master via this method, they will never forget it! They will 
understand it thoroughly and be able to apply it in almost 
any context. That is true learning. That is our goal.

Writing

Another dream we hold dear to our hearts is to help 
you train your children to be exceptional communicators. 
BookShark’s goal is that your children would be both fond 
of and talented in written and spoken expression. We 
believe that if children are provided with time to practice 
writing every day, it will cease to be a chore and soon 
become second nature. Therefore, we have designed our 
programs to give your children something to “write” every 
day. Some days it will be as simple as rewriting a copywork 
passage, and on others it will be as exciting as dictating 
a silly poem about breakfast cereal for a weekly Creative 
Expression assignment. 

However, we are also fully aware that no one can be 
brilliantly creative every day. Your children will prob-
ably go through dry days when our assignments are less 
than appetizing—when sitting and writing anything 
with them is worse than waiting for your two-year-old to 
finish his broccoli. On these days, we simply encourage 
you to be flexible, and let them choose what they’d like 
to write. Maybe you had great fun with a Creative Expres-
sion assignment a few months ago, and would like to try 
it again—go for it! We hope that daily writing practice 
becomes something that is always highly anticipated and 
enjoyable for you and your children.

BookShark’s writing assignments encompass a wide 
variety of writing tasks, styles, and skills. For example, your 
children will encounter traditional composition practice 
(ranging from formal essays to informal thank-you notes), 
research, poetry, book reports, analysis, and fun, inspired 
creative assignments. We believe that the breadth and 
variety of writing assignments will launch your children to 
new heights in their writing—and that they’ll have a lot of 
fun in the process! n
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Items You Will Need

Though BookShark seeks to provide you with most of 
your teaching supplies, there are still a few items you will 
need to acquire on your own, including:

• Lined notebook paper

• #2 pencils

• Blue or black ink pen

• Art supplies for illustrations (crayons, colored pen-
cils, or markers)

• 4 x 6 inch lined index cards for research paper 
Weeks 23–26

Language Arts Activity Sheets

This year, in order to enable your students to study 
independently, you will find the bulk of the Language Arts 
instruction on the Weekly Activity Sheets, with a small 
summary of what we teach each day included in your 
Notes. Feel free to read and work with them through the 
lessons on the Activity Sheets, or give them the reins to 
work solo, once you feel they are able to do so.

Vocabulary

Our vocabulary development program is based on and 
ties in with our History programs’ Read-Alouds. You will 
find all the words and instructions for Vocabulary Devel-
opment in your History Instructor’s Guide.

If you’d like more practice, we recommend the Wordly 
Wise program. We schedule this optional workbook for you.

Optional Dictation Passages

If you’re unfamiliar with dictation, it’s exactly what it 
sounds like. You read a passage to your children, and they 
copy it exactly as read, concentrating on correct spelling, 
punctuation, etc.

Your children may resist dictation at first. In the long 
run, they will come to enjoy it if you simply persist. Tell 
your children that they are “teaching their hands to obey 
their mind.”

We hope that you will encourage your children to prac-
tice writing each day. We understand, though, that there 
are some days when your children will feel … well, let’s 
just say “uninspired.” On those days, what should you do?

Should you just let them skip writing? Not if you want 
them to grow and excel as a writer. Mercilessly browbeat 
them into submission? Not if you want to keep your sanity! 
Instead, just assign one of the optional dictation passages.

Your children will gain additional writing practice with-
out the challenge of a regular assignment, and you’ll avoid 
a battle of the wills with a reluctant writer. Use the extra 
time you gain to discuss things with your children. Why 
are they feeling uninspired? Show them love and support 
and help them regroup in preparation to hit the ground 
running again tomorrow. For your convenience, we pro-
vide an optional dictation passage each week on Day 1.

Spelling

In the optional dictation exercises, be especially careful 
to notice words your children misspell—words that you can 
use to reinforce or review a rule they have already learned. 
However, don’t feel that your children have to remember 
everything perfectly all at once; they will get extensive 
review as they continue to write in the years to come.

To improve your children’s spelling, complete daily 
spelling exercises. We recommend the Sequential Spelling 
program. Use the “Spelling” line on your weekly schedule 
to record what you have done each week.

Overwhelmed? Allow Your Children to Write at Their Own Pace

In the same way that we wouldn’t teach a toddler to ride 
a bike with a 10-speed on a nice steep hill, we don’t expect 
beginning writers to produce polished work on a tight 
schedule either. If you find that the pace we present in this 
guide is too much for your children, simply allow your chil-
dren to work through the assignments at their own pace. 

Start with our first writing assignment in Week 1. Ask 
your children to work on it for a set amount of time each 
day as it fits into your daily schedule. For older children, 
this could be part of their independent work time, but be 
careful not to let it consume all of their time. Of course 
we’re happy if they’re enjoying a project and don’t want 
to put it down, but don’t hesitate to set a timer so that 
they can have time to accomplish other work, too. A timer 
might help also if they’re struggling with an assignment, 
so they know that yes, there is an end in sight to their  
writing time.

If your children can complete some of the brainstorm-
ing activities in the time we suggest, have them do so. 
But we’d understand if the creative writing portion takes 
longer. Therefore, if your children seem to need more days 
to complete the assignments than outlined in our guide, 
give it to them. Don’t feel as though you have to move on 
to our next assignment if they’re still working on the last 
one. Writing is a creative process and at this level, please 
let the creative juices flow. 

If you’d like to spend a day reviewing your children’s work 
with them when they complete an assignment, consider it 
time well spent. It is during these review sessions that you 
can reinforce the grammar and mechanical skills they’ve 
learned on Day 1 by correcting issues and pointing out 
things they’ve done well in their own writing. You could 
then cement lessons learned in your discussion by having 
them use your edits to write a final draft. Simply give them 
the time they need to complete each task successfully. 
Then, pick up with the next assignment in the guide in 
whatever week you happen to be in when you’re ready. 

If you start to feel like this slower paced method might 
jeopardize the variety of assignments your children are 
exposed to, or causes you to miss assignments you think 
your children might enjoy, use the following Scope and 
Sequence list to help you vary the assignments and select 
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a more appropriate topic from another week. At this age, 
we want writing to be enjoyable, so select topics you think 
will most inspire your children. And remember, the more 
practice they get recording their thoughts on paper, the 
easier it will be for them when they’re older and do need 
to produce polished work on a deadline.

Other Resources 

As you adjust to teaching with the “natural learning” ap-
proach, you may want some additional assistance at times. 
For example, you may want to familiarize yourself with 
quality resources. Some parents have also found it useful 
to create their own quick reference guide by assembling 
a “handbook” full of short notes and brief examples of 
concepts as they are covered.

If you feel like your children just seem to be struggling 
or overwhelmed with their work, don’t hesitate to put 
some books away and simply wait awhile. Instead, spend 
more time on your Read-Alouds and simply continue to 
encourage a love for reading. In a few months, try again, 
and you will probably find that allowing a little extra time 
for your children to grow made success easier for them  
to attain.

We also understand that parents may feel unprepared 
to teach writing. Some parents feel like they’re not 
good writers themselves. Others may write well, but not 
understand how to communicate what they know in a 
meaningful way to their children. To these parents, we say, 
“Don’t worry! You can do it.” Just work together with your 
children and let them know how much you appreciate 
their hard work. For more suggestions on how to get  
your children to write well, go to www.bookshark.com/ 
write-well.

How DO I Edit and Evaluate Writing Assignments?

We understand that the idea of evaluating your chil-
dren’s writing may be just as overwhelming for you as it 
was for them to write it. And yes, evaluating writing can 
be highly subjective. Therefore, we’ve included evaluation 
checklists or Rubrics for most assignments in your weekly 
Notes that will help you focus your thoughts on the most 
important skills each assignment addressed. These rubrics 
should help you make the evaluation process more con-
crete and less subjective. Feel free to adjust or modify our 
rubrics at any time if you feel your child worked on skills 
we didn’t include on our list. For more information about 
how to work through the writing process alongside your 
children, keep reading.

For their first drafts, ask nothing more of your children 
than to simply put their thoughts on paper. At this stage: 
anything goes. If you’re working with them, resist the urge 
to correct their spelling or revise their sentence structure, 
and help them do the same—you will have the opportu-
nity to edit later. Build their writing confidence and show 
you value their creativity by giving them the freedom to 
“just write,” and not interrupt their creative flow. Pay more 
attention to the fact that they’re meeting the require-
ments of the assignment: Are they successfully writing 

a fairy tale? A poem? Are they impressing you with their 
inventiveness or imagination? If so, applaud them!

Have your children write their first drafts on wide-
ruled handwriting paper, or by skipping every other line 
on notebook paper so you (and they) will have room to 
write edits directly on their rough drafts. At review time, 
sit with your children and ask them to read their pieces 
aloud while you read them over their shoulders. Watch 
for misspelled words, and other mechanical errors, that 
don’t align with the way your child reads what they wrote. 
Help them think through the corrections as you go, but 
more importantly, help them make the words say on 
paper what they dreamed up in their heads. For now, 
your children probably speak better than they write. They 
form sentences correctly and can “hear” when something 
isn’t right, so simply help them align their writing to their 
speaking proficiency. More importantly, praise them when 
they catch and correct their own mistakes.

For example you might say “Oh! You just paused there, 
what kind of punctuation do you think you might need?” 
or “Let’s sound out the spelling of ‘incredible’ together.” Or,  
“let’s look that word up in the dictionary…” Practice review 
skills together that you’d like them to be able to use on 
their own later. Also, help them think through holes in 
their description or story line. If you see a conspicuous 
gap, ask them to stop reading and ask them questions 
about the story that any interested reader would have. 
If they can tell you answers that help to fill the gap, help 
them write a few sentences to include this information in 
the story for other readers to enjoy.  

Simply modeling the right way to do something is a 
very effective teaching tool at this age. When you find mis-
takes in their written work, pick and choose which ones 
you want them to help you correct, but sometimes simply 
demonstrate the right way to spell something or word a 
phrase in a sentence by quietly writing it on their paper 
as they read. Remember, they’ll see your correction and 
write it correctly when they rewrite their final drafts, so the 
more you can make your review session about showing 
you value what they created and less about making a big 
deal over every mistake, the more they’ll enjoy reviewing 
their papers with you…and the more they’ll like the  
writing process.

Think about how you’d like each child to handle words 
they repeatedly misspell. If it’s a word like “said” that they 
will use frequently now and in the future, you may ask 
them to rewrite it correctly on their rough draft each time 
it appears to help them memorize the correct spelling. If 
the word is lengthy, correct the spelling together for the 
first instance, and then simply circle the misspelled word 
each time it appears so they know to reference the first 
time you corrected it when they write the rough draft.

We strongly encourage you to review your children’s 
writing with them, rather than edit it yourself and hand it 
back to them later. By walking your children through the 
editing process each time, you will teach them how to edit 
and revise their own papers, how to catch their own mis-
takes, and how to look up correct answers on their own. 
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As the old adage goes: “Give a man a fish and you’ll feed 
him for a day. Teach him how to fish and you’ll feed him 
for a lifetime.” By working with your children to edit and 
revise, you’ll be teaching them to fish, or, more accurately: 
to write!

Rubrics

Have you ever wondered how you should evaluate your 
children’s writing? Much of literary critique is subjective, 
but we understand that sometimes its helpful to have a 
concrete way to help you focus your critique. A rubric is a 
simple form that will help you give point values to certain 
characteristics of an assignment

At this age, scale back on emphasizing the writing 
process and focus on the final result. When your children 
proudly present you with their hard work neatly written 
on a clean piece of paper, celebrate!

Do you remember when they were learning to talk? If 
you pointed to that colorful floating orb in the sky and 
said “Look, a balloon!” and they repeated “Bay-yoon!” did 
you correct their pronunciation and then give them a bad 
grade? Probably not. We hope you laughed, and simply 
said it again the right way. Even if they called it a “bay-
yoon” for the next three months, we imagine you simply 
kept presenting them with the correct pronunciation and 
eventually they learned it.

Please think of learning to write as “learning to speak on 
paper.” Strive to teach your children with the same small 
steps, and the same gentle redirections—slowly, over time. 
Be careful not to expect too much too quickly. It will come. 
Celebrate the small accomplishments, and keep engag-
ing your children with examples of good writing(just like 
the ones in the books you’re reading), and talk about what 
could be improved when you come across lesser samples. 

Please note that the items we chose to emphasize on 
our sample are just ideas of things you might want to 
include on a rubric of your own. As their teacher, only you 
will know how your children are writing—where they 
shine and what they need to polish up—so be sure to 
include both potential challenges and potential successes 
on rubrics you compose.

When you create a rubric, first draft a list of all the things 
you hope the assignment will accomplish, or you hope your 
child will learn or practice as they complete the assignment. 
Sometimes it’s helpful to list skills by category, so you’re 
sure you’ve thought of everything you want to evaluate. 

Next, assign a point value for each item, giving more 
points to skills you want to weigh more heavily (or see 
as more important). Add up all of the points in the rubric 
to determine the number of points that will equal 100%. 
After that, simply read through your children’s work, think-
ing about each point on your rubric as you go. Divide the 
number of points your children earned by the number of 
points possible to determine a percentage.

Sample Rubric

Content

_______ 5 pts Presented a clean, polished, final 
copy

_______ 5 pts Successfully revised the description 
from Week 1

_______ 5 pts Included at least 1 simile

Mechanics

_______ 5 pts Worked with Mom or Dad to edit 
this assignment

_______ 5 pts Used the dictionary to research the 
spelling of a word

_______ ÷ 25 pts possible = _______ %

Total pts

When your children are older, it may help to hand them 
a copy of your evaluation rubric when they first begin an 
assignment. Isn’t it easier to hit the target when you can 
see what you should be aiming for? Afford this same op-
portunity to your children in the future when they work 
on writing assignments. 

At this age, you may be able to let your children write 
their first drafts independently, but they will probably 
still benefit from an “Editorial Review” session with you 
before they draft their final copies. Later in the year, you 
might put together an Editing Checklist with your chil-
dren if you’d like them to begin editing their own papers 
independently as well. Draft such a checklist together, and 
be sure to include both basic content you always want 
them to check, and common mistakes you know they’re 
still working on. Most importantly, use rubrics to help you 
more clearly gauge the areas in which your children could 
use more work and revise your instruction accordingly.  n
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Language Arts 6—Scope and Sequence: Schedule for Topics and Skills
Week Mechanics Practice Creative Expression
1 Sentence Basics | Nouns: common/proper;  

gender; concrete/abstract; compound;  
collective

Write Your Descriptive Paragraph (Description/ 
Writing Process)

2 Sentence Basics | Verbs: action; helping; 
form—singular/plural

Spatial Organization (Spatial Skills/Organization)
Research for Travel Journal (Research)
Write the Travel Journal (Creative Expression)

3 Sentence Basics | Pronouns: personal; subject; 
possessive; gender

Point of View (Writing Process)
Pre-write a Peace Treaty (Writing Process)
Write a Peace Treaty (Writing Process)

4 Sentence Basics | Person of pronouns:  
1st, 2nd, 3rd

Topic Sentences (Paragraph Organization)
Write a Paragraph with Unity (Paragraph Fluency)
Write a Paragraph with Coherence (Paragraph Fluency)

5 Sentence Basics | Types of pronouns:  
interrogative; demonstrative

Identify Elaboration (Paragraph Organization)
Write a Paragraph to Elaborate (Paragraph Organization)
Add Elaboration in Your Paragraph (Paragraph Organization)

6 Sentence Basics | More Types of pronouns: 
Intensive, Reflexive and Indefinite

Comparison/Contrast (Research)
Comparison/Contrast Outlines (Analysis)
Write a Comparison/Contrast Essay (Analysis)

7 Mechanics | Commas Transitions (Paragraph Fluency)
Revise Comparison/Contrast Essay (Writing Process)
The Final Draft (Writing Process)

8 Mechanics | Synonyms Dialog and Attributions (Narrative)
Add Dialog to the Myth (Narrative)
Finalize the Dialogue (Narrative)

9 Sentence Basics | Adjectives—  
Proper and Common; Articles

Symbolism (Analysis)
Symbolism in Literature (Analysis)
Symbolism in Poetry (Analysis)

10 Sentence Basics | Types of adjectives:  
demonstrative; indefinite

Pre-writing the Classification Essay (Classification)
Write the Classification Essay (Classification)
Revise the Classification Essay in Active Voice (Classification)

11 Sentence Basics | Types of adverbs:  
review definition; adverbs of time, of place,  
of manner, of degree; conjunctive adverbs

Cause and Effect Essay Preparation (Writing Process)
Write the Cause and Effect Essay (Writing Process)
Revise the Cause and Effect Essay (Writing Process)

12 Sentence Basics | Adjective & Adverb forms: 
positive, comparative, superlative

Avoiding Clichés (Word Choice)
Choice and Tone (Word Choice)
The Mystery—Planning (Narrative)

13 Sentence Basics | Complete sentences:  
subject/predicate; simple, compound,  
complete; understood subjects & predicates;  
Linking verbs: & predicate adj.; predicate nouns

Character Development for the Mystery (Narrative)
Write the Plot (Narrative)
Write the Mystery (Narrative)

14 Sentence Basics | Types of subjects and  
predicates: simple; compound; complete;
modifiers

Poetry Dissection (Analysis)
Sound Devices (Analysis)
Comparison/Contrast Poems (Analysis)

15 Mechanics | Capitalization Imagery (Analysis)
The Apostrophe in Poetry (Analysis)
Use of Theme in Poetry (Analysis)

16 Mechanics | Plurals Coming Soon, to a Bookshelf Near You! (Book Commercial)
Summarize the Plot (Persuasion)
Write the Book Commercial Script (Narrative)

(continued on the following page) 
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Language Arts 6—Scope and Sequence: Schedule for Topics and Skills

Week Mechanics Practice Creative Expression
17 Building Blocks of Sentences | Verb Tenses: 

simple; perfect; continuous
Novel Log for Literary Analysis (Analysis)
Types of Conflict (Analysis)
Characterization Diagram (Analysis)

18 Building Blocks of Sentences | Verb Forms: 
transitive, direct objects, object pronouns, 
indirect objects; intransitive

Plot (Analysis)
Plot-Rising Action (Analysis)
Plot Resolution (Analysis)

19 Mechanics | Apostrophes Headlines (Critical Thinking)
Research for Interview (Research)
Knightly News (Informative)

20 Mechanics | Quotation Marks Persuasion (Persuasive)
Please, Please, Please, Let Me Get What I Want (Persuasive)
Smooth Talker (Persuasive)

21 Building Blocks of Sentences | Active &  
Passive Voice: active, passive, avoid too many 
“be” verbs

Eliminate Redundancy (Sentence Fluency)
Eliminate Wordy Sentences (Sentence Fluency)
Revise Your Writing (Sentence Fluency)

22 Building Blocks of Sentences| Phrases:  
noun, verb; adverb phrase; verbal phrase; 
prepositional phrase; appositive phrase

The Definition of a Hero (Definition)
The Protagonist as a Hero (Analysis)
Other Types of Characters (Analysis)

23 Building Blocks of Sentences |
Prepositional phrases: prepositions, object of 
the preposition

Start with a Thesis Statement (Research Process)
Begin Your Research (Research Process)
Source Cards (Research Process)

24 Mechanics | How to Write Titles Note Cards—Quotations (Research Process)
Note Cards—Paraphrase (Research Process)
More Note Cards and Works Cited (Research Process)

25 Building Blocks of Sentences | Clauses:  
conjunctions; independent clause;  
coordinating conjunctions, correlative  
conjunctions

The Research Paper Outline (Research Process)
Refine Thesis and Begin Body Paragraphs (Research Process)
Complete the Body Paragraphs (Research Process)

26 Building Blocks of Sentences | Dependent 
clauses & subordinating conjunctions;  
relative pronouns; complex sentences

The Introduction and the Conclusion (Research Process)
Revision (Research Process)
The Final Draft (Research Process)

27 Building Blocks of Sentences | Sentence  
Structure: simple, compound, complex

Change the Tone (Exploratory)
Change the Setting (Exploratory)
Creating Setting and Tone (Productive)

28 Building Blocks of Sentences | Verbals:  
gerunds, participles, infinitives

Ad Copy (Critical Thinking)
The Head is the Heart (Writing Process)
The Body (Writing Process)

29 Building Blocks of Sentences | Agreement: 
subject-verb; noun pronoun; Improve Sen-
tences: fragments, rambling sent, run-on; 
avoid double negatives

The Introduction (Writing Process)
The Conclusion (Writing Process)
Revising Introductions and Conclusions (Revision)

30 Building Blocks of Sentences | Types of  
Sentences: declarative, interrogative,  
imperative; exclamatory

Hear Ye, Hear Ye… (Public Speaking)
Vivacious Visuals (Public Speaking)
The Presentation (Public Speaking)

31 Mechanics | Ellipses & Parentheses Fairy Tales with a Twist (Creative)

32 Mechanics | Hyphens & Dashes The Speaker in the Poem (Diagnostic)
Dramatic Interpretation of a Poem (Interpretation)
Present the Poem (Creative)

(continued on the following page) 
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Language Arts 6—Scope and Sequence: Schedule for Topics and Skills
Week Mechanics Practice Creative Expression
33 Mechanics | Improve Your Spelling The Biographical Summary (Research)

Write the Bio/Leo-graphy (Biographical Writing)
Revise the Bio/Leo-graphy (Revision)

34 Mechanics | Colons & Semicolons; Review: 
Nonrestrictive clauses

Prepare for the Definition Essay (Writing Process)
Write the Definition Essay (Writing Process)
Revision of the Definition Essay (Writing Process)

35 Mechanics | Commonly misused words  
(Homonyms); Review: Nonrestrictive phrases

Aphorisms (Inquiry)
The Kigo (Symbolism)
The Tanka (Creative)

36 Mechanics | Writing Numbers Careers—I want to be… (Research)
Career Expenses (Budgeting)
Reflective Essay (Reflection)



This page intentionally left blank.



Language Arts 6 | Section Three | Instructor’s Guide Resources | 13 

©
20

16
 b

y 
Bo

ok
Sh

ar
k,

 L
LC

. A
ll 

rig
ht

s 
re

se
rv

ed
.

Standard Abbreviations

adj:  adjective
adj clause:  adjectival clause 
adv:  adverb 
adv clause:  adverbial clause 
ant:  antecedent 
appos:  appositive 
appos phrase:  appositive phrase 
art:  article 
cc:  coordinating conjunction 
conj:  conjunction/conjunctive
corc:  correlative conjunction 
dem pro:  demonstrative pronoun 
dep:  dependent clause 
do:  direct object 
exp:  expletive 
ger:  gerund 
hv:  helping verb 
ind:  independent clause 
indef pro:  indefinite pronoun 
inf:  infinitive 
int:  intransitive 
inter pro:  interrogative pronoun 
interj:  interjection 
io:  indirect object 
lv:  linking verb 
n:  noun 
nda:  noun of direct address 
obj:   object (used with verbals—gerunds, 

participles, and infinitives) 
oc:  object complement 
op:  object of the preposition 
prep:  preposition 
prep phrase:  prepositional phrase 
part:  participle 
part phrase:  participial phrase 
pa:  predicate adjective 
pn:  predicate noun 
pro:  pronoun 
rel pro:  relative pronoun 
s:  subject 
sc:  subordinating conjunction
trans:  transitive 
v:  verb

Principal Parts

n:  noun
pn:  predicate noun
pro:  pronoun 
dem pro:  demonstrative pronoun 
indef pro:  indefinite pronoun 
inter pro:  interrogative pronoun 
rel pro:  relative pronoun 
ant:  antecedent 
appos:  appositive 
appos phrase:  appositive phrase 
s:  subject 
do:  direct object 
io:  indirect object 
nda:  noun of direct address
exp:  expletive 
interj:  interjection
v:  verb
hv:  helping verb 
lv:  linking verb
adj:  adjective 
adj clause:  adjectival clause 
pa:  predicate adjective 
adv:  adverb 
adv clause:  adverbial clause 
obj:   object (used with verbals—gerunds, 

participles, and infinitives) 
oc:  object complement
art:  article 
cc:  coordinating conjunction 
conj:  conjunction/conjunctive 
corc:  correlative conjunction 
sc:  subordinating conjunction 
dep:  dependent clause 
ind:  independent clause 
prep:  preposition 
op:  object of the preposition 
prep phrase:  prepositional phrase 
ger:  gerund 
inf:  infinitive 
part:  participle 
part phrase:  participial phrase  n

List of Standard Symbols
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Introduction
Most people struggle with grammar. The sheer number 

of concepts to understand and master overwhelms many 
students. Moreover, once a student grasps the general rule 
applicable to a particular concept, the exceptions to the 
general rule rear their ugly heads and attack the student’s 
confidence! The multitude of concepts and rules—and 
exceptions to the rules—so thoroughly confuse and 
frustrate people, that many adults don’t speak and write 
with proper grammar … and therefore communicate inef-
fectively.

The ability to communicate effectively—both orally and 
in writing—will determine much of a student’s success 
in academics and in life. Students must therefore learn to 
skillfully translate their thoughts into speech or writing. 
The concepts of grammar will serve as the building blocks 
of a successful foundation for students seeking to master 
effective communication.

We created this Grammar Guide appendix so that you 
can find a quick definition and example for each grammar 
concept. For many of the concepts, we include even more 
instruction to help you gain greater understanding (under 
the heading TELL ME MORE!). We hope this guide will 
serve as a valuable resource for you.

Grammar Guide

Note to Mom or Dad
You can use the Grammar Guide appendix along with 

any Language Arts program or as a stand-alone gram-
mar guide. When you or your children need help with a 
grammar concept, look it up! Your children should learn at 
an early age to properly use a reference guide such as this 
Grammar Guide. In fact, we believe good research skills 
will benefit your children more than any particular gram-
mar “rule” contained in this guide!

Speaking of “rules,” don’t pressure your children to 
memorize long lists of rules in order to pass a test. Work 
with them to make sure they grasp the concepts. If your 
children understand how to use a particular element of 
grammar properly and have repeatedly practiced using 
it well, they will have more success down the road than if 
they just memorize a set of rules.

There are, of course, some basic rules they do need to 
memorize, such as always beginning a sentence with a 
capital letter. But these rules should be practiced, not 
memorized. Rules are soon forgotten, but if your children 
understand the principles and have practiced them thor-
oughly, they will grasp the concept. And that’s really the 
goal, isn’t it?
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Abbreviations
Abbreviations are shortened versions of commonly 
used words.

Ex. Mr. (for Mister)
 St. (for Street or Saint)

TELL ME MORE!
One of the most common abbreviations is Mr. to stand 
for Mister and Mrs. to stand for Missus, which in itself, is a 
shortened version of Mistress. Normally, you indicate that 
you are using an abbreviation by putting a period after 
the abbreviation. Some more examples: Dr. for Drive or 
Doctor; Blvd. for Boulevard; etc. for etcetera.

An acronym is a special kind of abbreviation that does not 
need a period and is pronounced as one word.

Ex. NASA (National Aeronautics and Space Adminis-
tration)

An initialism is a special kind of abbreviation in which 
each letter used to form the abbreviation is pronounced 
separately. Like acronyms, initialisms do not need periods.

Ex. FBI (Federal Bureau of Investigation)

Acronym (see Abbreviations)

Action Verb (see Verb)

Active Voice (see Voice)

Adjective
An adjective describes or modifies a noun.

Ex. Green book
 Sleepy girl
 Hot potato

TELL ME MORE!
Adjectives add to our understanding of nouns. If you have 
a box (noun), and then say it is soft, hot, dark, and wet, 
the words soft, hot, dark, and wet are all adjectives. If you 
are talking about a young man, young is an adjective; it 
describes the man. In yellow flower, yellow is an adjective; 
it describes the flower. If you are talking about his satin 
shirt, his and satin both serve as adjectives that describe 
the shirt.

Notice that some words—like soft, hot, and dark—are 
always and only adjectives. Other words—like satin and 
his—can serve as adjectives but are nouns (satin) and pro-
nouns (his) as well. Notice, too, that even verbs can serve 
as adjectives: the shining star, a crumpled sheet of paper.

You can string adjectives together.

Ex. The green men ate. The three green men ate.
 The three tall green men ate.
 The three strong tall green men ate.

Adjectives come in one of three forms: positive, compara-
tive, or superlative. The positive form modifies a word 
without comparing it to anything else. For example: That 
dog is big. The comparative form modifies a word by 
comparing it to one other thing. Comparative adjectives 
often use the ending -er or the words more or less. For 
example: That dog is bigger than my dog. The superla-
tive form modifies a word by comparing it to two or more 
other things. Superlative adjectives often use the ending 
-est or the words most or least.

Ex.  That dog is the biggest dog on my block.

For further information about special types of adjectives, 
see Article, Determiner, and Quantifier.

Adjective/Adjectival Clause (see Clause)

Adverb
An adverb adds to or modifies our understanding of a 
verb. Adverbs tell us how, when, or where the verb hap-
pened (or is happening or will yet happen). They can also 
describe or modify our understanding of an adjective or 
another adverb.

Ex: The green men ate quickly. (Quickly describes the 
verb ate.)

 The woman walked slowly. (Slowly describes the 
verb walked.)

 Josh fell down. (Down is an adverb because it de-
scribes the verb fall. It tells us about Josh’s falling: 
He fell down)

 Emily will feel better tomorrow. (Tomorrow de-
scribes when Emily will feel better.)

 The deep green moss grew. (Deep describes the 
adjective green.)

 The green moss grew extremely quickly. (Quickly 
describes how the moss grew. Extremely de-
scribes the other adverb, quickly.)

TELL ME MORE!
Here’s a clue that will help you identify many adverbs: if 
you find a word that ends in -ly, it is almost assuredly an 
adverb.

In the phrase talk loudly, the verb talk is modified by the 
adverb loudly. How did he talk? He talked loudly. Loudly 
adds to our understanding of talk. How about the phrase 
worked hard? Which word is the verb that tells us what 
happened? (worked is the verb) And which is the adverb 
that tells us how the person or machine worked? (hard is 
the adverb) How about suddenly remembered? What is the 
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verb and what is the adverb? (remembered is the verb; sud-
denly is the adverb)

You can find adverbs right next to the verbs they modi-
fy—either in front of or after the verb; and you can find 
them at distances from their verbs.

Ex. He quickly jumped on the horse.
 He jumped quickly onto the horse.
 Quickly, the large man jumped onto the horse.
 He jumped onto the galloping horse quickly—be-

fore it got away.

Examples of adverbs that modify adjectives: in the phrase 
the very bright light, very is an adverb; it modifies the adjec-
tive bright. (Notice that very does not modify light! You 
can’t have a very light!) In tremendously loud engine, tre-
mendously is an adverb; it modifies the adjective loud; you 
can have a loud engine and a tremendously loud engine, 
but you can’t have a tremendously engine.

Adverbs come in one of three forms: positive, compara-
tive, or superlative. The positive form modifies a word 
without comparing it to anything else. For example: He 
runs fast. The comparative form modifies a word by com-
paring it to one other thing. Comparative adverbs often 
use the ending -er or the words more or less. For example: 
He runs faster than my dog. The superlative form modi-
fies a word by comparing it to two or more other things. 
Superlative adverbs often use the ending -est or the words 
most or least. For example: He runs the fastest of all the 
dogs on my block.

Adverbs add power to your writing. Use them often.

Adverb/Adverbial Clause (see Clause)

Agreement (see Subject-Verb Agreement)

Alphabetization
Alphabetization is the process of placing a series of words 
in alphabetical order—in order from a to z—beginning 
with the first letter of the word. When two words start with 
the same letter, then you compare their second letters. 
When two words share the same first and second letters, 
then you compare their third letters . . . and so on until you 
find a letter on which they disagree.

Ex. aardvark, adjective, adverb, amber, ambulance

Analogy
An analogy compares two (or more) things that, although 
otherwise dissimilar, are similar in some important way. 
Analogies are used to suggest that because two (or more) 
things are similar in some way they are also similar in 
some further way. For further information about special 
types of analogies, see Simile and Metaphor.

Ex. Phil hates receiving unsolicited “spam” e-mail be-
cause deleting it from his inbox wastes so much 
time. He insists there must be some solution to 
this problem on the horizon! Of course, he also 
used to think that, by now, he wouldn’t need to 
continually pitch the “junk” mail that accumulates 
in his mailbox on a daily basis. (The analogy in 
this paragraph suggests that “spam” e-mail, like 
postal “junk” mail, may be here to stay!)

Antecedent
An antecedent is the noun that a pronoun refers to.

Ex. Emily cooked breakfast. She is a good cook. 
(Emily is the antecedent for the pronoun she.)

TELL ME MORE!
“Ante” means “before” or “in front of.” The noun to which 
the pronoun refers usually comes before or “ante” the 
pronoun.

When you say, He came, the person you’re talking to wants 
to know “Who is he? To whom are you referring when you 
talk about him or he?” If you answer, “Oh! I’m talking about 
John (or whoever),” John (or whoever) is the antecedent. 
That is the noun to which he refers.

Antecedents are extremely important, especially when 
you begin to use pronouns. For example, read the fol-
lowing sentences: Mike and Tim were talking. Tim said he 
could marry Sarah because he didn’t mind if Sarah didn’t 
like him. Every pronoun in the second sentence must have 
an antecedent or an implied antecedent. Tim is obvi-
ously the one who’s talking. Tim says he (who? Tim? Mike? 
Someone else?) could marry Sarah because he (who?) 
didn’t mind if Sarah didn’t like him (again, who is Tim talk-
ing about?). Never use a pronoun unless you know that its 
antecedent is obvious! Besides the pronouns where it is 
very obvious that you need to know the antecedent, there 
are a few pronouns where you can usually figure out what 
the antecedent is . . . even if no one tells you.

Ex. I/me/my
 you/your/yours
 we/us/our/ours

Antonym
An antonym is a word that means the opposite of 
another word.

Ex. Up is the opposite of—or antonym for—down
 Cold is the antonym for hot
 Out is the antonym for in.
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Apostrophe
An apostrophe (’) is a punctuation mark that can show 
possession, make contractions, or show when letters are 
left out. Apostrophes are also used to make letters, num-
bers, and signs plural.

Ex. the kids’ cookbook (the cookbook belongs to 
the kids)

 didn’t (did not)
 I’m waitin’ for him. (shortened version of waiting)
 Z’s, 9’s, $’s

Appositive
An appositive is a noun or noun phrase (appositive 
phrase) that renames or describes the nouns or pronouns 
that come immediately before it. Appositives are usually 
surrounded—or set off by—commas.

Ex. Mark, first baseman for the Rangers, had a 
strong season.

 Carmen, a mother of three, barely had time 
to make dinner.

 My guitar, an Ibanez, is a real beauty.

TELL ME MORE!
Use an appositive when you want to say something 
important about the subject, but you want the sentence 
itself to focus on something you consider even more 
important. So, for example, you want to say that Samson 
lost all his strength when he cut his hair. That is the main 
message you want to tell people. But in order for them to 
really understand what you are saying, you need to tell 
them that he was normally a strong man. So you insert 
the appositive: Samson, a strong man, lost all his strength 
when he cut his hair.

Appositive Phrase (see Appositive)

Article
An article is a special type of adjective. There are three 
articles—the, a, and an. Articles tell something about the 
nouns that follow them.

Ex. The dogs fight
 A plane flies
 An apple falls.

TELL ME MORE!
The is called a definite article, because it defines exactly 
which one: the specific apple that we’ve been talking 
about or the apple that we are about to talk about. The 
tells you that the noun that follows is a particular one.

Ex. The apple (one specific apple)
 An apple (any apple)

A and An are called indefinite articles, because you can’t 
be sure which particular item they are talking about. They 
just say that it is some item. A and an mean the same 
thing. A is used when the noun that follows it begins with 
a consonant sound. An is used when the noun that follows 
it begins with a vowel sound.

Ex. a boa constrictor
 a one-dollar bill
 an ant
 an hour

Attribution
An attribution is the phrase that indicates who said what-
ever is being quoted.

Ex. Eddie said
 Josh yelled
 Caitlyn laughed

TELL ME MORE!
An attribution can be placed before, in the middle of, or 
after the quotation. When the attribution is before the 
quotation, identify who is being quoted, follow that with a 
comma, and then begin the quotation.

Ex. Michael said, “I sure am hungry.”
 Duane says, “I love to eat Italian food.”

When an attribution is in the middle of a quotation, at-
tach the attribution to whatever comes before it. Then, 
follow the attribution with a comma and treat it and the 
quotation that follows as if the attribution were before the 
quotation.

Ex. “I love that idea!” said Amber. “This will be so 
much fun.”

 “I’m not sure,” commented Chase, “if it will work.”

When an attribution is placed at the end of the quotation 
and the quotation ends with a period, replace the period 
with a comma and follow the comma with the closing 
quotation mark. Then, write the attribution.

Ex. “We can figure this out,” Pam said.
 “I’m happy with whatever everybody else wants,” 

Kelly stated.

However, when a quotation ends with an exclamation 
point or a question mark, those punctuation marks must 
be retained. Don’t replace them with commas.

Ex. “Can I hang out with you guys?” Bo asks.
 “Yes you can!” Sondra answers.

In dialog, you should always begin a new paragraph 
whenever a new speaker begins to talk. You should never 
have two or more speakers speak one after the other in 
a single paragraph. It is not always necessary to attribute 
each statement in dialog. If two people are conversing, 
once you have told your audience who the two speak-
ers are, and once they begin talking back and forth, the 
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change of paragraph alone can serve to indicate that the 
speakers have changed.

Ex. “Sam the ram can pass Val the nag,” said Matt.
 “Oh, sure!” said Jen.
 “He can! He can! I’ll prove it to you.”
 “Oh, yeah? How?”

Many authors attribute quotations with the simple word 
said. There is nothing wrong with using said. When writ-
ing dialog, you want people to focus on the words that 
the characters are saying rather than—or, at least, more 
than—they focus on the attributions. But! Sometimes it 
is helpful to use interesting words. If you use said in every 
paragraph, readers can become bored.

Ex. Joe Felder asked, “What are you doing?”
 Julian replied, “Nothing.”

Auxiliary Verb (see Helping Verb)

Being Verb (see Verb)

Brackets
Brackets ( [ ] ) are marks of punctuation used within 
quoted material to set off additional and/or clarifying 
information or to indicate editorial corrections.

Ex. “She [the author’s wife] is my greatest source of 
support.”

 “I’d like to buy twenty-seven [baseballs] before 
the start of the season.”

Brackets may also be substituted for parentheses within 
parentheses for added clarity.

Ex. The fish tank (which is 39 gallons [the largest the 
store carries, of course] and very large) needs to 
be cleaned soon.

Capitalization
Capitalization is the process of capitalizing—beginning 
words with upper-case letters. You should always capital-
ize all proper nouns, titles, and the first word in a sentence.

Ex. Some people believe that George Washington, 
the first President of the United States, could not 
tell a lie.

TELL ME MORE!
There are many specific rules regarding capitaliza-
tion, a few more of which are summarized below.

Ex. Sections of the country (Northwest) (But don’t 
capitalize words merely indicating direction: 
Drive north two miles, and then go four more 
miles east.)

 Religions, races, languages, and nationalities 
(Christian, English, Japanese)

 References to God, the Bible, and books of the 
Bible (the Lord, the Word, Exodus)

 Titles (Denver Post, Discipleship Journal)

 Associations, teams, or organizations (Colorado 
Avalanche, Republican Party)

 Abbreviations (CIA, FBI, NASA)

 Letters used to indicate shape or form (U-turn, 
T-shirt)

 Words used as or part of proper names (Uncle 
Randy, Dad) (But don’t capitalize such words if 
they are not being used to replace or comple-
ment proper nouns: Ask your mom for some 
money.)

 Titles of courses (Psychology 101) (But don’t capi-
talize such words when used to refer to a field of 
study: I am a psychology major.)

 Days, months, and holidays (Monday, January, 
Easter)

 Special events or periods of history (the Boston 
Tea Party, the Dark Ages)

 Trade names (Nissan Xterra, Rio Karma)

 Geographical references (Earth, North America, 
Indonesia, Colorado, Indianapolis, Broadway, 
Southwest, San Juan Mountains, Ohio River, 
Washington Square Park) (But don’t capitalize 
general geographic references: We love to swim 
in the ocean.)

Clause
A clause is a group of related words that includes a subject 
and a predicate. All complete sentences include at least 
one clause. Many sentences include two or more clauses.

Ex. Will (subject) slept (predicate). Pete (subject) ate 
ice cream all night (predicate) [clause]; then he 
(subject) felt sick the next day (predicate) [clause].

TELL ME MORE!
Some clauses have one subject but two or more predi-
cates:

Ex. Stan (subject) walked (predicate) and jumped 
(predicate).

 The actress (subject) stumbled (predicate) at the 
top of the stairs, almost recovered (predicate), but 
fell (predicate) anyway.

Some clauses have two or more subjects to whom or to 
which the same predicates apply:

Ex. The bobcat (subject) and coyote (subject) howled 
(predicate) and screeched (predicate).

 Sarah (subject), Jenny (subject), and Lisa (subject) 
crashed (predicate) into each other at the top of 
the stairs, stumbled (predicate) a moment, almost 
recovered (predicate), but fell (predicate) anyway.
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If different predicates apply to different subjects, then you 
have separate clauses.

Ex. Stan (subject) stayed up all night (predicate) 
[clause]; then he (subject) slept the next day 
(predicate) [clause].

 The bobcat (subject) howled (predicate) [clause] 
while the coyote (subject) screeched (predicate) 
[clause].

 Sarah (subject), Jenny (subject), and Lisa (subject) 
crashed into each other at the top of the stairs 
(predicate) [clause], but it was Michael (subject) 
and Barry (subject) who fell (predicate) [clause].

Clauses can serve different functions within a sentence. 
Adjective (or adjectival or relative) clauses usually be-
gin with a relative pronoun and serve as an adjective.

Ex. That tumbled to the floor

 Whose blond hair shimmered in the light

Adverb (or adverbial) clauses usually begin with a subor-
dinating conjunction and serve as an adverb.

Ex. When the clock strikes twelve

 Where the stream meets the river

See Relative Pronoun or Subordinating Conjunction for 
more information.

Cleft Sentence
A cleft sentence is a complex sentence formed when an 
original declarative sentence is divided (“cleft”) into two 
clauses—a main clause and a subordinate clause—for the 
purpose of emphasizing a particular part of the sentence. 
Cleft sentences usually begin with either the word there or 
it, followed by some form of the verb to be.

Ex. Original sentence: Michael came up with the idea 
for the new lunch plan.

 Cleft sentence: It was Michael who came up with 
the idea for the new lunch plan.

TELL ME MORE!
Cleft sentences have delayed subjects. In other words, the 
true subject of a cleft sentence is not there or it; the true 
subject—if there is one—is whatever noun follows the 
verb. See also Subject.

If there and it are not subjects, what are they? They are 
called expletives, because they simply fulfill a structural 
function within the sentence. See also Expletive.

Cleft sentences can also be created with what. Cleft 
sentences beginning with what will usually make an initial 
noun clause out of the primary verb of the sentence:

Ex. Your stubborn attitude caused this problem.

 What caused this problem is your stubborn attitude.

Colon
The colon (:) is a punctuation mark with many functions. 
Using a colon is like saying, “I’m going to tell you some-
thing important: Now here it is.” What follows the colon 
usually explains or expands upon what came before. We 
use also use colons to introduce clauses, quotations, and 
lists.

Ex. Emphasis: He knew what frightened him: sky div-
ing.

 Quotations: A whisper floated in the air: “Help 
me!”

 Lists: Sarah has plenty of toys: dolls, a playhouse, 
and a rocking horse.

 Salutations: Dear President Bush: 

 Time: 9:23pm

 Chapter/Verse: Psalm 46:1 (also used to separate 
titles/subtitles and volumes/pages)

TELL ME MORE!
Colons should not come between verbs and their objects.

Ex. I have: a dog, a horse, and a rhinoceros. (incorrect)

 I have several animals: a dog, a horse, and a rhi-
noceros. (correct)

Comma
The comma (,) is a versatile mark of punctuation. Among 
its many uses, one of the most prominent is as a separator, 
helping to add clarity to a sentence.

Ex. 1. Between independent clauses that are joined 
by a coordinating conjunction. (I went to the gro-
cery store, but my best friend went to the hockey 
game.)

 2. To separate items in a series. (I went to the 
grocery store to buy apples, soda, dog food, and 
laundry detergent.)

 3. To separate nonrestrictive clauses from the rest 
of the sentence. (The grocery store, which was 
built last year, is always busy on Saturdays.)

 4. To separate multiple adjectives. (It was an excit-
ing, busy day at the grocery store.)

 5. After introductory phrases or clauses. (After a 
hard day of work, I like to go grocery shopping.)

 6. To set off dates or items in addresses. (On July 
2, 1997, I went to the grocery store located at 7 
Lucky Drive, Anytown, Colorado 54321.)

 7. To clarify large numbers. (1,000 apples or 
1,000,000 oranges)

 8. To separate contrasted or parenthetical infor-
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mation. (Sue, not Judy, is the guilty one.)

 9. To set off explanatory phrases or appositives. 
(Samson, my Weimaraner puppy, is fond of per-
petual motion.)

 10. To set off dialogue and nouns of direct ad-
dress. (“Thad, put the spatula in the dishwasher,” 
said Joan.)

 11. To set off interjections or interruptions. (Hey, 
stop that! In my opinion, well, you just shouldn’t 
be doing that.)

 12. To set off titles or initials. (John F. Kennedy, Jr., 
started George magazine.)

 13. To clarify otherwise confusing text. (What the 
production department does, does change the 
shipping department’s work schedule.)

TELL ME MORE!
The series comma: always separate three or more items in 
a list by using commas between them. However, do not 
use commas between the members of a series composed 
of only two items—unless the comma is necessary for 
clarity’s sake! If the last item in a list is preceded by the 
word and, you may, but you don’t have to, place a comma 
between the next-to-last item in the list and the word and:

Ex. Please buy peanut butter, jelly, bread, graham 
crackers, and milk.

 Please buy peanut butter, jelly, bread, graham 
crackers and milk.

Common Noun
A common noun is a general word that refers to a person, 
place, thing, or idea not named directly. 

Ex. Proper Noun Common Noun

Winston Churchill man

Maggie girl

Denver city 

Complete Predicate
The complete predicate is everything in a clause other 
than the complete subject, i.e., the simple or compound 
predicate plus all its modifiers.

Ex. Sondra’s favorite restaurant burned to the ground.
(burned to the ground is the complete predicate)

Complete Subject
The complete subject includes a simple or compound 
subject, as well as any words that modify or describe the 
subject—including adjectives, adverbs, and articles.

Ex. Sondra’s favorite restaurant burned to the ground. 
(restaurant is the simple subject—Sondra’s favor-
ite restaurant is the complete subject)

Complex Sentence
A complex sentence consists of an independent clause 
and a dependent clause.

Ex. After a hard day of work (dependent clause), I like 
to go grocery shopping (independent clause).

 When Phil saw April 1 on his calendar (dependent 
clause), he broke into a cold sweat (independent 
clause).

Compound Predicate
A compound predicate is made up of two or more simple 
predicates applied to a single subject. The subject and the 
compound predicate, together, still form one clause.

Ex. Sondra’s favorite restaurant caught on fire and 
burned to the ground. (The simple predicates 
caught on fire and burned to the ground tell what 
happened to the single subject restaurant.)

 The dog with only three legs jumped through the 
ring of fire and rolled onto his side. (The simple 
predicates jumped through the ring of fire and 
rolled onto his side describe what the single sub-
ject dog did.)

Compound Sentence
A compound sentence is composed of two or more simple 
sentences (independent clauses) that have been joined 
together in one of several ways.

Ex. By a coordinating conjunction (Pam saw the 
shark and she screamed.)

 By a coordinating conjunction and a comma 
(I heard Pam’s scream, but I could not see what 
had frightened her.)

 By a semicolon (Pam screamed; Amber screamed; 
everyone ran!)

 By a semicolon and a conjunctive adverb (I saw 
the shark; however, it didn’t scare me.)

Compound Subject
A compound subject is made up of two or more simple 
subjects. The compound subject and its predicate(s), 
together, still form one clause.

Ex. Ryan and Bo love Japanese food.

 Michael, Duane, and Kelly prefer Italian food.

Compound Word
A compound word is a word made up of two or more 
smaller words.

Ex. campground (camp/ground); pillbox (pill/box)
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Compound-Complex Sentence
A compound-complex sentence consists of at least two 
independent clauses and one dependent clause.

Ex. Ashley wanted an eagle for her birthday (in-
dependent clause), but because eagles are an 
endangered species (dependent clause), her par-
ents bought her a turkey instead (independent 
clause).

 Although she wasn’t crazy about turkeys (depen-
dent clause), Ashley took the bird under her wing 
(independent clause), and it became her new 
best friend (independent clause).

Conjunction
A conjunction shows the logical connections between 
other words or groups of words. By paying attention to 
the conjunctions, you can usually see the logical relations 
between sentences and parts of sentences.

Ex. And says that two or more things belong together. 
(Seth threw a ball, and Maggie caught it.)

 But shows a contrast between two or more 
things. (Seth threw a ball, but Maggie dropped it.)

 Or says that only one of two different things is 
true. (I will go to the grocery store, or I will go to 
the movies.)

 So says that one thing is true because something 
else is true. (I will go to the grocery store, so I will 
have food to eat tomorrow.)

Contraction
A contraction is a shortened version of a common word 
combination. When writing a contraction, leave no space 
between the words and use an apostrophe in place of the 
missing letters.

Ex. don’t (do not)

 can’t (can not)

 didn’t (did not)

 should’ve (should have)

 it’s (it is)

Coordinating Conjunction
A coordinating conjunction connects words, phrases, or 
clauses when the words, phrases, or clauses are of equal 
importance. There are seven coordinating conjunctions 
that can be memorized by simply remembering: FAN BOYS.

Ex. For (Wayne must be fl ying his kite, for it is the 
fi rst windy day in weeks.)

And (peas and carrots)

Nor (neither rain nor snow)

But (I love peas, but I do not care for carrots.)

Or (this or that)

Yet (Ashley loves her new turkey, yet it is not 
exactly the present she had hoped for.)

So (Jason and Jennifer are hungry for Italian 
food, so they are heading to Little Italy.)

TELL ME MORE!
In the same way that a mechanic needs nuts and bolts 
to hold his machinery together, so our sentences need 
certain words to hold them together. Conjunctions are 
just those kinds of words. They are the words that hold 
sentences together. Coordinating conjunctions are single 
words that hold equal parts of sentences together. Besides 
holding simple sentences together to form compound 
sentences, coordinating conjunctions can also hold two or 
more nouns or verbs together.

Independent clauses can also begin with a coordinating 
conjunction! You may get the feeling that the indepen-
dent clause is really and truly just as dependent on the 
clause that came before as is any dependent clause. If 
you see a sentence that begins, “And _____,” you realize 
something came before. And you probably want to know 
what came before. But, of course, it is acceptable to begin 
a simple sentence with and, or, or but. 

If you memorize the coordinating conjunctions 
(FANBOYS—for, and, nor, but, or, yet, so), you can figure 
that any other conjunctions are subordinating conjunc-
tions that begin dependent clauses.

Correlative Conjunctions
Correlative conjunctions are conjunctions that work 
only in pairs.

Ex. either/or (Maggie wants either the red one or the 
blue one.)

 Neither/nor (I have neither the money nor the 
time to invest in this!)

Dash
The dash (—) is a very useful punctuation mark that may 
best be described as a cross between a comma, a colon, 
and an ellipsis. The dash is sometimes known as the em 
dash. Here are a few examples of its many functions.

Ex. To indicate a sudden break or change in the sen-
tence. (At the end of her shift—and this was not 
all her fault—Sarah forgot to clock out.)

 To set off an introductory series from its explana-
tion. (A cake, a few close friends, a new turkey—
these things made Ashley’s birthday special.)

 To set off parenthetical material that explains or 
clarifies a word or a phrase. (My favorite place—
the grocery store at the end of the block—
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changed this neighborhood forever.)

 To indicate interrupted speech in a dialog. (I cried, 
“What is—” “It’s a turkey!” exclaimed Ashley.)

 To emphasize a word, a series, a phrase, or a 
clause. (And then I turned around and saw who it 
was—the butler!)

Declarative Sentence
A declarative sentence gives information. The speaker is 
making a declaration of what he thinks is true. Declarative 
sentences end in periods.

Ex. Indian elephants have smaller ears than African 
elephants.

Defi nite Article (see Article)

Delayed Subject (see Subject)

Demonstrative Pronoun (see Determiner)

Dependent Clause (see Subordinate Clause)

Descriptive Paragraph
A descriptive paragraph is dedicated primarily to de-
scribing something. Descriptive paragraphs paint a clear 
picture of a person, place, thing, or idea—how it looks, 
smells, sounds, tastes, and/or feels. Descriptive paragraphs 
are distinct from, though they may contain elements of, 
persuasive, expository, or narrative paragraphs. You may 
find descriptive paragraphs in just about any written work, 
though they are more common in historical works and 
works of fiction.

Ex. The turkey clucked in excitement as it escaped 
from the box. It was the most unique bird Ashley 
had ever seen. Its long, silky feathers of every col-
or glistened in the light like a sunset. Its sparkling 
eyes somehow knew her already. As it pranced 
around the room, it made a peculiar sound that 
Ashley knew meant Thanksgiving would never be 
the same again.

Determiner
Determiners, like articles and quantifiers, serve as adjec-
tives and always come immediately before the nouns they 
modify. Determiners, in particular, specify which specific 
thing (or things) you are talking about. If they are used by 
themselves, most determiners can also serve as demon-
strative pronouns.

Ex. This aardvark
 That badger
 These missiles
 Those children

 This is fantastic! (This is also a demonstrative pro-
noun in this sentence)

 I’m not so sure about that. (that is also a demon-
strative pronoun in this sentence)

Diagonal
A diagonal (/), or slash, is a mark of punctuation used to 
create fractions, show choices, or indicate line breaks in 
poetry.

Ex. Although the recipe called for ½ cup flour, Marga-
ret mistakenly put in 1½ cups.

 To change channels, use the up/down button 
on the remote control.

 Roses are red/ violets are blue/ I hope this ex-
ample/ is helpful to you.

Direct Object
A direct object is a noun that receives the action or is af-
fected by the action from a subject.

Ex. Zelda kicks a ball. (Zelda is the subject, and ball 
is the direct object.)

TELL ME MORE!
Here are a few more examples. The ball hit the tree. Identify 
the two nouns in this sentence. (ball and tree) Which of the 
nouns is the subject of the sentence or, put another way, 
which noun is doing the action? The ball is the thing that 
hits, so it is the actor, and therefore, the subject of the sen-
tence. Which noun is the direct object of the sentence, the 
thing that receives the action or is affected by the action? 
The tree is the thing being hit, so it is the direct object.

Pharaoh’s servants whipped the Israelite slaves. Identify 
the two nouns in this sentence. (servants and slaves) 
NOTE: On its own, Pharaoh would be a noun. But Pharaoh 
doesn’t stand by itself. In fact, the word is not Pharaoh, 
but Pharaoh’s. And Pharaoh’s is followed by another noun: 
servants. The noun servants is being modified by the word 
Pharaoh’s; so Pharaoh’s is an adjective and servants is the 
noun. What about Israelite; is it a noun? Is slaves a noun? 
(Slaves is a noun; Israelite is the adjective that describes 
the slaves.) Which of the nouns is the subject of the 
sentence? The servants are doing the whipping, so they 
are the subject of the sentence. Which noun is the direct 
object of the sentence? The slaves are being whipped, so 
they are the direct object.

An object complement is a noun, pronoun, or adjective 
that follows a direct object and renames it or tells what 
the direct object has become.

Ex. The product development department elected 
me president.
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Ellipsis
An ellipsis ( … ) is a punctuation mark that looks like three 
periods in a row. Ellipses (plural for ellipsis) can indicate 
missing material, a pause, or an incomplete thought.

Ex. To indicate in formal quotations that a portion of 
the quoted section has been left out. (Original: 
We the students of Andersen High School, in 
order to improve our education, do hereby pro-
test. Quotation: “We the students … do hereby 
protest.”)

 To indicate a pause. (Ashley untied the bow and 
opened the box. Inside was a … could it be … 
yes, it was … a turkey!)

 To indicate that a speaker didn’t finish his sen-
tence. (I just couldn’t remember what I was going 
to …)

TELL ME MORE!
Ellipsis pauses are unlike comma, colon, and semicolon 
pauses, because they do not help the reader understand 
what the speaker is saying. They do help the reader know 
how the speaker is saying something, which can shed 
light on the speaker’s meaning and character. Also, when 
used in quotations, they alert the reader to missing text, 
which is important to know for academic pursuits.

Ellipses can also indicate a pause: perhaps a speaker, 
gasping for breath, had to take a break from speaking; 
maybe he had to think deeply about exactly what word to 
use next, and so paused in mid-sentence before continu-
ing … . Or maybe … the author … simply … wants … to 
slow … the reader … down. The ellipsis says, “Take note! 
Things … slow … down … here.”

Ellipses at the end of sentences are always preceded by 
the closing punctuation of the sentence—a period, a 
question mark, or an exclamation point. It is for this reason 
that you find four “periods” in a row at the end of sentenc-
es. The first period is truly a period; the other three dots 
are simply parts of an ellipsis.

Em dash (see Dash)

Exclamation Point
An exclamation point (!) is a punctuation mark that goes 
at the end of an interjection or exclamatory sentence. It 
communicates strong emotion or surprise.

Ex. My dog jumped over the fence!

Exclamatory Sentence
An exclamatory sentence is a sentence that communicates 
strong emotion or surprise and ends with an exclamation 
point.

Ex. My neighbor’s cat is missing!

Expletive
An expletive is a word or phrase that conveys no indepen-
dent meaning but merely fulfills a structural function with-
in a sentence. Expletives usually take the form of the word 
there or it, followed by some form of the verb to be. They 
are commonly found at the beginning of cleft sentences. 
See also Cleft Sentence.

Ex. It was the papaya that fell off the kitchen table.

 There were seven football players who got hurt.

Expository Paragraph
An expository paragraph explains something; it exposes 
the meaning of something or the reason why. An ex-
pository paragraph is meant to convey information or 
to help the reader’s understanding. It is distinct from, 
though it may contain elements of, a persuasive, narra-
tive, or descriptive paragraph. Even if it is telling a story or 
describing something, an expository paragraph’s primary 
purpose is explanation.

Ex. Natural disasters often result in uncommon 
scientific collaborations. For example, seis-
mologists are geophysics specialists who study 
earthquakes. Oceanographers, on the other hand, 
study the many features of oceans. While these 
experts in land and sea would normally have little 
interaction, an undersea earthquake that causes 
a tsunami—a giant tidal wave—will force them 
to combine their expertise in order to understand 
the events.

TELL ME MORE!
As when we dissect an animal, peeling back its skin, 
muscles, and bones to reveal what lies beneath and inside, 
so the expository paragraph peels back and exposes what 
is inside a topic of discussion. Encyclopedia articles are 
almost always made up of purely expository paragraphs. 
But you’ll find expository paragraphs elsewhere as well: in 
fiction, you may find that the author has a character think 
something through so that you understand what you (and 
the character) did not understand before. In non-fiction 
books, most authors who expose you to new information 
want to do more than merely teach you something new. 
They want to convince you that they are correct about 
some matter. If a paragraph goes beyond merely inform-
ing and is obviously written to convince you about a mat-
ter, it has a different name.
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Foreshadowing
Foreshadowing is a writing technique used to heighten 
the tension in a story. When using foreshadowing, an au-
thor will give hints or clues about what is going to happen 
later. Those hints and clues give you an inkling of what is 
to come … before it actually happens.

Ex. Michael was finishing his last long run of the 
week. As he turned the last corner toward home, 
he sensed that something was different. The cars 
parked along the street were not the usual ones 
he remembered seeing on previous trips down 
this block. (This paragraph gives the reader an 
inkling that something different is about to occur, 
probably involving the parked cars.)

Fragment (see Sentence Fragment)

Gerund
A gerund is a noun made from a verb. Gerunds end in –ing.

Ex. I love singing.

 Playing is fun.

 Running back and forth to the store is no fun!

TELL ME MORE!
Gerunds can take objects, just like regular verbs do. They 
can also be modified by adverbs, just as regular verbs can be 
modified. If you use a gerund in a sentence, you are writing 
in the passive voice. Get rid of gerunds whenever possible!

Ex. Climbing stairs is a lot more difficult than riding an 
escalator. (The gerund climbing takes the object stairs, 
and the gerund riding takes the object escalator.)

Gerund Phrase
A gerund phrase consists of the gerund itself, plus any 
adverbs, objects, or other words whose meanings are 
directly tied to the gerund. A gerund phrase—like the 
gerund by itself—serves as a noun.

Ex. Climbing stairs is a lot more difficult than riding 
an escalator.

Helping Verb
A helping (or auxiliary) verb modifies the meaning of 
a primary verb. It can control verb tenses and express a 
sense of necessity, certainty, probability, or possibility. See 
also Verb Tense.

Ex. Seth had gone.
 Maggie was going.
 Herman will go.
 That might have meant a lot of trouble for her.
 The children were taken away. –or- the children 

will have to be taken away.
 We must go.

Homograph
Homographs are words that are spelled alike but have dif-
ferent meanings. Homographs may or may not sound alike.

Ex. bow (on a package); bow (what a violinist uses); 
bow (to shoot an arrow); bow (what a violinist 
does when the audience claps); bow (the front 
part of a boat)

 Wind (blowing air); wind (what you have to do to 
the spring of a mechanical watch)

Homonym
In the strict sense, homonyms are words that both sound 
the same and are spelled the same, but do not mean the 
same thing.

Ex. rose (flower); rose (stood up)
 fair (carnival); fair (reasonable)
 bee (insect); bee (group of people: quilting bee)
 saw (cuts wood); saw (past tense of “see”)

TELL ME MORE!
Homonyms, by definition, are also homophones and 
homographs. For example, the homonyms bow (on a 
package) and bow (used to shoot an arrow) are homo-
phones because they are two words that sound alike and 
homographs because they are also spelled alike. But not 
all homophones or homographs are also homonyms. The 
chart below may help you see the distinction.

Keep in mind that many use the term homonym more 
loosely, to mean “words that share the same spelling, 
regardless of pronunciation, or share the same pronuncia-
tion, regardless of spelling.” Therefore, you will probably 
find true homographs like object (a tangible thing) and 
object (to disagree), and true homophones like bow and 
bough classified as homonyms.

Homophones
Homophones are words that sound the same but have dif-
ferent meanings. Homophones may or may not have the 
same spelling.

Ex. deer/dear
 be/bee
 piece/peace

Homographs Homophones

Same Sound
&

Same Spelling
rose/rose

Same Sound
Same or Different 
Spelling

do/dew

Same Spelling
Same or Different 

Sound
wind/wind

Homonyms
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Hyphen
A hyphen is a punctuation mark with multiple uses. It 
looks like a short dash (-).

Ex. To divide words between their syllables when 
they are too long to fit on a single line

 To join two or more words in compound numbers 
(twenty-four, ninety-nine, etc.)

 To make compound words (sixteen-year-old boy)

 To join single letters with other words (T-shirt)

 To join numbers in scores, votes, life spans, etc. 
(1865-1903, 24-17)

 To join two or more words that form a single 
adjective before a noun (hard-working man)

 To prevent confusion (re-create instead 
of recreate)

Idiom
An idiom is a group of words that paints a mental picture 
(a “word picture” or “figure of speech”) that means some-
thing totally different from what the words themselves 
imply. Some idioms can sound quite silly if you don’t 
recognize them for what they are.

Ex. Phil was pulling my leg. The product development 
team was having a ball.

Imperative
An imperative is a sentence in which one person com-
mands another to do something. When you issue a com-
mand, you are saying that it is imperative—necessary—
that someone do what you say. The subjects of imperative 
sentences are usually implied or understood. The subject 
is almost always you (the person being spoken to).

Ex. Go to your room!

 Tell the doctor what he needs to know.

 Go to the zoo to see the elephants.

Implied Subject (see Subject)

Indefi nite Article (see Article)

Indefi nite Pronoun (see Pronoun)

Indentation
An indentation is an extra space that has been pushed in 
from the margin toward the middle of the page. Usually, 
the first line in a paragraph is indented.

Ex. Although Michael desperately wanted his com-
puter fixed, Ryan decided that the problem was 
best ignored. Frustrated, but resigned, Michael 

continued his work. Unfortunately, the prob-
lem continued to rear its head. It would not be 
ignored!

Independent Clause
An independent clause contains a subject and a predicate, 
conveys a complete thought, and can stand alone as 
a sentence.

Ex. Wayne and Sue were too busy to play.
 Skeeter goes to school.

Indirect Object
The indirect object of a transitive verb receives the action 
of the verb indirectly. In other words, it receives the action 
after the direct object receives it and as a result of the 
direct object having received the action.

Ex. He threw Fran the ball. (Fran receives the ball as 
a result of the ball receiving the direct action of 
being thrown.)

 Shelly handed her son the keys. (The keys are the 
direct object; they are what receive the direct 
action of being handed; Shelly’s son is the indirect 
object, because he receives the keys as a result 
of the keys having received the direct action of 
being handed.)

NOTE: Although a prepositional phrase may tell you the 
same information that an indirect object does (Shelly 
handed the keys to her son), a prepositional phrase is 
never an indirect object. It always remains a prepositional 
phrase.1 

Indirect Quotation (see Quotation Marks)

Infi nitive
An infinitive is a verb form, usually beginning with the 
word to, that functions as a noun, adverb, or adjective. 
Although an infinitive is made from a verb, it does not 
function as a verb. Infinitives can take objects, just like 
regular verbs do. They can also be modified by adverbs, 
just as regular verbs can be modified.

Ex. To climb those stairs would about kill me. (The 
infinitive to climb takes the object stairs.)

 I really don’t want to drive the car. (The infinitive 
to drive takes the object car.)

1. To be precise, grammarians can’t quite agree whether indirect objects 
are part of a prepositional phrase. Some say indirect objects are never 
part of a prepositional phrase while others say there is an indirect object 
no matter how it is expressed. For our purposes, we’ll say they are not 
part of a prepositional phrase.
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TELL ME MORE!
Some verbs almost always come together with infinitives. 
In fact, they don’t make sense without infinitives.

Ex. I used to go to the grocery store.
 I am going to buy a caramel latte.
 She has to eat the pickle.

We usually think of the verbs that follow used to, going 
to, and has to as completely separate from the two words 
that precede them. But you should always interpret the 
verb that precedes the word to (used, going, has, etc.) as 
combining with the infinitive (to go, to buy, to eat, etc.) to 
form what grammarians call a modal or phrasal verb.

Infi nitive Phrase
An infinitive phrase consists of the infinitive itself plus any 
adverbs, objects, or other words whose meanings are di-
rectly tied to the infinitive itself. Like an infinitive, an infini-
tive phrase can serve as a noun, an adverb, or an adjective, 
but never as a verb.

Ex. To climb those stairs would about kill me.
 I really don’t want to drive the car.

Initialism (see Abbreviations)

Intensive Pronoun
An intensive pronoun is a pronoun with the suffix -self or 
-selves. An intensive pronoun intensifies or emphasizes the 
noun or pronoun to which it refers.

Ex. Sondra picked the restaurant all by herself.
 We, ourselves, want nothing to do with it!

Interjection
An interjection is a one- or two-word expression of emo-
tion that doesn’t communicate significant meaning. It 
usually ends with an exclamation point, or it can be set off 
from the rest of a sentence with commas.

Ex. “Oh, I wish I could go on vacation.”
 “Wow! Do you really have a turkey?”

Interrogative Sentence
An interrogative sentence asks a question of (interrogates) 
the person who hears it. Interrogative sentences always 
end with question marks.

Ex. Did you know that Bo’s favorite sport is shuffle-
board?

Interrogative Pronoun
Interrogative pronouns are pronouns that are used only 
when asking a question. They include who, whose, whom, 
which, and what.

Ex. Who are you?

 What do you want?

 Whose bright idea was it to let her pick the restau-
rant?

Intransitive Verb
When a verb has no direct object it is called an intransitive 
verb. It does not transfer (that’s where we get that word 
transitive) any action from one noun to another. Intransi-
tive verbs talk about actions that affect no one and noth-
ing other than the subject itself.

Ex. Fran slept. (You would never ask, “What did Fran 
sleep?” or “Who did she sleep?” Those questions 
don’t even make sense! Fran did the sleeping, and 
the sleeping affected Fran herself.)

 John jumped. (You don’t need to ask, “What did 
John jump?” John did the jumping. His body 
jumped.)

Italics
Italics is a printing term that refers to type that is slightly 
slanted. In this sentence, the word xylophone is in italics. 
If you underline handwritten text it is normally set in italics 
when typeset. Italics are usually used for emphasis or ease 
of identification.

Ex. To identify titles of books, magazine titles, and 
album titles. (Michael is reading The Design of 
Everyday Things. Sondra has a subscription to Bon 
Appetit. MercyMe’s song “I Can Only Imagine” is 
on the album Almost There.)

 To add emphasis to a particular word or phrase. 
(No wonder you’re lost! I told you to take the right 
turn in Albuquerque, not the left.)

 To identify words being used. (The word so is a 
coordinating conjunction.)

 To show that a word is in a foreign language. (Mix 
it all up and voila, you have a masterpiece.)

Linking Verb
A linking verb describes the way things are or seem to be. 
Linking verbs help identify connections between subjects 
and other nouns or adjectives. The nouns and adjectives 
to which linking verbs tie their subjects are called predi-
cate nouns and predicate adjectives.

Ex. Rutabagas are bitter. (are is the linking verb and 
bitter is the predicate adjective)

 Turkeys are birds. (are is the linking verb and birds 
is the predicate noun)

 Water seems clear. (seems is the linking verb and 
clear is the predicate adjective)
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TELL ME MORE!
Notice that besides speaking of things in unmistakably 
true and unchanging states, there are a number of linking 
verbs that suggest mere belief or sense that something is 
true (feel, look, smell, etc. He looks tall) or that suggest the 
situation may be changing (grow, become, stay, etc. He 
grew taller).

A linking verb connects a subject with a noun, no matter 
how many adjectives modify that noun. The linking verb 
connects the subject with the predicate noun; it does not 
connect the subject with the adjectives.

Ex. The condor is a bird. (The linking verb is connects 
the subject, condor, and the predicate noun, 
bird.)

 The condor is big. (The linking verb is connects the 
subject, condor, to the predicate adjective, big.)

 The condor is a big bird. (The adjective big and 
the article a refer to and modify our understand-
ing of the noun bird. They do not directly refer 
to the noun condor. [We know that they refer to 
condor only because we first know that they refer 
to bird.] The linking verb is connects the subject, 
condor, to the predicate noun, bird. The fact that 
the predicate includes two adjectives as well does 
not alter the fact that the sentence includes a 
predicate noun and not any predicate adjectives.)

Linking verbs are relatively weak verbs because—as their 
names explain—they simply link; they don’t do anything! 
Whenever possible, you should replace linking verbs with 
active verbs—verbs that actually do something. Sentences 
with active verbs are much more enjoyable to read. Com-
mon linking verbs include the following: are, am, appear, 
stay, was, small, sound, look, were, seem, taste, turn, be, 
grow, feel, get, been, become, and remain.

Margin
The margin is the space around the outside edges of a 
sheet of paper beyond the printed area.

Ex. This page you are reading has top, bottom, left, 
and right margins.

Metaphor
A metaphor is an analogy that compares two different 
things using imaginative phrases to make them seem 
the same when they are really different. Instead of being 
directly compared, though, one thing is actually said to 
be another. In each case, the statement is not literally true, 
but it communicates something that is true in a powerful 
way. The reader is expected to interpret what the truth is.

Ex. She is ice. (Is she frozen in water? No, but she is 
cold!)

 He was a rock. (Is he an actual rock? No, but his 
muscles are solid and hard!)

TELL ME MORE!
A metaphor compares two things, but doesn’t tell us it is 
making a comparison. We have to figure that out.

Metaphors help readers to understand and remember 
better what, exactly, an author is talking about. They help 
us form pictures in our minds. The phrase, “A man’s home 
is his castle,” is an example of a metaphor. Clearly, most 
men’s homes (your father’s home, for example!) are not 
castles. So what does this phrase mean? It means a man’s 
home is supposed to be a place of refuge, a place of pro-
tection from outside pressures.

Advertisers often use metaphors to market their prod-
ucts. Red Bull claims their energy beverage is “the drink 
that gives you wings.” This is a metaphor, because it is not 
telling you Red Bull is like having wings or is as good as 
having wings, but rather that it gives you wings. Obviously, 
Red Bull does not literally give you wings. But the makers 
of Red Bull want you to think of their drink as uplifting and 
energizing. Likewise, the advertisements for the Yellow 
Pages say you should, “let your fingers do the walking™.” 
They don’t mean you should stand on your hands and 
walk upside-down on your fingers. They mean that if you 
use the yellow pages you can discover what you need 
with your fingers, so you don’t have to walk around town 
to find it.

Meter
Meter is the “beat” of a piece of writing. Poetry, for exam-
ple, can feature many different types of patterned repeti-
tion of stressed and unstressed syllables, giving poems a 
“feel” that often complements what their words express.

Ex. Many of Dr. Seuss’ books feature delightful meter 
as a primary element.

Modal Verb (see Phrasal Verb)

Narrative Paragraph
A narrative paragraph tells a story; it expresses what hap-
pened. It is distinct from, though it may contain elements 
of, a persuasive, expository, or descriptive paragraph.

Ex. Martha shut the door. She couldn’t believe this 
was happening. What would the others think? 
She turned the key and locked the deadbolt. 
Stooping, she slid the key through the mail slot at 
the bottom of the door. With a tear in her eye, she 
turned and walked down the stairs for the last 
time.

Negative Statement
A negative statement expresses that something is not 
true. Negative statements usually feature words such as 
no, not, nothing, or no one.
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Ex. I am not hot.
 There is nothing to see here.
 We have no more money.

TELL ME MORE!
No and not can also be adjectives or adverbs that modify 
nouns, adjectives, verbs, or other adverbs.

Ex. Modifying an adjective: That is not a cold duck. 
(Negating cold)

 Modifying a noun: That is not a duck. (Negating 
duck)

 Modifying a verb: He is not flying. (Negating fly-
ing)

 Modifying an adverb: He’s not flying high. (Negat-
ing high)

Nonrestrictive Clause or Phrase
A nonrestrictive clause or phrase adds information that is 
interesting but not essential to the meaning of a sentence. 
You can tell that a clause is nonrestrictive if the meaning 
of the sentence does not change when you remove it. 
When you include a nonrestrictive clause or phrase, sur-
round it by commas.

Ex. I smiled, resting a weary arm on my friend’s shoul-
der. (The phrase resting a weary arm on my friend’s 
shoulder certainly adds information, but it is not 
essential to understanding the message of the 
sentence: I smiled.)

 In my house, small as it is, I can’t hear the kids 
when they are in the basement. (That the house is 
small is interesting, but does not affect the mean-
ing of the sentence: I can’t hear the kids when 
they are in the basement.)

TELL ME MORE!
There is often confusion about the proper usage of the 
words that and which. That should be used at the begin-
ning of restrictive clauses, while which should be used at 
the beginning of nonrestrictive clauses.

Ex. The ape that attacked the child was caught yes-
terday.

 The ape, which many people find repulsive, is a 
jungle dweller.

Non-vocalized Sounds
A non-vocalized sound is created when you say a word 
and/or create sound without using your vocal chords. You 
can tell if a sound is non-vocalized by placing your finger-
tips on your throat.

Ex. Say the /p/ or /k/ sound. You should feel no vibra-
tions. Sometimes the suffix -ed is non-vocalized (it 
sounds like /t/—as in fixed).

Noun
Nouns are the most important parts of speech to under-
stand. Nouns name people, places, things, or ideas. The 
first word you ever learned was probably a noun—maybe 
a person (Mama or Dada) or a favorite toy (Pooh). Nouns 
come in three forms: proper, common, and pronouns. 
Proper nouns are names; common nouns speak of the 
general kind of thing that proper nouns name; pronouns 
are used in place of proper and common nouns.

Ex. People: man (common noun); Phil (proper noun); 
him (pronoun)

 Places: city (common noun); Denver (proper 
noun); Paraguay (proper noun)

 Things: boat (common noun); Queen Mary 
(proper noun); it (pronoun)

 Ideas, concepts, or feelings: love (common noun); 
freedom (common noun)

TELL ME MORE!
Nouns have many functions. For example, nouns can 
operate in a sentence as: subjects, direct objects, indirect 
objects, objects of prepositions, appositives, or predicate 
nouns. Each of these functions is described in greater 
detail in its own section of this appendix.

Nouns of Direct Address
A noun of direct address identifies to whom one is speak-
ing. Always use commas to set off nouns of direct address 
from the rest of the sentence in which they appear.

Ex. “Mom, do I have to?”
 “Of course, Karleen, you know you have to.”
 “Would you like fries with that, Mr. Ballard?”

Numerals
Numbers can either be spelled out (four, nine) or written 
as numerals (4, 9). There are many rules that govern when 
to use words and when to use numerals.

Ex. For numbers one to nine, use words; for numbers 
10 & above, use numerals.

 Use a combination for large numbers (7.9 trillion).

 Maintain consistency if numbers are being com-
pared or contrasted (four to ten or 4 to 10).

 Use numerals for statistics, decimals, pages, 
chapters, and identifications (33%, 14.7, page 3, 
chapter 6, 555-1234, 14 Memory Lane, January 
13, 1971, A.D. 36)

 Use words for numbers at the start of a sentence 
(Twelve students are absent today).

 For time and money, use numerals if abbrevia-
tions or symbols are used, but use words if spelled 
out (3:30 P.M., six o’clock, fifty dollars, $100).
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Object (see Direct Object or Indirect Object)

Object Complement (see Direct Object)

Object of the Preposition
The object of a preposition is the noun or pronoun whose 
meaning is attached to a preposition, i.e., the noun or 
pronoun helping to complete the meaning of the preposi-
tion. The preposition and the object of the preposition, 
together, form a prepositional phrase.

Ex. Up the chimney (Up is the preposition: it estab-
lishes direction; chimney is the object of the 
preposition: it tells us where the subject went up.)

 Across the bay (Across is the preposition: it estab-
lishes direction; bay is the object of the preposi-
tion: it tells us where or what the subject went 
across.)

Onomatopoeia
Onomatopoeia means a word that imitates the sound it 
represents.

Ex. splash, buzz, purr, boom, crash

Palindrome
A palindrome is a word, or group of words, that spells the 
same thing frontward and backward.

Ex. mom, pop, sis, gag, race car, Stanley Yelnats

Paragraph
A paragraph is a group of sentences that convey a com-
mon idea or hold together in a logical manner. For 
example, a paragraph of dialog may not even include a 
complete thought, but it holds together logically, be-
cause it conveys the complete expression of one speaker. 
A paragraph may consist of just a couple of sentences 
or hundreds of sentences. Paragraphs are set apart from 
one another either by indenting the first line of each 
paragraph by four or five spaces or placing extra space 
between them.

Ex.   Duane really missed off-roading. Even though 
he loved his minivan, he longed for the days 
when he could attack a backwoods trail and see 
sights reserved for the truly adventurous. Perhaps 
his wife would buy him a new four-wheel-drive 
vehicle for his birthday. What a gift that would be!

TELL ME MORE!
Four or five hundred years ago, you could find authors 
who wrote single sentences that lasted a full page or 
more; they would then write paragraphs that lasted for 
several pages. Nowadays, you would be hard-pressed to 

find a well-known author who writes sentences that are 
longer than three or four lines or paragraphs that are lon-
ger than half a page at the most. In most books, you will 
find at least two paragraphs per page, and, generally, four, 
five, six, or more.

Unfortunately, there really is no definition of a paragraph 
that always makes sense and will always help you to write 
more effectively. There is a general guideline, though, that 
will help you decide whether you’re looking at a good 
paragraph or not: a well-written paragraph hangs togeth-
er visually and it hangs together logically.

Visually: Paragraphs are groups of sentences. In each 
paragraph, the sentences are strung end to end: after the 
final punctuation of one sentence, there is a space, and 
then the next sentence begins. Because of the way English 
is written, and because of the manner in which words are 
printed on a page, paragraphs are laid out in blocks, with a 
left margin and a right margin: a line on the left and a line 
on the right beyond which no letters are written.

The first character of the first sentence in a paragraph is 
normally indented four or five characters from the left 
margin. Otherwise, every line begins at the same spot on 
the left margin. While the left margin forms a perfectly 
straight line, and every line begins at the same spot rela-
tive to the left edge of the page, the right margin is usually 
more ragged: the lines extend to within a few spaces on 
either side of a vertical line down the right-hand side of 
the page (or column). Some people add a little bit of verti-
cal space between paragraphs. That is what holds para-
graphs together visually.

Logically: What causes paragraphs to hang together logi-
cally is not as clear. Logically, a paragraph should be a set 
of sentences about “the same subject.” But what does that 
mean? An entire book is normally about one topic! The 
question is: how big a topic should one cover within a 
single paragraph? And there is more! What if you are not 
really writing about a subject, but you’re telling a story? 
Or what if you’re recounting a conversation between two 
people? What if you’re trying to present an argument? …

Paragraph Break
A paragraph break indicates a separation between para-
graphs or a transition to a new paragraph.

Ex. When different speakers talk to one another, each 
person’s speech is placed in its own paragraph, 
thereby requiring frequent paragraph breaks.

Parentheses
Parentheses [ ( ) ] are marks of punctuation used to set 
off additional explanatory material that might otherwise 
disrupt regular sentence structure.

Ex. Kaitlyn (my dog) loves to play in the snow. 



Language Arts 6 | Section Three | Instructor’s Guide Resources | 31 

©
20

16
 b

y 
Bo

ok
Sh

ar
k,

 L
LC

. A
ll 

rig
ht

s 
re

se
rv

ed
.

Participial Phrase
A participial phrase consists of a participle plus any help-
ing verbs, adverbs, objects, or other words whose mean-
ings are directly tied to the participle. Participial phrases, 
like participles, serve as adjectives.

Ex. Eating her lunch, Kelly discovered a worm in an 
apple. (the participle eating takes the direct ob-
ject lunch and modifies the proper noun Kelly)

 Having hit the sack at 10 o’clock, Pam was ready 
to milk the cows at dawn. (the participle having 
hit takes the object sack and modifies the proper 
noun Pam)

Participle
A participle is a verb that acts as an adjective. These verbs 
most often end with -ing or -ed. Since participles are verbs 
that act like adjectives, they are sometimes called verbal 
adjectives.

Ex. Climbing equipment can be expensive!
 Ryan fell into the churning water.
 Jay thinks that thunder is terrifying.

TELL ME MORE!
Participles can take objects, just like regular verbs do. They 
can also be modified by helping verbs and adverbs, just 
as regular verbs can be modified. Participles are good in-
dicators of passive sentences. Try to eliminate the passive 
voice whenever possible! See Voice.

Ex. Eating her lunch, Kelly discovered a worm in an 
apple. (the participle eating takes the direct ob-
ject lunch and modifies the proper noun Kelly)

 Having hit the sack at 10 o’clock, Pam was ready 
to milk the cows at dawn. (the participle having 
hit takes the object sack and modifies the proper 
noun Pam)

Passive Voice (see Voice)

Past Tense (see Verb Tense)

Perfect Tense (see Verb Tense)

Period
The period (.) is the mark of punctuation used at the end 
of sentences that make a statement, request, or mild com-
mand. It is also used after abbreviations or initials and as a 
decimal.

Ex. The aardvark is Phil’s favorite animal.

 Mr. Whelan entered the U.S. at exactly 9:42p.m.

 The population of Bolinville is about 1.2 million 
people.

Personifi cation
Personification means giving an inanimate object human 
qualities.

Ex. The wind moaned and breathed, speaking to all 
that winter is here.

 The sun smiled on the park, calling children from 
all around to come and play.

Persuasive Paragraph
A persuasive paragraph seeks to convince (persuade) its 
audience that something is true or that a particular view-
point is preferred. Persuasive paragraphs are distinct from, 
though they may contain elements of, narrative, exposi-
tory, or descriptive paragraphs.

Ex. Our state should have a mandatory seatbelt 
law. Using seatbelts has proven to be a power-
ful factor in reducing traffic-related fatalities and 
injuries. Plus, it is a sad, but proven fact that some 
people will simply not do certain things in their 
best interest unless forced to do so.

TELL ME MORE!
Have you ever seen a truly convincing or persuasive 
paragraph? Plenty of paragraphs are parts of much longer 
persuasive essays. But it’s pretty tough to persuade some-
one with only one paragraph! Still, some paragraphs are 
obviously meant to persuade rather than merely explain or 
expose.

Phrasal Verb
A phrasal (or modal) verb is a verb that requires another 
word—a helping verb, an infinitive, or a prepositional 
adverb—in order to make sense.

Ex. That coat stands out. (Coats don’t stand. The 
preposition out is part of the phrasal verb 
stand out.)

 They get along well together. (The sentence has 
no direct object for them to get. The preposition 
along is a part of the phrasal verb get along.)

 The criminal was picked up by the police. (Up and 
by are both prepositions; but up does not indi-
cate, as you might expect, a direction. Here, the 
preposition up is a part of the phrasal verb picked 
up.)

Note: Sometimes the direct object of a phrasal verb (the 
thing that the phrasal verb affects) may come between 
the base verb and the preposition: Hand over the keys. –
or- Hand them over.

Phrase
A phrase is a group of words that is missing a subject, a 
predicate, or both. Together, these words express meaning 
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within a clause or sentence. Phrases commonly fulfill the 
function of a single word—a noun, a verb, an adjective, or 
an adverb, etc. A phrase always has two or more words but 
is never a complete sentence.

Ex. Chasing the cat is a participial phrase in which the 
cat is the object of the participle chasing, and the 
participle chasing is, by definition, an adjective. 
There is no subject or predicate.

 Under the bridge is a prepositional phrase that 
could be used in a sentence as an adjective to 
describe where something is or as an adverb to 
describe where something is occurring.

 Running from the law is a gerund phrase that 
could be used as the subject of a sentence.

Plural
Plural means there is more than one of something. Usually, 
plurals are formed by adding s to the singular version of a 
noun. However, there are many exceptions to this rule.

Ex. Mr. Meyers has one dog. We have three dogs.

 John has a child named Amy. Jason has three 
children named Jonathan, Julia, and Jenna.

 Sarah grabbed one tomato. Old Man Jenkins 
stuffed four tomatoes into his bag.

 I need a dish! The dishes are over there.

 Waiter! There’s a fly in my soup! Get over it. There 
are flies everywhere in here.

 This donkey won’t move. Well, donkeys are known 
for being stubborn.

 My name is Abby. There are three Abbys in my 
class.

 My roof is leaking. After the hurricane, all the roofs 
in town are leaking.

 I love my pet goose. He stays with me even when 
all the other geese fly south for the winter.

 My brother-in-law used to live in a yurt. You can 
never have too many brothers-in-law.

 My teacher gave us a quiz today. She has given us 
three quizzes this week!

Possessive Noun
A possessive noun—meaning that it owns something 
else—will end with an apostrophe-s (’s) or s-apostrophe (s’).

Ex. Matt and Jean’s pig (the pig belongs to Matt and 
Jean)

 Ms. Andersen’s armadillo (the armadillo belongs to 
Ms. Andersen)

 The books’ covers (the covers are owned by more 
than one book)

 Bess’s cow (the cow belongs to Bess)

 Mr. Hernandez’s speakers (the speakers belong 
belong to Mr. Hernandez)

TELL ME MORE!
What if someone says Andy’s ten? Does that mean “the ten 
belongs to Andy”? Yes, if it’s a $10 bill. More likely, it is a 
contraction meaning “Andy is ten.”

Also be aware that, although things may sound similar, the 
possessive changes the meaning:

 The chipmunks are playing. (more than one chip-
munk is playing)

 The chipmunk’s asleep. (one chipmunk is asleep)

 The squirrel is eating the chipmunk’s food. (the 
food belongs to the chipmunk)

 I found the chipmunks’ house. (the house belongs 
to the chipmunks)

When more than one person in a series owns something, 
only attach the apostrophe-s (’s) to the last person.

Ex. Randy and Tim’s aardvark ran away. (the aardvark 
is owned by both of them)

 Randy’s and Tim’s aardvarks love to play together. 
(each owns his own aardvark) 

Possessive Pronoun
A possessive pronoun is a special form of pronoun that 
shows possession. To make a possessive pronoun, do not 
add an apostrophe-s (’s) or an s-apostrophe (s’) to the root 
pronoun. Instead, use a special form of the pronoun.

Ex. If I own something, it is my thing, or mine.
 If we own something, it is our thing, or ours.
 If you own something, it is your thing, or yours.
 If he owns something, it is his thing, or his.
 If she owns something, it is her thing, or hers.
 If it owns something, it is its thing, or its.
 If they own something, it is their thing, or theirs.

NOTE: Do not use apostrophes on any possessive pro-
noun. None. Never. Do not ever add an apostrophe to any 
possessive pronoun!

Predicate
The predicate is everything other than the subject in 
a clause. Every clause or sentence has a predicate. The 
predicate tells you about the subject: what the subject 
did, what happened to it, or what it “is.” A predicate must 
always include a verb. In fact, the simplest predicate is 
a verb all by itself. The verb, by itself, is called the simple 
predicate. A compound predicate is one in which there are 
two or more simple predicates. The complete predicate is 
everything other than the complete subject in a clause, 
i.e., the simple or compound predicate plus all its modifiers.

Ex. Simple: Boa constrictors slither.
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 Compound: Boa constrictors slither through the 
jungle and squeeze unsuspecting prey.

 Complete: Boa constrictors sleep for hours at a 
time.

TELL ME MORE!
You will often find clauses in which the predicate is merely 
understood: Pamela asked, “Would you please bring me 
a glass of water?” “I might,” Philip replied. We know what 
Philip means, but his sentence does not include the 
complete predicate: “I might bring you a glass of water.” The 
predicate is implied.

Predicate Adjective
A predicate adjective is an adjective that comes after a 
linking verb and modifies or describes the subject of a 
sentence. See also Linking Verb.

Ex. Rutabagas are bitter. (are is the linking verb; bitter 
is the predicate adjective)

 Water seems clear. (seems is the linking verb; clear 
is the predicate adjective)

Predicate Noun
A predicate noun is a noun that comes after a linking verb 
and defines or describes the subject of a sentence. See 
also Linking Verb.

Ex. Frogs are amphibians. (are is the linking verb; 
amphibians is the predicate noun)

 Turkeys are birds. (are is the linking verb; birds is 
the predicate noun)

Prefi x
A prefix is a letter combination added to the begin-
ning of a root word to change its meaning. Think of pre-
fixes as the letters before (“pre”) the root word.

Ex. Un-, when added to a root word, reverses its 
meaning. (Someone can do something, and 
someone else can undo it. One person may say an 
idea is important, and someone else may say it’s 
unimportant.)

 Im- has a similar effect. (One person may think 
that something is possible, but another may be-
lieve it’s impossible.)

Preposition
A preposition tells you where, when, or how something 
takes place. Most prepositions indicate direction or posi-
tion (notice the word position within the word preposition).

Ex. on, at, in, around, through, towards, away from, 
under, over, up, down, behind

 Christian was a waiter at the hotel.

 Sandy found a half dollar in the sand.

 Wanda went to her friend’s house.

Four prepositions—of, by, for, and with—don’t indicate 
direction or position. However, they speak of logical rela-
tions between things.

Ex. Life is like a box of chocolates.

 Friends are for life.

 I will stand by you.

 Randy went to Mexico with Linda.

TELL ME MORE!
Prepositions normally require an object—a noun—called 
the object of the preposition. The object of the preposi-
tion tells you the cause of the action or where it takes 
place (or by whom or what it happens). Some prepositions 
consist of more than one word. Many of these multi-word 
prepositions include the word of.

Ex. because of, in front of, to the side of

Besides standing at the heads of prepositional phrases, 
prepositions often modify verbs. Grammarians speak of 
these verb-modifying prepositions as either adverbs or 
parts of phrasal verbs. Prepositions serve as adverbs when 
there is no object of the preposition.

Ex. Kristen put the coffee cup down.
 She looked up.

Prepositional Phrase
A prepositional phrase is a phrase that includes the 
preposition, its object, and any words—adjectives and/
or adverbs—that modify the object. Prepositional phrases 
almost always serve as adjectives or adverbs. You can 
save yourself a lot of time when you’re trying to figure out 
the parts of a sentence if you identify the prepositional 
phrases first.

Ex. The dog ran up the ladder. (Up is the preposition; 
it shows a direction or relationship in space or 
time; ladder is the object of the preposition. Up 
the ladder is the prepositional phrase. The phrase 
as a whole serves as an adverb because it modi-
fies the verb ran. It tells where the dog ran.)

 Ken called in the dark. (In is the preposition; it 
shows a position in space or time; dark is the ob-
ject of the preposition. In the dark is the preposi-
tional phrase that serves as an adverb, because it 
modifies the verb called. It tells where Ken called.)

TELL ME MORE!
You will probably be able to “feel” when a preposition 
doesn’t belong in a prepositional phrase. The words that 
you would think should form the phrase won’t “make sense” 
together. They certainly won’t act as adjectives or adverbs!
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Ex. In the sentence The dog ran up the ladder, up the 
ladder makes sense as a prepositional phrase, 
because it also makes sense as an adverb: the 
phrase tells you where to run.

But in the sentence Hand over the keys, over the keys makes 
no sense as a prepositional phrase, because it doesn’t 
modify or explain the verb hand. However, the keys makes 
sense as the direct object of the phrasal verb hand over. 
Indeed, if the keys was not part of this phrase or clause, 
we would be hard-pressed to know what the person was 
supposed to hand or hand over. We need a direct object, 
and if the keys is supposed to be the object of the preposi-
tion over rather than the direct object of the verbal phrase 
hand over, we have real problems!

If you find a prepositional phrase at the head of a sen-
tence, it can serve as a noun as well, but writing this way is 
discouraged.

Ex. During communion is not a good time to talk.

 Back on the farm is where I long to be.

Present Tense (see Verb Tense)

Pronoun
A pronoun is a noun substitute, i.e., it takes the place of a 
common noun or proper noun.

Ex. he, him, his, she, her, hers, it, its, they, them, their, 
theirs, we, you, I, us, me

TELL ME MORE!
You must use a common or proper noun before you use a 
pronoun. The noun or pronoun to which a pronoun refers 
is called the pronoun’s antecedent. All pronouns require 
clear antecedents.

Ex. Christian likes to wear pink shirts. People tell 
him the color doesn’t look good on him, but he 

doesn’t care. (Christian is the clear antecedent of 
the pronouns him and he in the second sentence. 
There is no confusion here.)

Here is an example of poor pronoun usage: Bruce and Alex 
were talking. Bruce said he could marry Vivian, because 
he didn’t mind if Vivian didn’t like him. (There is no way of 
knowing what the writer means each time the word he or 
him is used in the second sentence. The pronouns [he and 
him] do not have clear antecedents that tell the reader 
who “he” is.)

Relative pronouns connect (relate) phrases or clauses 
to nouns or other pronouns. The most common relative 
pronouns are who, whoever, which, and that.

Ex. The anteater who runs the fastest usually 
wins the race.

Indefinite pronouns are pronouns that refer to nothing 
in particular. The most common indefinite pronouns are 
everybody, anybody, somebody, all, each, every, some, none, 
and one.

Ex. Everybody was excited about the big 
anteater race.

Pronoun—Case
Each personal pronoun has three cases:

1. Nominative (naming)—when the pronoun is the 
subject of a sentence (I, we, you, he, she, it, they)

2. Objective—when the pronoun is the object of the 
sentence (me, us, you, him, her, it, them)

3. Possessive—when the pronoun owns something 
(my, mine, our, your, his, her, its, their).

Ex. The table below shows the correct pronouns to 
use depending on the case, person, and number 
of the noun:

Person/Number Nominative/Subject Possessive Objective/Object

1st/Singular I went to bed. That is my bed. That hurt me.

1st/Plural We went to bed. Those are our beds. That hurt us.

2nd/Singular You went to bed. That is your bed. That hurt you.

2nd/Plural You went to bed. Those are your beds. That hurt you.

3rd/Sing Masc He went to bed. That is his bed. That hurt him.

3rd/Sing Fem She went to bed. That is her bed. That hurt her.

3rd/Sing Neut It went to bed. That is its bed. That hurt it.

3rd/Plural They went to bed. Those are their beds. That hurt them.
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NOTE: Except for the neuter, you cannot substitute the 
first and third person nominative and objective cases. For 
example, you can’t say, “My mom gave I (nominative case) 
a dollar.” You have to say, “My mom gave me (objective 
case) a dollar.”

Pronoun—Person
The person of a pronoun gives more information about 
the pronoun. When two people are communicating, 
whoever is speaking is called the first person, whoever is 
being spoken to is called the second person, and anyone 
or anything being spoken about is called the third person.

Ex. First person: I, me, my/mine, we, us,our/ours (only 
people who are talking use these pronouns)

 Second person: you, your, yours (a speaker will 
use these words only to refer to the person[s] to 
whom he is speaking)

 Third person: he, him, his, she, her, hers, they, them, 
their/theirs, it, its (except in very strange circum-
stances, a person will use these words to refer 
only to people or objects that are not part of the 
conversation)

Proper Noun
A proper noun is the name of a particular person, place, 
or thing.

Ex. Winston Churchill (proper) (a corresponding com-
mon noun would be man)

 San Francisco (proper) (a corresponding common 
noun would be city)

 Denver Nuggets (proper) (a corresponding com-
mon noun would be team)

Punctuation
A punctuation mark is a symbol used within or at the end 
of a sentence to clarify meaning.

Ex. comma (,)
 period (.)
 exclamation point (!)
 question mark (?)
 colon (:)
 semicolon (;)
 hyphen (-)
 dash (—)
 quotation marks (“  ”)
 apostrophe (’)
 brackets ([ ])
 parentheses ( )

Quantifi er
A quantifier is a special adjective that always comes imme-
diately before the noun it modifies. Quantifiers tell us how 
many or how much of a thing we’re talking about.

Ex. Twenty bags of flour.
 No papayas.
 A few cordless screwdrivers.
 All the bed bugs.

TELL ME MORE!
If they are used by themselves, most quantifiers can serve 
as pronouns.

Ex. There are none left.
 I own about twenty.
 Hey! I said I wanted two!

Question Mark
The question mark (?) is the punctuation mark used at the 
end of a sentence that asks a direct question. It can also be 
used within parentheses to indicate uncertainty. Sentenc-
es with question marks are called interrogative sentences.

Ex. Where is my armadillo?
 The armadillo is the fastest (?) mammal native 

to Arizona.

Quotation Marks
Quotation marks (“  ”) are marks of punctuation used to 
indicate exactly what someone said. Quotation marks are 
placed immediately before and after what was said. If the 
words aren’t being quoted exactly as they were spoken, 
then they should not be placed inside quotation marks.

Ex. Maggie said, “Give me the ball, Seth.”
 Maggie asked Seth to give her the ball.

Quotation marks are also used for titles of certain works 
and to set off special words or phrases.

Ex. “Like A Rolling Stone” (song title)
   Pam is not allowed to use the phrase “bling 

  bling” around her teenage daughter.

TELL ME MORE!
All end punctuation (commas, periods, question marks, etc.) 
must be placed inside (before) the closing quotation mark.

Ex. “Come to the baseball game,” he said.
 “You’ll have a great time.”

If the quotation is a question, the question mark should 
come inside the closing quotation mark. If, however, the 
quotation itself is not a question, but you are asking a 
question about the quotation, then the question mark is 
placed outside of the quotation mark.
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Ex. “Am I dreaming?”
  Did she really hear him say “You must have been

 dreaming”?

Similarly, with exclamation points, if the quotation itself is 
an exclamation, then the exclamation point is placed inside 
the final quotation mark. If the quotation is not an excla-
mation, but you are exclaiming about the quotation, then 
the exclamation point should come outside the quote.

Ex. “You are amazing!”
  Imagine, he couldn’t remember her saying “You 

 are amazing”!

The phrase that indicates who said whatever it is you’re 
quoting—Daren said, Jenny yelled, etc.—is called the at-
tribution. (See Attribution.)

A regular quotation is enclosed within regular, double 
quotation marks (“ ”). If the person being quoted then 
quotes someone else, the quote he is quoting is enclosed 
within single quotation marks (‘ ’). If this quote-within-a-
quote should happen also to include a quote, this third 
quote-within-a-quote-within-a-quote will be enclosed 
within double quotes once more . . . and so the pattern 
would continue.

If you modify the words that someone said in any way 
your quotation is called an indirect quotation. You will 
not use quotation marks to indicate indirect quotations.

Ex. There are two common ways authors modify 
indirect quotations:

 They change the tense of the verbs from present 
to past. Instead of writing, Chicken Little yelled, 
“The sky is falling!” (present tense: the sky is fall-
ing), they will write, Chicken Little yelled that the 
sky was falling (past tense: the sky was falling).

 They shift the person of the pronouns, rephrasing 
what would have been, originally, a first-person 
reference into a second-person reference. Instead 
of writing, Chicken Little yelled, “I’m sure the sky 
is falling!” (first-person: I’m sure), they will write, 
Chicken Little yelled that she was sure the sky was 
falling (third-person: she was sure).

Refl exive Pronoun
A reflexive pronoun is a pronoun with the -self or –selves 
suffix. A reflexive pronoun is used as the object of a sen-
tence when referring back to the subject of the sentence.

Ex. Randy hurt himself.
 Linda talks to herself.

Relative Clause (see Clause)

Relative Pronoun (see Pronoun)

Restrictive Clause or Phrase
A restrictive clause or phrase adds information that is 
essential to the meaning of a sentence. Unlike with a non-
restrictive clause or phrase, you should not set off a restric-
tive clause or phrase with commas, parentheses, dashes, 
or any other punctuation that might set it apart from the 
rest of the sentence.

Ex. Customers with strollers may not use the escala-
tor. (If you remove the phrase with strollers, the 
meaning of the sentence would change.)

 You can’t get there from here. (The meaning of 
this sentence changes if you remove the restric-
tive phrase from here. Without that essential 
phrase, the sentence would mean, simply, you 
can’t get there at all!)

TELL ME MORE!
Some appositives, however, are restrictive; they narrow 
or focus the meaning of the noun they are renaming or 
describing. You should not surround restrictive appositives 
with commas.

Ex. My favorite is the author Robert Ludlum.

 The band Relient K just produced its first gold 
album.

 I think his ferret Hildegard is spoiled.

There is often confusion about the proper usage of the 
words that and which. That should be used at the begin-
ning of restrictive clauses, while which should be used at 
the beginning of nonrestrictive clauses.

Ex. The ape that attacked the child was caught yes-
terday.

 The ape, which many people find repulsive, is a 
jungle dweller.

Rhetorical Question
A rhetorical question is a question for which no answer 
is expected because the answer is so obvious or is simply 
not required.

Ex. Are you kidding?
 Can you believe it?

Rhyme
Rhyme is a term used to describe words with endings that 
sound very similar. Words do not need to be spelled simi-
larly in order to rhyme; they only need to sound the same.

Ex. hiking/biking
 mad/dad
 red/bed/head
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Root Word
Although many words come in different forms, each word 
has a root or core meaning. We can add parts—suffixes 
and/or prefixes—to the root word to change its meaning.

Ex. want: wants, wanting, wanted 
 blink: blinks, blinking, blinked
 snow: snows, snowing, snowed

Semicolon
The semicolon (;) is a punctuation mark that acts like a 
weak period or a strong comma. The semicolon acts as a 
weak period when it replaces the period at the end of one 
sentence and stitches that sentence together with the 
next to form a single sentence. It acts as a strong comma 
by clearly showing the breaks between the members of 
a series (especially when one [or more] of the clauses or 
phrases in a series already contains commas).

Ex. I did not call myself a musician; I told people that 
I played the guitar. (joining two or more inde-
pendent clauses that are not connected with a 
coordinating conjunction)

 I never forget to bring my beach gear when I go 
to the ocean—sun block, visor, and sunglasses; 
snorkel, fins, and water wings; towel, bathing suit, 
and flip flops. (separating groups of words that 
already contain commas)

Sentence
A sentence is a group of words that (1) has a subject (who 
or what the sentence is about), (2) has a predicate (a verb) 
that tells you something about the subject, and (3) ex-
presses a complete thought. A sentence, then, will usually 
have at least two words. There are two other important 
rules about sentences: (1) a sentence always begins with a 
capital letter; and (2) a sentence always ends with a clos-
ing punctuation mark—either a period, a question mark, 
or an exclamation point.

Ex. Karleen ran.
 Warren jumped over the river!
 Did Margaret fall in the pool?

TELL ME MORE!
Sentences come in four basic structures: simple, com-
pound, complex, and compound-complex. Each sentence 
is designed to fulfill one of four functions: declarative, im-
perative, interrogative, or exclamatory. Occasionally, you 
may see one-word sentences. One-word sentences always 
occur in the midst of other sentences. They don’t make 
any sense on their own, so the sentences that surround 
them must supply the missing meanings.

Ex. “Hey!” or “Wow!” or “Really?” or “Run!”

Sentence Fragment
A sentence fragment is one or more words that do not 
form a complete thought punctuated as a sentence. It is 
not a complete sentence because it is missing a subject, 
a predicate, or both. A sentence fragment may also be a 
subordinate clause.

Ex. Penguins across the ice. (The sentence fragment 
is missing a verb. Adding a verb will make it a com-
plete sentence: Penguins skated across the ice.)

 When the Zamboni was finished. (This sentence 
fragment is a subordinate clause. Adding an inde-
pendent clause will make it a complete sentence: 
When the Zamboni was finished, penguins skated 
across the ice.)

 Spinning and doing pirouettes. The penguins 
rocked the house. (The sentence fragment 
Spinning and doing pirouettes is followed by 
a complete sentence. The two can be joined to 
form one complete sentence: Spinning and doing 
pirouettes, the penguins rocked the house.)

Simile
A simile is an analogy that compares two things that are 
not obviously similar and suggests there are similarities 
between the two things. Similes use the word like or as.

Ex. Marie was stiff as a board.
 Ed was cold as ice.
 The seven penguins were like princesses.
 Flash was fast as lightning.
 Larry was cool as a cucumber.

TELL ME MORE!
Similes help readers to understand and remember better 
what, exactly, an author is talking about. They help us 
form pictures in our minds. 

When using similes, you also have to think about conno-
tation, or what kind of feeling the word gives you. If you 
were trying to describe your dad’s new car, you might say 
it is “red as a cherry” or “red like an apple.” The words cherry 
and apple have pleasant connotations, and that pleasant 
feeling carries over to the car. You probably wouldn’t say 
the car is “red as blood.” The word blood gives a very differ-
ent feeling and conjures up images of danger and injury. 
When you think about a new car, you don’t want to think 
about blood. It just doesn’t fit the mood. Make sure your 
similes fit the feeling you are trying to give.

Similes are frequently used in advertising. Chevrolet, for 
example, uses a simile when they say their trucks are “like 
a rock™.” This marketing campaign seeks to convince you 
that Chevrolet’s trucks are strong, sturdy, and dependable. 
They compare their trucks to rocks not because the trucks 
are made out of sandstone or quartz but because the 
trucks have rock-like qualities. A similar example is when 
State Farm Insurance boasts, “Like a good neighbor, State 
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Farm is there.” They want you to think that their company 
is reliable and friendly in the same way a good neighbor is.

Simple Predicate (see Predicate)

Simple Sentence
A simple sentence is a sentence comprised of a single 
independent clause, though it may have a compound 
subject and/or a compound predicate. A simple sentence 
can have one or more phrases, but it cannot have any 
dependent clauses.

Ex. The porcupine danced.
 The porcupine and the skunk danced.
 The skunk danced and sang with the porcupine.

Simple Subject (see Subject)

Singular
Singular means there is one of something.

Ex. The singular form of geese is goose.

Slang
Slang is the nonstandard vocabulary of a particular group 
or subculture, consisting usually of colorful figures of 
speech. Often used in fiction or personal writing, slang 
should be avoided in formal writing.

Ex. Phil needs to seriously chill out. (Phil really needs 
to relax.)

 Michael couldn’t believe his homey had ratted 
him out to the fuzz. (Michael couldn’t believe his 
friend had turned him over to the police.)

Slash (see Diagonal)

Subject
The subject, which is always a noun or pronoun, is what a 
clause is about. Every clause has a subject. Subjects come 
in three varieties: simple, compound, and complete.

Ex. A simple subject is the noun or pronoun by itself. 
(Most apprentices obey their masters.)

 A compound subject includes two or more 
simple subjects. (Ben and Jerry make ice cream.)

 A complete subject includes not only a simple 
or compound subject, but also any words that 
modify or describe the subject—including adjec-
tives, adverbs, and articles. (Most young appren-
tices are careful to obey their masters.)

TELL ME MORE!
Implied (or understood) Subject: You may occasion-
ally notice that a sentence is missing a subject, yet it still 

makes sense! Why? Such sentences have implied (or un-
derstood) subjects. The implied subject is understood by 
the reader, even though it is not stated. You will often find 
implied (or understood) subjects in sentences expressing 
a command.

Ex. Go to your room! (The subject of the sentence, 
you, is implied [or understood].)

Delayed Subject: Cleft sentences contain delayed 
subjects. The true subject of a cleft sentence is not there 
or it; the true subject—if there is one—is whatever noun 
follows the verb. See also Cleft Sentence.

Ex. It was Michael who came up with the new lunch 
plan. (It is not the subject of this cleft sentence; 
Michael is the delayed subject. It is an expletive. 
See also Expletive.)

Subject-Verb Agreement
All nouns (or subjects) have two forms. They can be either 
singular (one) or plural (more than one). Verbs also have 
two forms: one form for singular subjects and another for 
plural subjects. The verb must be in agreement with the 
subject (noun or pronoun).

Ex. The girl writes. The girls write.
 The dog eats quickly. The dogs eat quickly.
 My mom loves to cook. My parents love to cook.

Subjects and verbs must also agree in person. Subjects 
(nouns and pronouns) occur in first, second, and third 
person. First person refers to one’s self or one’s own group. 
The first-person pronouns are I (singular) and we (plural). 
Second person refers to the person or group to whom you 
are speaking. The second-person pronoun is you (for both 
singular and plural).

When you are referring to someone or something that is 
neither first nor second person—“those people over there” 
or “that thing”—you are speaking in the third person. 
There are many pronouns for the third person. Correct 
usage of third-person pronouns depends on three things: 
(1) the number and gender of the thing you’re talking 
about; (2) whether what you’re talking about is a person 
or thing; and (3) whether it is the subject or the object of 
your conversation. The following chart summarizes correct 
third-person pronoun usage:

Gender Subject/Object Singular Plural

Male
subject he they

object him them

Female
subject she they

object her them

Neutral  
(thing)

subject it they

object it them
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TELL ME MORE!
There are two cases where it is difficult to determine 
subject-verb agreement: when using a collective noun 
and when using proper names that include a plural noun.

Collective nouns always take singular verbs.

Ex. The word family is considered a collective noun 
because a family consists of more than one 
individual in one group. When you talk about your 
family, you say that it includes more than one 
person. The word includes is a verb in its singular 
form. The plural form of the same verb doesn’t 
even sound correct. (Your family include more 
than one person). If you feel that you must use 
a plural verb, then speak of the members of the 
collective noun (Your family members include . . .).

Proper names that include a plural noun also take singular 
verbs (like The Discoverers—a book by Daniel Boorstin). In 
these instances, the entire name is a proper noun, and it is 
a proper noun representing a single thing.

Ex. The Discoverers is a great book. (NOT The Discover-
ers are a great book.)

Be careful to make sure that your nouns and pronouns 
don’t flip back and forth between singular and plural and 
between first, second, and third person.

Ex. A person came into a store to buy some bubble-
gum, but then they forgot what they wanted. 
(This sentence started with a singular third-per-
son subject [“a person”], but quickly shifted to a 
plural third-person subject [“they”]. This is a very 
common error!)

Subordinate Clause
A subordinate (or dependent) clause contains a subject 
and a predicate but does not convey a complete thought 
and/or cannot stand alone as a sentence. It is subordinate 
to—depends on—a separate, independent clause to “hold 
it up.” Subordinate clauses begin with subordinating con-
junctions and do not convey complete thoughts because 
of the subordinating conjunctions. See also Subordinating 
Conjunction.

Ex. Although everyone else wanted to eat 
Italian food

 Because eagles are an endangered species

Subordinating Conjunction
A subordinating conjunction connects two clauses such 
that one of the clauses depends on the other to make 
sense. In other words, subordinating conjunctions place 
one clause under—subordinate to—the other, making 
it dependent on the other. Subordinating conjunctions 
always come at the beginning of a subordinate or depen-
dent clause. See also Subordinate Clause.

Ex. Joe ran when he saw the bear. –or- When he saw 
the bear, Joe ran. (In both of these cases, when is 
the subordinating conjunction. We have to know 
that Joe ran before the clause when he saw the 
bear makes much sense.)

NOTE: The following is a list of some subordinating con-
junctions: after, because, so that, when, although, before, 
that, where, as, if, though, whereas, as if, in order that, till, 
while, as long as, provided that, unless, as though, since, 
and until.

Suffi  x
A suffix is a part added to a root word after the root to 
change its meaning.

Ex. Book is a root word. If you add the suffix -s to it, 
it becomes books. What happened? Adding the 
suffix -s changes the meaning from singular to 
plural. Similarly, adding the suffix -ed to the end 
of the root word want changes it from present 
tense to past tense (wanted).

Syllable/Syllabication Rule
A syllable is a small unit of speech made up of a single, un-
interrupted sound. Words may have one or many syllables.

Ex. jump (one syllable—jump)
 jumping (two syllables—jump-ing)
 anesthesiologist (seven syllables—

an-es-the-si-ol-o-gist)

TELL ME MORE!
The main reason to study syllables is learn to break words 
when they need to be broken. Syllables are the small-
est parts of words that you are allowed to print on one 
line. If you need to break a word, you should write all the 
syllables you can on the first line, place a hyphen at the 
end of the line, and then finish the word on the line that 
follows.

Ex. A common break point between syllables is 
between two consonants that are between 
two vowels (vc/cv—with v indicating vowels, c 
consonants). The syllables in the word picnic, for 
example, break between the consonants c and n, 
which are, in turn, between two vowels—i and i, 
respectively (pic/nic).

Synonym
Synonyms are words that have the same (or nearly the 
same) meaning.

Ex. big—large
 little—small

Tense (see Verb Tense)
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Topic Sentence
A topic sentence introduces the subject of a paragraph. 
Topic sentences let the reader know what the paragraph 
will discuss. A topic sentence is usually found at the begin-
ning of each new paragraph. Not all paragraphs have topic 
sentences, but they should be used in every persuasive 
paragraph and every paragraph of a formal essay.

Ex. In first grade, Seth learned some of the harsh 
realities of life.

 More people should know how to administer 
first aid.

 Michael and I are not strangers.

TELL ME MORE!
A topic sentence introduces the subject of a paragraph, 
but it doesn’t necessarily knock you over the head and 
scream this is what this paragraph is about! Instead, it 
whispers what the paragraph is about; it gives you hints. 
Using the sentences above, think about the paragraphs 
they introduce.

In first grade, Seth learned some of the harsh realities of life. 
What is this paragraph going to be about? What would 
you expect to find within it? You would probably expect 
to find a list of lessons about life that Seth learned in 
first grade. Maybe it will contain some stories about the 
circumstances and experiences by which he learned his 
lessons.

More people should know how to administer first aid. This 
paragraph probably has to do with first aid, why it is im-
portant, and/or the reasons why more people should learn 
how to administer it.

Michael and I are not strangers. This paragraph is probably 
meant to demonstrate how and why the author and Mi-
chael are not strangers. Put another way: it should tell how 
and why the author knows Michael.

Transitive Verb
A transitive verb is a verb that requires two nouns: (1) the 
subject to do the action; and (2) the object to receive the 
action or to be acted upon. Transitive verbs transfer action 
from one noun to another.

Ex. Ed read. (But what did Ed read? The label on a car-
ton of milk? The newspaper? The Bible? You need 
to know who did the reading and what was read.)

 Marie baked. (If someone told you that Marie 
baked, you would want to know what Marie 
baked. A cake? A pie? Cookies? The transitive verb 
bake requires a direct object.)

Understood Subject (see Subject)

Verb
A verb is a word that tells what someone or something 
did, does, or will do, or about what it was, is, or will be. The 
two types of verbs are action verbs and being verbs.

Action verbs express actions. When an action verb is used, 
it is possible to write a sentence using only two words.

Ex. jump, talk, laugh, smile, shout

 Sue jumps. (Which word is the noun? [Sue] Which 
is the verb? [jumps] Jumps tells what Sue is do-
ing—it represents an action.)

Being verbs express states of being using the verb to be. 
They require at least three words, and the third word in 
a being-verb sentence is not a verb. The verb to be (in all 
its forms) links subjects with various characteristics. To be 
shows a logical connection between the subject and a 
noun or an adjective. In this way, a being verb clarifies the 
subject.

Ex. Margaret is a teacher.
 Zelda is angry.
 The celery is green.
 Bunny rabbits are fluffy.

The following chart summarizes the proper uses of the 
verb to be:

I had been
Past Perfect 
(Complete)we/you/they had been

he/she/it had been

I was

Pastwe/you/they were

he/she/it was

I have been
Past Progressive

(Continuing)we/you/they have been

he/she/it has been

I am

Presentwe/you/they are

he/she/it is

I will be

Futurewe/you/they will be

he/she/it will be

TELL ME MORE!
If you find that many of your sentences include some form 
of the verb to be, you can be sure you’re writing in the pas-
sive voice. Replace as many to be’s as you can with other, 
more active verbs!

For more information about specific types of verbs, see 
also Helping Verb, Intransitive Verb, Linking Verb, Phrasal 
Verb, or Transitive Verb.
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Verb Tense
A verb’s tense tells you when an action took, takes, or will 
take place—in the past, present, or future. We can speak 
of actions taking place in any one of a dozen or more 
tenses.

Ex. Simple (the action simply happens):
 - The simple past: The man walked.
 - The simple present: The man walks.
 - The simple future: The man will walk.

 Continuing (the action keeps happening over a 
period of time): 

 - The continuing past: The man was walking.
 - The continuing present: The man is walking.
 - The continuing future: The man will be walking.

 Perfect (the action has concluded prior to the 
time frame of which we are now speaking):

 - The past perfect: The man had walked.
 - The present perfect: The man has walked.
 - The future perfect: The man will have walked.

NOTE: Many tenses require more than just some form of 
the root verb; they require helping or auxiliary verbs.

If you put together a list that shows various tenses of a 
single verb, the list is called a conjugation. To conjugate 
a verb means to show its different forms, based on tense. 
Here is a sample conjugation of the verb walk:

he had walked before sometime in the past

he had been walking
while something else 

was happening sometime 
in the past

he walked sometime in the past

he was walking for a period of time 
in the past

he has walked before now

he walks now

he is walking for some period of 
time right now

he will have walked after now but before some-
time in the future

he will have been walking
for some period of time 

after now but before some-
time in the future

he will walk sometime in the future

he will be walking for a period of time in 
the future

Vocalized Sounds
A vocalized sound is created when you say a word and/or 
create sound by using your vocal chords. You can tell if a 
sound is vocalized by placing your fingertips on your throat.

Ex. Say the /m/ sound. Can you feel the vibrations? 
Those indicate you are vocalizing. Sometimes the 
suffix -ed is vocalized (it sounds like /d/—as in 
played).

Voice
Voice is a term used to describe whether the subject of a 
sentence is acting (active voice) or being acted upon (pas-
sive voice). Active-voice sentences always tell you who 
did the action. The subject comes first, and the subject 
does the action.

Ex.  The gardener mowed the grass.
 Students will memorize words.

In passive-voice sentences, the subject of the sentence is 
acted upon, but does not act. The subject of the sentence 
is the object of the verb.

Ex. The grass was mowed.
 Words will be memorized by students.

TELL ME MORE!
If a sentence doesn’t tell you who is doing the action, it 
must be a passive sentence.

Ex. The stones were picked up. (by whom?)

To make a passive sentence active, you must not only pro-
vide information about who does the action, but you must 
make sure that you have the subject do the action!

Ex. The stones were picked up by Sally. (passive—The 
stones [subject] are still the object of the verb, 
although we do now know that Sally was the one 
who picked them up.)

 Sally picked up the stones. (active—Sally [sub-
ject] is responsible for the action.)

If you add the suffix -ing to a verb, it becomes a noun or an 
adjective. If it is used as a noun, it is called a gerund. If it is 
used as an adjective, it is called a participle. Participles and 
gerunds are good indicators of passive-voice sentences. 
When you use participles and gerunds, your sentences 
lose the strength they would have if you were to use your 
verbs as true verbs. Avoid participles and gerunds when-
ever possible!

To write well, use a lot of active-voice sentences. It’s not 
necessary to avoid all passive-voice sentences, but keep 
in mind that the passive voice is deadly, dull, and weak. 
When subjects don’t do anything, it slows things down 
and weakens the meaning.  n
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It was close to the end of the term and I owed one of my 
junior high school teachers three book reports.

She caught me in the hall. “John,” she said. “You owe me 
three book reports. Is there a problem that you haven’t 
turned them in? You know I can’t possibly give you a good 
grade if you don’t write those reports!”

Now—please forgive me; I’m afraid I wasn’t a good 
example at all of a docile, obedient child. And I figured 
I had some bargaining chips. I knew—and I knew she 
knew—that I was one of her best students. And so I said, 
“Honestly? I’m not planning to write those book reports! 
I’ve read the books, but I have no interest in writing 
reports about them. It seems to me, if you want to know 
if I’ve read the books, you can just ask me. You can ask me 
any question about the books and I’ll tell you. I don’t mind 
that. But if you want to know how well I write, then let me 
write about something I want to write about… .

I’m sorry to say, it seems she hadn’t thought through 
her reasons for assigning those book reports so, rather 
than sticking to her guns, she let me write about whatever 
I wanted to write. I never wrote the book reports. And, 
honestly, I suffered the consequences years later.

I don’t want you to suffer the consequences of failing to 
write good research papers. And to help you feel moti-
vated, I’d like to discuss some of the good reasons to write 
them.

Why Research Papers?
One of the goals for writing research papers is to 

familiarize you with the research process: how to find 
the information you need. To that end, we want you to 
become familiar with some of the resources the Internet 
and/or a good library offer, and to gain confidence and joy 
in their use.

People earn masters and doctoral degrees in library 
science for a reason. They can help you to learn how to do 
basic research. Use the value in your local public library.

Besides becoming familiar and comfortable with 
the library, we want you to gain experience at internet 
research. The web provides a wealth of information.

You may ask: “So why should I learn those skills? I have 
no intention of spending time doing research in libraries 
or on the internet once I’m done with school!”

Well, you may be surprised.

Even if you choose a job that you think requires no 
research—motherhood, let’s say—you will still need to 
research. You need to know how to find out what foods to 
prepare and why they are important; how to spend money 
wisely; how to care for your body and provide minimal 
medical assistance to your children; how to find out if the 
news tells you the truth, a partial truth, or a lie… .

You will use research skills throughout your life. Put 
another way, a research paper is not merely a school 
assignment. It is a necessary life skill.

Beyond learning how to use the resources of a library 
and the internet, we also want to introduce you to some 
of the methods of a researcher: how to set up a research 
problem, how to take notes, how to make an outline, how 
to organize materials, etc.

Then, there is tremendous value in learning how to 
communicate about virtually any topic in an interesting 
manner. If you learn how and you learn to put in the time 
and effort to discover the interesting nuggets so as to 
capture the attention and interest of your audience, you 
will have acquired an unbelievably valuable skill.

For the rest of your life, every time you communicate, 
you will need to compel your audience to listen to you. 
Whether your subject matter is your employment history 
(when you’re talking with a potential employer), or a pro-
posal to change the way you live (a proposal you might 
make to your parents, your spouse, your town council, or 
the President of the United States), or anything else about 
which you may want to communicate, you will want to do 
that effectively.

Think of it. Forensic engineers examine buildings and 
write reports based on their findings. Lawyers and their 
assistants research the past decisions courts have handed 
down. Accountants need to research the latest tax laws. 
(They might not have to write a report titled “Tax Law 
2014,” but their clients will rely on the research they do.) 
These people’s livelihoods—and not just their grades—
depend on their research.

A successful ad writer, Gary Bencivenga, has said that if 
a product is boring, the problem is not within the product 
itself; it is within the person who is writing about it. The 
writer needs to do more research.

So it is with you when you write a research paper. If your 
research paper is boring, it’s because you haven’t dug 
down deep enough to discover whatever is interesting. 
There is something interesting, there, and it is your job to 
find it and communicate about it.
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How Long Should a Paper Be?
The length of a paper, as any professional writer will 

tell you, should be however long is necessary to achieve 
your goal. If you are able to define your topic, present 
your case, rebut your opponents, and bring everything to 
a conclusion in three pages, then let your paper be three 
pages long. Don’t pad it in hopes of making it look like 
you needed 20. But if your argument requires 20 pages 
and you stop writing after five, then you should know that 
your work is incomplete. You need either to narrow your 
topic or keep writing!

“But what is a reasonable length?” someone asks. “Obvi-
ously, a high school student should be writing something 
longer than a fifth grader, and probably not as long as a 
student in college or grad school!!”

That is correct. The topics that older, more advanced 
students research should be more complex than those 
of younger students. And the kind of proofs one should 
expect from more advanced students ought to be more 
robust than the proofs one expects from younger stu-
dents. So here are some general recommendations I 
would like to make, based on what I have observed of 
the research paper requirements placed upon students 
in private and public schools, and based on my own 
experience.

Age/Grade
Approx. length 
for fi nal paper

Minimum # 
of sources

Approximate 
number of
note cards 

7th Grade 7–9 pages 5–7 sources 20–45

8th Grade 8–10 pages 6–8 sources 25–50

High 
School 12–20 pages 6–10 

sources 40–100

What is a “source”? That is a book or article—something 
printed or made available on the web. A “source” is not 
merely a quotation from a book or article. Most sources 
should provide several specific pieces of information you 
need in order to prove your points.

Reports should be typed (keyboarded into a computer 
and printed out) and double-spaced. Margins should be 
an inch and a quarter on the sides and an inch and a half 
on the top and bottom (that is, an inch and a half to the 
body copy; running heads and footers should be approxi-
mately an inch from the top and/or bottom edges of the 
page). Font size should be somewhere between 12 and 14 
points—no less than 52 characters, on average, per line, 
and no more than 64 characters, on average, per line.  n
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Research Paper Process 
Pursue these simple steps to bring your research paper 

to a successful conclusion:

Step 1: Choose the subject you will research. This consists 
of several sub-steps:

a) Once you have either been assigned or chosen
a general subject area,

b) Choose a problem to solve or a question
to answer.

c) Narrow your focus and establish your purpose 
(audience and goal).

d) Begin your preliminary research to determine if 
you will be able to locate adequate information.

e) Make sure this topic is really what you want to do 
and that you have enough material. If not,

f ) Return to item b), above. Pick a new problem and 
go through the process until you feel confi dent 
you will be able to write a quality paper within the 
required time period.

Step 2: Complete your preliminary studies. Locate your 
source materials: Find them on the web, in your local 
library, or order them through Inter-Library Loan.

Step 3: Collect information.

Step 4: Generate your informational outline.

Step 5: Write your working outline. Make sure every point 
fi ts where you have placed it, every note card whose infor-
mation you intend to include has been placed in the right 
spot. Have you outlined the best hook for your paper?

Step 6: Write your fi rst draft of the report.

Step 7: Edit.

Step 8: Write your fi nal draft and double-check one
last time.

Step 9: Turn it in.

Steps 1 and 2. Choose Your Subject and 
Complete Your Very Preliminary Research

You may be assigned a general subject area that you are 
supposed to research—or perhaps no subject area at all, 
you need merely do a research paper at a particular level. 
However wide or narrow your assignment,

Choose a topic or subject area that, on its surface, seems 
to be of Interest to you

When your topic is about something of interest to you, 
you will enjoy the research and work harder. And you will 
probably have a better paper in the end, too.

Choose an area of study broad enough to let you find 
enough information to write a research paper in the time 
you’ve been allotted. For example, a topic such as “butter-
flies” or “insects” would yield many more sources than “the 
color patterns of butterfly wings in rural areas of North-
ern Mexico.” 1 On the other hand, “butterflies” or “insects,” 
themselves, may be way too broad for your purposes. 
Maybe you want to do a narrower study on, say, “The 
mechanics of butterfly flight” or “How insects navigate.”

If no general subject immediately comes to mind, think 
of a subject that might be of help to you. For instance, you 
may have a neighbor woman from Japan. If so, perhaps 
you would like to study Shintoism; it would give you an 
opportunity to show special interest in this woman, and 
help you understand her better. Or maybe your Mom 
comments sometimes about how different you and your 
siblings are. You could study personality types and learn-
ing styles to help you (and your siblings) interact better 
and learn more easily. Or maybe you are highly motivated 
to learn about how women gained the right to vote in 
America. If so, women’s suffrage or even women’s rights 
could be a good choice.

So pick a general subject you want to learn more about.

Choose an Important and Interesting Problem

Once you have a broad subject, choose a problem or 
question within that subject that you would like to solve.

Perhaps you chose “advertising” as your subject. You’ve 
heard the opinion that certain kinds of television commer-
cials should be banned in the interest of health.

Choose a problem and write it down. You need to have 
a clear idea of what it is you want to find out.

Another example: You are assigned to “do a paper on 
some aspect of 20th century history.” You realize you are 
dying to find out more about The Great Depression. But 
“The Great Depression” is way too broad, so you move one 
level down: “The social impact of the Great Depression.” 
That’s more focused, but still too broad.

1. Unless you already know a lot about those specifi c butterfl y wings, 
and know exactly where to fi nd information about that specifi c topic, 
your research paper will not be easy, and could be impossible.
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So how about, “What was the social impact of the Great 
Depression on farmers in Nebraska?” Or, “What were 
the political repercussions of the Great Depression in 
Germany?”

These are potentially workable.
Or perhaps you’d like to personalize your report: “The 

impact of the Great Depression on the ___________ (your 
ancestors) family”—a report that would require significant 
interviewing of extended family members as well as inter-
net and library research (in order to prove that it was truly 
the Great Depression that impacted your family as your 
ancestors remember it… .)

Or take “William Jennings Bryan.” Too broad. What about 
Bryan do you want to write: his character? his economic 
views? his participation in the Scopes trial? his record as a 
speaker in which he earned unbelievable sums of money? 

How about, “William Jennings Bryan and His Campaigns 
for the Presidency”? Now you’re getting closer. But even 
this is almost assuredly too broad for the kind of paper 
you want to write. Remember: the narrower the focus, the 
more detailed information you can include in your paper 
and, generally, the more interesting your paper will be.

So let’s narrow it one more step: “The Populist Social [or, 
Economic] Platform of William Jennings Bryan’s Presiden-
tial Candidacy in 1896”; or, “W. J. Bryan’s Pioneering Use of 
Mailing Lists”; or, “W. J. Bryan: Closet Communist?”

Now, your problem as you consider any topic is, first, 
how do you find out enough about a general topic in 
order to narrow it down to the specifics required to write a 
well-researched, tightly-written paper?

You probably hardly knew the name William Jennings 
Bryan until I just used it, so how can you know whether he 
is an interesting person or not … much less that he may 
have held interesting political views, was a gifted speaker, 
and that he (through his brother’s help) pioneered the use 
of mailing lists, etc.?

And while you’re worrying about this problem, here’s a 
second. Suppose you choose a narrow topic: how can you 
know there will be enough information available to you 
to write a decent paper? It’s nice to have a topic, but if you 
don’t have sources, the subject does you little good!

You can answer both questions in much the same way. 
You need to do some preliminary research.

Do Some General Background Research

Can you find material on your subject? Is material avail-
able? (Depending on your problem, it may not be!) Where 
can you find information?

For instance, say you want to discuss junk food advertis-
ing during children’s television programming. Are these 

commercials aimed at children or parents? How can you 
tell? How are people affected by advertising in general? 
Are children affected differently than adults? Has the 
amount of junk food advertising increased over the years? 
Does it coincide with an increase in obesity in children? 
In adults? Would this be a good enough reason to ban 
the commercials? How would an advertising ban affect 
children? Parents? The economy? You will want to find 
answers to all of these questions.

The internet is almost without question going to be 
your easiest source to find information. Wikipedia, despite 
some strong biases in certain areas, is often a great source 
to begin researching. Amazon.com, too, can lead you to 
sources you want to consult. (Indeed, I usually start with 
these two resources—Wikipedia and Amazon—whenever 
I am doing a research project.) Blogs and other informal 
sources may provide some hints concerning information 
you want. But whatever resource you look at, you want 
to be sure you are finding quality information. Are your 
sources telling you the truth? Are they biased? (We will 
talk in a short while a bit more about how to qualify your 
sources.)

If you go to the typical public library, you can expect 
very few resources. If you can possibly find a university 
library, you’ll find many more. If all you have is a public 
library—or if even your university library is too limited—
find one or two books that come close to your topic and 
look for footnotes and bibliographic sources. Once you have 
those references, use Inter-Library Loan and acquire those 
books.

Whichever sources you use, do some general reading to 
see if you really like the subject. Based on that reading, try 
to narrow your focus, then see what additional resources 
you can find. Use the footnotes and bibliographical refer-
ences in the works that are available to you to discover 
more (and more focused) source material.

This is the method of all true researchers: a spiral of ever 
more refined subject matter and of better quality and ever 
greater quantities of source material.

Formulate Hypotheses (Answers to Your Question(s))

Possible solutions to a problem are called hypotheses. 
In order to formulate a hypothesis, you need to make a 
prediction. If you have enough evidence to show that junk 
food companies target younger ages in their advertising, 
does it affect children negatively? Make a few educated 
guesses and write them down. How would children feel 
about this information? How would parents? How would 
advertisers defend their choices? Would there be interest 
in banning these marketing methods?
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Make your predictions, and write them down. List those 
hypotheses that seem most likely to be true. Of course, 
you may learn in your research that your hypotheses were 
wrong. That’s okay.

Based on your hypotheses, you are now ready to make a 
statement of purpose.

Formulate a Preliminary Statement of Purpose

Your statement of purpose should define your audience, 
and what you want to do for (or to) them. What are you 
trying to accomplish?

Here are some potential purpose statements for differ-
ent topics: “To convince my friends that cell phones have 
changed society socially”; “To show the justice system 
that juvenile offenders should be tried and punished as 
adults”; “To inform parents about the effects of pushing 
children into sports”; etc. A good purpose statement says 
something like, “I want to prove ______ to ______”; or, 
“I want to convince _______ that _______”; or, “I want to 
help ______ (learn, do, achieve …) by _________.” (Notice 
that the audiences were my friends, the justice system, and 
parents.)

Now, when I say that you need to formulate a prelimi-
nary statement of purpose, I use the word preliminary 
purposefully. You see, your initial statement of purpose 
may wind up being dead wrong—exactly the opposite of 
what you finally decide to do. Consider the case of marine 
biologists that were skeptical of the existence of the fish 
known as the coelacanth. The coelacanth was thought 
to have gone extinct 65 million years ago, but fishermen 
in remote parts of the world had been reporting catches 
fitting the fish’s description for generations. Even remains 
(although poorly preserved) had been observed by aca-
demics. Still, researchers were skeptical of the creature’s 
current existence until years of study and recurring fresh 
specimens convinced them otherwise.

The point: keep in mind that, even as professional 
researchers may have to accept new conclusions due to 
new information, you too may find your purpose chang-
ing. Still, no matter how different your statement of 
purpose will end up, in the meantime it will help to shape 
all of your research. It will help keep you focused, and will 
give you a motive for doing what you are doing.

So as you formulate your hypotheses and statements of 
purpose, remember that they are there merely to guide 
you. If you find information that consistently disproves 
your hypothesis, you need to keep an open mind about 
what you think.

Step 3. Collect Information by Testing Your 
Hypotheses

Try to solve your problem by finding information that 
either supports or disproves your hypotheses. As you 
research, take notes on all the information you think either 
supports or disproves what you expected. You might want 
to make a chart, with your hypotheses on one side and 
your discoveries on the other. This way you can clearly see 
if you predicted correctly.

Take Good Notes

As you find good information, you need to organize and 
present your material well.

Part of this process occurs while you research: you must 
take notes—the short, written reminders of things you’ve 
read.

Anytime you read something of interest about the topic 
you’re studying or something you think your readers 
ought to know: write it down on either a 3" x 5" card or on 
a computerized outline processor. (BookShark™ strongly 
recommends Inspiration®—which can be purchased at 
www.BookShark.com)

While you are collecting notes about things you read, 
don’t forget to pay attention to any illustrations—whether 
photos, diagrams, maps, or other graphics—that may 
help you communicate what you want to tell your audi-
ence. You will want these to help you communicate useful 
information.

If you chose to write a paper on Islam, you would have 
many questions you would want answered. One of your 
cards (or headings, if you use the computer) may be titled 
“Beliefs.” Under “Beliefs” you have listed some specific 
information you are going to be looking for: God, Salva-
tion, Law (Sharia), Heaven (Paradise).

Your card, at first, will have just these words, but as you 
find information, you fill in the blanks:

Beliefs

God: ~~~~~~~~~~
Salvation: ~~~~~~~~~~, ~~~~~, ~~~~~~~; ~~~~~~ 

~~~~~~ ~~~~~~~~ ~~~~~~ ~~~~~~
Law (Sharia):~~~~~~~~~~~~~~~~~  ~~~~~
~~~~~~~~~~~ ~~~~~~~~~~; ~~~~.
Paradise: ~~~~~~~ ~~~~; ~~~~~~ ~ ~~~; ~~~~~~; 

~~~~~~ ~~~~~~
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As you’re doing your research, suppose you find a 
website that says, “Mohammed said: ‘To God belongs 99 
names, 100 minus 1; anyone who memorizes them will 
enter Paradise.’”

When you read this, you think, “That’s interesting. But 
is it an important piece of information concerning Islamic 
beliefs?” Of course. But you don’t have “Names of God” 
listed as a topic or sub-topic, so where will you record it? It 
is obviously related to “Beliefs,” and, more directly, to “God.”

Should it go on the “Beliefs” card? Probably not. The card 
will become too full.

So take a card and write “God’s Names” at the top. Under-
neath, on the main part of the card, write your note: “God 
has 99 names,” or, more briefly, “God—99 names.” Notice 
that you are not making a direct quote of what your source 
said. Sometimes you will want to write down exactly what 
the book says, but most of the time you will not.

Step 4. Create an Informational Outline
As you collect your notes, you should also make an 

informational outline. The main purpose of the informa-
tional outline is to help you store information so you can 
get to it easily when it comes time for you to begin writ-
ing. The more organized your informational outline is, the 
easier it will be for you to find what you want.

An informational outline is organized according to 
subject matter. It may follow the order of one of the books 
or articles you’ve read or one of the interviews you’ve 
conducted. As you interview more people and read more 
books and articles, simply add the additional information 
to the subject headings you already have.

If you find a piece of information that’s completely 
new and different—it doesn’t fit under any of the head-
ings you’ve already created—then add a new heading. 
Sometimes I find that a new book or article provides such 
a better way of organizing my material, I’ll reorganize my 
material and replace my former headings with new ones. 
Then again, sometimes, I find I need to make up my own 
informational outline from scratch.

There are two ways to make an informational outline. 
In my opinion, the best way is with the aid of a comput-
erized outline processor. If you use an outline processor 
from the start, you should be more motivated to keep 
your materials organized. As you research, you can put 
all related quotes, comments and notes under the same 
sub-heading.

If you are not able to use a computer with an outline 
processor, record your notes on 3"x 5" note cards. Try to 
keep your note cards organized according to the ques-
tions they answer. Every question or sub-question should 

have its own point in your outline, and every possible 
answer or partial answer you find should have its own 
separate card. Each card should have a subject title on top 
and then, underneath, the notes.

Your outline should contain the following points:

A. Purpose/Audience

B. Contents (information)

C. Bibliography

You should have already decided on your purpose 
and audience, so now you can just focus on the contents 
(information you find) and bibliography (record of where 
you found your information).

In preparing for a book on Incans, Aztecs, and Mayans, I 
organized my informational outline as follows.

A. Purpose/Audience

To introduce third grade students to three signifi cant 
American cultures. To introduce them to:

1. How these peoples lived

2. Their cultural strengths

3. Their cultural weaknesses

I split Part B, Contents, into three parts, one each for the 
Incans, the Aztecs and the Mayans. I packed in my infor-
mation under each of these three categories according to 
some standard, broad subjects:

B. Contents

1. Incans

a. Social Structures

1) Government

2) Family

3) etc.

b. Culture

1) Food

2) Clothing

3) Fashion

 a. Hair styles

 b. Cosmetics

 c. Jewelry

This is a basic example of an informational outline.
If you use a computer to help you take notes, you just 

type in your information under each point as you find it, 
and move it around when you need to. If you are using 
note cards, you’ll need to write the outline on a piece of 
paper and then organize your note cards so they fit.
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You’ll notice that in my notes I didn’t write out a ques-
tion for each topic. For instance, I didn’t write, “What 
were the social structures in Incan society?” “What kind 
of government did they have?” “How were their families 
organized and run?” “What kind of food did they eat?” etc.

Because I was taking notes, I simply needed a word 
or two to clue me in to the subject I was studying at any 
moment. Write as much or as little as you need to in order 
to remember what you mean.

As you take notes, you may find some interesting and 
important facts that do not answer any of your questions. 
If you feel that they might be useful in your report (even if 
they just provide a spot of color or joy in an otherwise dull 
topic), write them down, too. Perhaps you can create a head-
ing in your informational notes called “Interesting informa-
tion” or “Possible hooks” at the end. Then when you are 
done, you can go back and figure out where they best fit.

Informational notes should be short and in your own 
words wherever possible. When I’m taking notes, I try to 
read the sentence or paragraph from which I intend to 
take my notes, then look away and write down just the key 
bits of information. I try never to write complete sen-
tences. By writing just the key words and incomplete sen-
tences, I find that when it is time for me actually to write 
my report, I am more likely to express myself my own way 
rather than in the style of the original author.

If you have a good reason to quote directly, then by all 
means quote directly. Just make sure you put quotation 
marks around what you’re quoting. If you forget to use 
quotation marks when taking notes, someone else’s quote 
might end up in your paper without you giving them 
credit for it. Even if it is an accident, it’s still plagiarism, a 
serious offense.

After you’ve written a note about your reading, you 
may also want to write a note about your thinking. For 
instance, you may want to write on the “God’s Names” 
card: “Memorization truly equals salvation?” This will help 
you remember to verify if Muslims really believe what you 
just read.

One more place you will want to record a note is in 
the “Beliefs” section of your electronic outline or on the 
“Beliefs” card. Under “God,” you will write, “See ‘God’s 
Names.’” That will remind you to check the “God’s Names” 
section or card when you write your report.

Keep taking notes in this fashion. You will write one 
subject per card/outline section, and all the information 
about that subject on that one card or outline section. If 
you’re using cards and fill up one card but still have more 
information about the subject, then start a second card: 
“God’s Names—2,” for example.

Step 5. Make a Working Outline
When I have finished—or when I am close to finishing—

my research for an article or book, I always write a working 
outline—an “outline of an outline.”

The informational outline is for me—so I have easy 
access to the information I need.

The purpose of a working outline is to help me tell the 
story I want to tell.

A working outline fulfills at least three major purposes 
plus one minor one. It helps me keep my purpose in 
mind. It keeps me focused. (And when the author is 
focused, the readers have an easier time understanding 
what the author is trying to say.) It helps me write logi-
cally (which also helps my readers understand what I’m 
trying to say). And it reminds me that I need to have a 
hook (something to draw my readers in), a clear conclu-
sion, and a bibliography.

A working outline looks like this:

A.  Title2

B. Purpose/Audience

C. Outline

1. Hook/Introduction3

2. Body

a.

b.

c.

etc.

3. Conclusion

4. Bibliography

2. Although the fi rst item in my working outline is “Title,” it is highly 
unlikely that I will ever include a title in my outline when I fi rst create it. If, 
while I’m writing, I think I have a great idea for a title, I will write it down. 
But I never decide on a title, the title, until I have fi nished writing the 
paper. I will create a whole list of possible titles. But I won’t choose the 
title until I have pretty much written the entire paper!

3. As with the title, I write down all my ideas for possible hooks, but I 
won’t decide on my fi nal, real hook until I have fi nished outlining the en-
tire paper. This is because a story or quote I think will make a great hook 
for the paper may wind up being far more useful elsewhere in the paper. 
Instead of a hook, it may serve more eff ectively as an illustration, or after 
I’m done, it may no longer apply. You don’t want to hold on to a hook, 
intro, or title so tightly that you ignore the actual fl ow of the paper.
 I mention this because, though your readers will probably begin 
reading from the beginning of your report, you don’t have to start writ-
ing—and certainly not outlining–at the beginning. Keep in mind that the 
title and hook are vitally important—that’s why you put them in your 
outline, and at the beginning of your outline, but you don’t need to write 
them fi rst. In fact, you will probably do best if you write them—or at least 
decide on them—last.
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How to Write a Working Outline

First of all:
Hone your preliminary purpose statement.

As you recall, the first thing you need to do when writ-
ing a working outline is to define your purpose: “To prove 
that… .

Yes? To prove what?
This, defining your purpose, is essential to writing a 

strong research paper. You need to lay a foundation that 
won’t crack under the strain of what you finally prove—or 
fail to prove.

A purpose statement has to be focused. It has to include 
only what you intend to prove, absolutely no more, but 
definitely no less, either.

So take your research topic and work on your purpose 
statement. Hone it until you are convinced you can write 
a complete paper on that one topic. Make sure you think 
you can successfully prove your point. Make sure you 
don’t try to prove more than your point. (Anything that 
goes beyond your purpose statement is—or ought to 
be—extraneous to your paper.) Make sure you won’t find 
that you have successfully proven part of your point, but 
not all of it.

In sum: you must fulfill your purpose, your whole pur-
pose, and nothing but your purpose. But—the wonderful 
thing about writing you own research paper!—you get 
to define your purpose. You have no obligation to create 
such a complex purpose that it takes you forever to prove 
it. No. Instead, you have the privilege of writing a purpose 
statement that matches exactly what you already know 
you can prove! How great is that?!?

* * *

Next step:
Begin work on the “Body” of the paper.

Start by asking yourself, “Out of all of the information I 
gathered in my informational outline, what is most impor-
tant? What information should I convey in order to help 
me achieve my purpose?” Pick out the main ideas—the 
key questions and answers. These will be the main head-
ings. Under each of these headings, then, list the ideas, 
facts and stories that support, explain, and illustrate what 
you are trying to say.

As you arrange your working outline, ask yourself the 
following questions.

• Is there one main idea I must put fi rst because 
everything else depends on it?

• Have I arranged my facts in such a way as to show 
how they are related to one another?

• Are there some ideas that will be clearer if they 
come after other ideas have been explained?

• Have I included enough facts so that I can end my 
outline with a summary statement or a logical con-
clusion?

You should put your strongest information near the 
beginning of the paper. Make a strong argument from the 
start, so your readers will be interested enough in what 
you have to say that they will read to the end.

As with the informational outline, remember that an 
outline need not—and, indeed, normally should not—
include complete sentences.

A Couple of Examples

Suppose you are writing a state report and you want to 
help Uncle Henry and Aunt Elaine have the best possible 
vacation in your home state. You have already decided on 
your statement of purpose and have done your research. 
Your working outline will have a form something like this:

A. Title

B. Purpose/Thesis: To provide a complete “visitor’s pack” 
for Uncle Henry and Aunt Elaine so they can have the 
best possible vacation when they visit Colorado next 
summer. Audience (to whom I’m writing this paper): 
Uncle Henry & Aunt Elaine

C. Outline (of what I want to say)

1. Hook/Introduction

2. Body

i. Arrival

(a) Best Travel

(b) Clothing

(c) How to get to our house

ii. What to do while you’re here

(a) Best Outdoor spots

(b) Best Indoor options

(c) Best Restaurants

iii. Certain customs of which to be aware

(a) Road rage

(b) Wildlife they might encounter while driving

3. Conclusion

4. Bibliography
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Or suppose you want “to inform readers about vegetari-
anism.” In line with this purpose statement, you decide 
that you first need to define the differing types and 
sources of vegetarians. So, the first point in the body out-
line becomes: “Who are vegetarians?” Then fill in subpoints 
under that title. The body portion of the outline might 
look like this:

A. Who are vegetarians?

i. Over 400 million people around the world (show 
map)

a. Diff erent religious groups

b. Diff erent cultures

ii. American vegetarians

a. A belief system

b. A way of life

Having introduced vegetarians broadly, I realize that the 
next thing I need to do is define the subsets of vegetarian-
ism. So I write down points b and c:

B. Lacto ovo vegetarian

i. Demographics

C. Lacto vegetarian

i. Demographics

D. Vegan

i. Diet

a. Raw foods variation

b. Fruitarian variation

ii. General animal products

And then I figure I have one more major topic I need
to cover:

E. Semi-vegetarian

i. Pollo vegetarian

ii. Pesco pollo vegetarian

One thing I should tell you right now: I don’t expect to 
write a perfect outline the first time I outline a new article 
or book! You shouldn’t expect to write a perfect outline 
the first time, either. I had to make a lot of corrections 
before I came up with my final outline.

Step 6. Write Your Report (Using Your Out-
line as a Guide, of Course!)

Your written report should be a concise summary of 
your research. A statement of your problem, a statement 
of what research you did to solve the problem, and a 
statement of what you discovered.

Have you been able to support one or more of your 
hypotheses with facts? Have you been able to disprove 
one or more of your hypotheses? What new facts have you 
learned? Do you need to do more research? Good research 
papers often conclude, simply, “More research needs to 
be done.” But they define what kind of research needs to 
be done in what areas. A conclusion that more research 
needs to be done should cause you no shame. If you have 
done a solid job with what you did, future researchers 
won’t have to re-do the same work and they will have your 
report to point the way for their own research.

To help your readers understand what you are trying to 
communicate, you should emphasize your point in every 
possible way. This could include maps, charts, graphs, 
pictures, and drawings.

Step 7. Edit
Remember that when you first write your report, you 

shouldn’t expect it to be your final copy. No, the first writ-
ing is the rough draft of your report.

After you have finished writing your report for the first 
time, read what you have written out loud. This allows you 
to hear where your word choice or sentence structure is 
weak or incorrect. If you find you have a hard time reading 
a section, ask yourself: Why is this difficult? Have I left out 
a word? Have I used the wrong word? Have I placed the 
words in the wrong order? Could I place them in a better 
order?

Mark all your errors in the spaces between the lines. An 
educated reader dislikes a report filled with simple errors, 
like misspellings, passive voice, and faulty punctuation. 
One or two errors is understandable, but a report full of 
errors makes the reader wonder, “Does the author really 
know what he is talking about?”

Besides the technical questions, indeed, possibly before 
the technical questions, ask yourself whether the paper is 
interesting? Have you included a hook and illustrations—
either visual or verbal—for each point? Remember that 
you want to keep your readers’ interest!
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After you have read it and made whatever changes 
immediately spring to your mind, have your mom or dad 
(or both)—or someone else whose judgment you trust—
go through your rough draft with you. Though you should 
have caught most of these issues on your own, your par-
ents or other advisor should be able to tell you if there are 
any points that they find unclear, any places that could use 
some reorganization, any sentences that they find confus-
ing, words that are misspelled, etc.

Incorporate your advisors’ suggested changes into your 
report and read it out loud once more to make sure it 
meets your complete approval.

And, finally, get more feedback as necessary.

Step 8. Write Your Final Copy
After you have made all the changes you and your edi-

tors find, finish your research paper. If you don’t yet know 
how to type, copy your rough draft onto nice paper. Make 
it a “perfect” copy.

If you do know how to type, make sure your final copy 
has one-inch margins on each side, and that the right 
side is not justified. Double space the whole paper (even 
quotations).

On the first page, write the title in the center, with a 
double space before and after.

Leave space for the appropriate illustrations where they 
belong. When you put them in place, make sure they have 
appropriate descriptive captions.

Make a header with your last name, a slash (/) and the 
page number in the upper-right corner of each page.

Complete your bibliography. Make an attractive cover, 
with graphics (pictures) and elegant lettering. Your cover 
should include your paper’s title, the name of the author 
(you!), and the date.

When you are finished,

Step 9. Turn it in!  n
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Acquiring Information 

How to Acquire Information from Books
We recommend the following process to extract perti-

nent information efficiently from written sources.

Use the Table of Contents and the Index

You should have already looked at the table of contents 
and the index while you were first looking for resources. 
Check again what pages or chapters should help you.

Skim the Written Material

Before you begin reading a chapter, skim it to see if it 
has the information you need. This will help you avoid 
wasting time reading material that is of little or no value 
to you. When you skim, look at the sub-heads (the “sub-
headlines” like “Skim the written material” above). If the 
book has few heads, look at the first and last sentences of 
paragraphs. They should tell you what the paragraph is 
about.

Let’s say you’ve chosen the topic of child soldiers used 
in North America: suppose you look in a book and find 
a chapter titled “The United State’s Civil War.” Once you 
turn to that chapter, you should skim it to find if there is a 
section titled, say, “Drummer Boys” or “Powder Monkeys.” If 
you find such a promising subhead, you will then begin to 
skim for sentences concerning ages, or containing words 
like “minor,” “recruitment,” etc.

If skimming turns up nothing, you will then want to look 
in the index for similar words and/or word combinations. 
Perhaps you will begin with “Enlistment,” then look for a 
sub-head under Enlistment titled “training.”

Read Carefully

When you think you have found a page that has the 
information you are looking for, read it carefully. Does it 
tell you what you want to know? If not, keep looking.

Evaluating Information

No matter where you find your information, you need to 
evaluate everything you see, hear, and read. Is it true? Is it 
important? Is it true but misleading? Does the author have 
a good reason to want to hide something or make you 
believe one thing even though something else may be 
true? The following suggestions should help you evaluate 
the quality of information that comes your way.

Primary and Secondary Sources of Information

First, does the information come from a primary or 
secondary source? A primary source is a first-hand record 
of an event. For instance, George Washington’s diary is a 
primary source document about George Washington. A 
letter written by a guest at George Washington’s home 
may be a primary source for information about George 
Washington or his home. When talking about U.S. law, 
documents such as the Constitution of the United States 
are primary sources as well.

A secondary source is a second-hand report about 
something. A book that comments on or explains George 
Washington’s diary is a secondary source because it talks 
about the original, but is not the original. History books 
are secondary sources, since they talk about and explain 
events in history.

If you use them properly, primary sources are better 
than secondary sources. Primary sources, however, are 
often hard to acquire, and can be difficult to understand. 
Thus, most students use secondary source textbooks. If 
you can acquire the primary source documents, and you 
can understand them, use them.

When you use a secondary source—even when it 
quotes the primary source—always be aware that you 
are using a secondary source. The document may have 
been edited or changed in some way. Even well-meaning 
researchers make mistakes. And if there is not even a 
quote from the original document, you have even more 
reason to be on guard.

Who Said It and Why and When Did They Say It?

The next step in evaluating information is to ask, “Who 
said it?” Did the author have special training in the subject 
he wrote about? If he seems qualified enough, is there a 
reason he may have written a biased report? For instance, 
might his job have been in jeopardy if he had said some-
thing different? Or is he trying to convince you of one 
side, so he is not giving an objective, fair, and impartial 
viewpoint?

Also consider “When was it said?” Changes take place 
rapidly in our world, and the information you use may be 
out of date. Countries’ economies can shrink or expand 
dramatically in just a few years’ time. Scientific theories; 
the way people view the world; certain events occur that 
change the way people look at things: all of these things 
can make an older resource at least suspect as a source for 
how things are today.
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You need to evaluate who created the source and why 
and when.

Is It Mostly Fact or Opinion?

You also need to take note of the difference between 
three types of statements.

• Statements of fact. Facts can be verifi ed. For ex-
ample, “Voters in Great Britain choose their lawmak-
ers by secret ballot” is a statement of fact. You can 
check this statement by calling a voting offi  cial in 
Great Britain to fi nd out if this statement is true or 
false.

• Inferences or conclusions. These are a little trickier. 
They are based on facts but cannot be directly 
proven. Suppose you read in a book that, “George 
Washington kept a neat and tidy household.” You 
discover that the author wrote this because one 
entry in George Washington’s diary talks about 
housecleaning.
 “In his diary, George Washington once mentions 
housecleaning” is a fact. But to say “he kept a neat 
and tidy household” is an inference. The author 
draws the conclusion that since Washington wrote 
about cleaning, his house must have been clean. 
This could be true, but it also could be false. I have 
known people who clean once in a while—when 
they expect to entertain guests—but the rest of the 
time they don’t keep a neat, clean, or tidy house at 
all.
 The facts behind an inference can be proved, but 
the whole statement cannot be proved true or false. 
Even though they are often stated like they are 
facts, it is important to remember that inferences 
are not facts. It is possible for inferences to be false 
or only partly true, even though they are based on 
facts.

• Value judgments or opinions. The statement “It is 
always wrong for a country to go to war” is a value 
judgment. Look carefully at all value judgments or 
opinions. On what facts and inferences does the 
author base the statement? How does the author 
know that “it is always wrong for a country to go to 
war”? Could someone argue the other side of that 
statement? On what grounds could someone claim 
the opposite? If the author says something is “bad” 
or “good,” the statement is an opinion. Even if most 
people hold that view, it does not make it a fact. 
Even though a lot of people might think: “George 
Washington was a good president,” the statement is 
still an opinion, and not a fact. You can present the 
reasons you think George Washington was a good 
president, but “good presidency” will never be a 
fact like “Washington was the fi rst president of the 
United States” is a fact.

Trustworthy writers communicate clearly which state-
ments are facts and which are their own opinions.

Motives

The next step in evaluating information is to find out 
the motives for the information—why did the author write 
it? Many books and articles (such as professionally edited 
encyclopedias) honestly seek to give correct information 
without persuasion.

However, many articles want to persuade people to 
believe or act in a certain way. This is called “propaganda.” 
It may be open and explicit (advertising is explicit propa-
ganda), or it may be hidden.

Often during war, governments produce propaganda to 
convince their citizens that the war is good and that their 
side is right. The enemy is portrayed as wrong or evil. Their 
writing intends not just to inform, but to persuade.

Advertisers advertise because they want you to buy 
their products. They know they advertise for this reason 
and you know it too. Both of you also know that advertis-
ers will tell potential customers about all the good points 
of their merchandise, but they won’t mention the prod-
uct’s shortcomings. You won’t see a commercial telling 
you every reason not to buy the product!

You need to recognize the author’s motivation, so you 
can think clearly and evaluate wisely what you are being 
told.

You may discover that information from one source 
does not agree with information from another. If this hap-
pens, you will need to research more so you can decide 
which information is correct—or which, at least, is more 
correct. Good researchers note both types of informa-
tion—what they believe is correct and what they believe is 
incorrect—and they discuss why they believe the sources 
they do.

When good researchers take note of disagreements 
among sources, and then comment about their reasons 
for choosing their information, they help their readers 
evaluate the quality of the research. If a reader knows the 
“other side” of the argument and sees that the researcher 
doesn’t mention this other point of view, they will wonder: 
Does the researcher know what they are talking about? 
Do they even know the other side exists, or understand its 
arguments? On the other hand, if the researcher discusses 
this alternative viewpoint and explains why they came to 
the conclusion that they did, it may convince the reader 
that they are right.
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Works Cited

When you refer to a specific work, whether directly or in 
paraphrase, you should note that in your paper, not just in 
the bibliography. It used to be that students would quote 
something, then put in a footnote on that same page. The 
current MLA (Modern Language Association) method—
the popular choice in universities—is to instead make a 
brief reference in the paper. Interested readers can then 
check the bibliography at the end to determine which 
source this information came from.

Thus, the simple rule within a paper is to use the 
author’s last name and the page number, like this: (Perkins 
216). If more than one author wrote, include both their last 
names in the order they appear in the bibliography. If you 
can’t find the author, include the name that appears in the 
bibliography.

Here is an example paragraph.

I have been reading lately about social justice. The 
amount of wrong in the world overwhelms me at 
times. I appreciate the three-pronged ministry of 
Voice of Calvary: “evangelism, social action and vis-
ible community development” (Perkins 216).

If this paragraph were part of a longer paper and I had 
used another of John Perkins’ books as a reference, I would 
have needed to expand the reference to make it clear 
which Perkins book I quoted from: (Perkins, Let Justice Roll 
Down 216).

In Perkins’ book, he quotes from one of his trials. If I 
wanted to quote the judge, here is how I would cite that.

Judge Brown chose the unpopular position of truth. 
“My conception of a ‘routine traffic arrest’ is at vari-
ance with the court’s. As a Judge I cannot be blind to 
what everyone else can see” (qtd. in Perkins 193).

The “qtd.” stands for “quoted.”
When you cite poems, you can cite the specific lines. 

When you cite plays, include Act and Scene information, 
as well as line number.

Hamlet, alone, grieves for his dead father: “O that his 
too too solid flesh would melt, / Thaw and resolve 
itself into a dew, / Or that the Everlasting had not 
fixed / His canon ‘gainst self-slaughter. O God! God!” 
(I.ii.131–134).

How to Locate Quality Information
To do quality research and write a quality report, you 

must locate quality information. But how do you do that? 
Where do you start?

The Internet and Other On-Line Information Services

No question, the internet is my first choice for just about 
any kind of research, at least to start. And I have three 
favorite sources: Wikipedia (www.wikipedia.org) if I need a 
quick introduction to a topic, Amazon (www.amazon.com) 
for any in-depth research, and Google (www.google.com) 
for mop-up operations.

Wikipedia

Wikipedia is a crowd-sourced (that means anyone can 
contribute) encyclopedia with over 3.8 million articles in 
English alone. If you stick with unpoliticized and relatively 
uncontroversial topics, you will usually get a good fun-
damental understanding of whatever subject matter you 
want to learn about. Move into more controversial areas 
and you are likely to find propaganda masquerading as 
fact. Caveat emptor! (“Buyer beware!”) Or, put another way, 
stay on your toes.

Better: Follow the footnotes (as you should with every 
source you consult). Take note of the sources. Every good 
quality Wikipedia article will include references at the 
bottom of the page. You will need to evaluate how reliable 
they are.

As I said above, Wikipedia articles often provide quick 
and easy introductions to subjects for which I need basic 
understanding or just a little bit of information. They are 
definitely not worthwhile as direct source material for high 
school or college-level research papers. Some of their 
footnotes may direct you to good sources. But for the 
mother lode of source material, I begin with Amazon.

Amazon as a Research Tool

I can just hear it: “Amazon.com as a research tool?!? How 
can that be? I don’t want to buy books! I need information 
and perspective.”

Yep. So hold onto your hat. Let me show you how I use it.
Let’s say I want to do a paper on vaccination for chil-

dren. I’ve heard arguments about how useful and safe 
(or, rather, unsafe) vaccines are. Some people say they 
are devastating. Others say fears about vaccination are 
completely baseless, that there is solid scientific evidence 
for the practice.

Sounds like a good research topic, doesn’t it? So I go to 
Amazon’s home page and type vaccination for children into 
the search bar at the top of the page and … wait a second!
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Before I can finish typing; indeed, before I even finish the 
word vaccination, Amazon’s search engine begins to suggest 
possible search phrases I might want to use. For example: 

And the full word vaccination hardly changes the list.
Once I get beyond vaccination by itself, the system stops 

making search suggestions.
Why is this important? Because the alternative search 

phrases may clue you in to better search terms than those 
you had in mind. For example, using the list I showed 
above, vaccinations in not immunization is probably a 
book title. Whether it is or isn’t, it sounds as if that may be 
every bit as valuable—and possibly more valuable—than 
the phrase I have had in mind. Doesn’t it? I mean, I want 
to know about the risks and benefits of vaccinations. I 
want to know about these things particularly for children, 
but vaccination risks benefits is probably a more valuable 
search phrase than the one I had proposed. I should keep 
that in mind. It sounds like something I want to keep in 
mind not only for further study on Amazon, but for search-
ing on Google as well, later.

Sometimes you need alternative phrases to find exactly 
what it is you are looking for. Pay attention to these kinds 
of suggestions!

I don’t let the alternate search suggestions distract me. 
I finish my sentence. But I do keep a record of these alter-
nate search phrases for future use.

When I do eventually get to vaccination for children, I hit 
the “GO” button: 

… and when I do, I get a list of books that have to do 
with the subject. Each listing is laid out like this one:

Now, if I were interested in buying the book, I’d probably 
look first at the price. But that’s not what I’m interested in. 
I’m interested in the items I’ve underlined and circled.

First, I pay attention to the titles. So let’s look at this one. 
What Your Doctor May Not Tell You About Children’s Vaccina-
tions. —Good. It’s on the right subject.

Second: Released March 2010. It’s quite recent.
Third: Stars. 4.5. Nice! But how many people participated 

in creating that score? Wow! 116! That’s a lot of people 
who have rated it. Clearly, it’s a popular book and people 
seem to like it. (My experience: few items still enjoy 4.5 
stars or more by the time they have 20 or more reviews. If 
they have 4.5 stars with 50 reviews, they are truly remark-
able. But 4.5 stars at over 100 reviews means it’s a very 
solid item. At least in the minds of most purchasers. (We 
will come back to see how truly useful and valuable the 
book is in a moment.))

I haven’t reproduced any more of the listings on the 
page, but let me demonstrate how I read them.

As of the date I went online, here are three other books 
that appeared on the page with What Your Doctor May Not 
Tell You …

The next title: Make an Informed Vaccine Decision for the 
Health of Your Child. —Again good. On-topic. Publication 
date of June 2010. Once more, quite up-to-date. Four 
stars. Not as solid. And especially when it has “only” been 
reviewed by 23 people. But still. Probably worth checking 
out.

The Parents’ Concise Guide to Childhood Vaccinations: 
From Newborns to Teens, Practical Medical and Natural Ways 
to Protect Your Child. —Hmmm. Sounds solid. Interesting 
to look at the cover and see it’s written by an M.D. You 
can tell she’s probably not super-excited about vaccines. 
Not when she speaks of “natural ways” to protect your 
child. Publication date: October 2007. A bit older. Not 
out-of-range, necessarily. But we may need to be looking 
for updated information about some of the things the 
author says. Oh. What about reviews? Four and a half stars 
average. Nice! … Oh. But that’s based on “only” 20 reviews. 
That’s very solid. But … well … we’ll have to take a look.
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Finally, The Vaccination Dilemma. On-topic. But look at 
the date! August 2000? It may be good; indeed, very good. 
But that date makes it suspect. At least in this area of 
study… . But, oh my! Why should we worry about date of 
publication when we look at the reviews! Two people have 
reviewed it … and with an average of two stars! 
—I’d love to see why it was graded so low (and I’ll 
explain why in a moment), but I’m afraid I won’t be 
using this as one of my sources!

* * *

So what have I gained so far?
Among other things, I have demonstrated that I 

should have no difficulty finding source material for 
my paper! I mean, here are four books on the gen-
eral subject, and I have only just begun searching.

(I could run you through a similar exercise on a 
different subject and show you how slim the pick-
ings can be. —For example, when I first began this 
article, I thought I would show you how I would 
do some research on how companies like General 
Electric—which earned $14 billion in profits in 
2010—avoid paying any taxes. (Yes. General Electric 
paid $0 in taxes on $14 billion of profits.) I thought 
I would show you how I would look for books on 
offshore tax havens or offshore tax strategies or …
I found myself frustrated at every turn. And I finally 
gave up. I could only find some extremely obscure books 
that had no reviews and virtually no descriptive copy 
except for their titles that seemed even closely related to 
the specific subject I wanted to discuss. So I gave up.)

In comparison with other subjects I’ve studied, vaccina-
tions for children looks like a subject about which I can get 
all the information I want.

Beyond that, I’ve found a few specific titles I will almost 
assuredly want to check out of the library and others that, 
even if they are related to my subject, are probably not 
worth my while studying to any degree.

But I’m not done with my work on Amazon. Not by a 
long shot!

Let’s click on What Your Doctor May Not Tell You… .
What do we find?

Beyond all the purchase information at the top of the 
page,

• A professional summary/description of the book, 
usually taken straight off  of the back cover or inside 
fl ap of the book.

• A nice “Click to LOOK INSIDE” option where, simply 
by running my cursor over the graphic, I can click 
and read the full table of contents and/or index—
not to mention at least a few pages of the book (so 
I can tell whether it is written at a level that I can 
handle).
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Even if I decide I never want to read the book, the table 
of contents and index can provide help in identifying 
additional key words on which to search online or in the 
library and concepts about which I may need to learn.

• An editorial review or two or three (in this case, just 
one) by professional reviewers.

• A brief biography about the author—so I can learn 
about his or her credentials.

• Information about the book’s size. (In this case, 368 
pages at almost 8”x5¼”. –Solid but not overwhelming.)

But now the real gold:

• The customer reviews.

In this case, the book has a nice smattering of reviews all 
across the spectrum: seventy-nine 5-star reviews, fifteen 
4-stars, five 3-stars, nine 2-stars, and eight 1-star reviews. 
This is perfect. It means I’m likely to get some thought-
ful comments from people across the spectrum—both 
from those who are pro-vaccination, and those who are 
anti-vaccination. Such reviewers will not only alert me 
to potential or very real weaknesses in the arguments of 
the book (very helpful to me because they alert me, while 
I’m barely beginning to do my research, to issues I need to 
address in my paper), but many reviewers suggest other 
books and other authors they think deal with the subject 
in a more thoughtful or useful manner.

Sadly, I have found that when reviewers are sharply 
polarized about a book—for example, fifteen 5-star 
reviews, eight 1-star reviews, and few if any reviews 
between—the 1-star reviews are often less helpful. Too 
many reviewers in these circumstances seem to prefer ad 
hominem attacks on those with whom they disagree, or 
they simply want to emote. Indeed, far too often the 1-star 
reviews are written by people who simply have an agenda 
and have never read the book. Look for reviews that have 
few if any specific references to the book itself—no for 
examples from the book, no specific page references, 
etc.—Those are good clues that the review author hasn’t 
read the book and is simply speaking from his or her 
prejudice.

When you come across such “reviews,” you can take 
them as a warning (if you didn’t know already) that you 
are treading in a potential minefield. They may suggest 

what authors or groups take opposing views. So you can 
recognize the political landscape, as it were, surrounding 
your subject. But for real help with your subject itself, such 
“reviews” are pretty useless.

What am I looking for in reviews?
I read the most popular reviews (usually 5-stars and at 

the head of the list of reviews) because they give me a 
good idea of what the book is about.

Once I have confirmed that the book deals with my sub-
ject, I then read all the 1- and 2-star reviews. I find them 
particularly helpful.

Why? Because reviewers who have actually read a book 
and are willing to talk about what they dislike about it 
usually have good reasons for their negative reviews. And 
their reviews usually tell me exactly why they believe the 
book is deficient. So the 1- and 2-star reviews alert me to 
the weaknesses of the book, or, at least, to the perceived 
weaknesses.

Such comments, 1) alert me to things I might otherwise 
overlook: biases of the author, oversights, misconceptions, 
misleading arguments, and so forth, and, 2) alert me to 
what opponents of a particular viewpoint are likely to think 
and say. I need to know these arguments so I can address 
them properly in my paper.

To find the 1-, 2-, and 3-star reviews, notice how I placed 
my cursor in the screenshot above. Click on the title “1 
star,” “2 star,” etc., and you’ll be taken directly to a page that 
contains all of the 1-, 2-, or [however many] star reviews.

And then one last hint about using reviews. Often, 
if readers find a review particularly good (or bad; i.e, 
opposed to their point of view, but well-written), they will 
write comments in response—i.e., arguments with the 
arguments. Can you imagine anything more wonderful!?! 
You want to get to know the lay of the land early in your 
study? Here’s your guide!

And you think you’ve plumbed the depths of the trea-
sure trove on Amazon? No. Not quite. There are still two 
tremendously valuable resources available to you.

• Four lists of books that almost always speak to 
issues closely related to whatever-it-is you are want-
ing to study:

1) a list of three books that are “Frequently bought 
together”;

2) a large, scrollable list of books that “Customers 
who bought this item also bought” (you may fi nd 
as many as 60 titles!);

3) a list of authors who have written books on closely 
related topics. This list is called, “Customers also 
bought items by.” And fi nally,
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4) “What other items do customers buy after viewing 
this item?” –These books, too, are usually closely 
related to the topic at hand.

What wonderful sources for finding other titles you will 
want at least to look at in your area of study!

And the last benefit of the average Amazon book page?

• There is a list of tags or what I would consider, 
again, useful search terms that customers who 
have purchased the book believe relate to the book. 
–Again, a wonderful, helpful way to fi nd out how to 
search for information on your topic. (In the case of 
What Your Doctor May Not Tell You, the list includes 
terms like autism, immunization, vaccines,  vaccina-
tion,  anti-vaccine, child care,  health, human rights,  
baby, and immunizations. –If you happened to 
forget, as I did, that immunization would be a useful 
synonym for vaccination: well, now you have the 
word available to make future searches.

Two fi nal comments on Amazon and then we’ll move on.

1. You will fi nd some books have no reviews. There are 
two possible reasons for this:

a. The book is too new to have garnered any reviews.

b. The book is technical or academic and few if any 
Amazon customers have read it.

In either of these cases, I would not automatically reject 
the book as a possible source. If it looks reasonably inter-
esting, I would

a. Record its title.

b. Especially if it is an academic or technical … and 
see whether those reviews give you a feel for what 
you want to know about the book.

c. Bring your title list into your local library and see if 
they have a copy you can peruse.

2. Despite what I assume may be your general aver-
sion to buying books that you may only use once 
for a research project, don’t assume you won’t buy a 
book or two for your research project. It may make 
good sense to buy a book—especially if you can buy 
a used copy for a penny or two plus $3.99 shipping 
and handling. How much is your time worth? How 
long may it take for you to get a book by Inter-Library 
Loan?

Having completed our review of Amazon, let me say a 
few words about Google.

Google

As I said up top, Google is wonderful for mop-up 
operations. If, for example, you need to dig deeper into 

something you have found on Amazon, I would encour-
age you to follow-through using Google. If you need more 
information on a subject, articles or blog posts that may 
present counterbalancing perspectives: use Google.

How to Improve Internet Searches

With the wealth of information on the web, you can find 
almost anything you are looking for in a short amount of 
time. But to get the results you want, you must form your 
search carefully.

Here are a few tips I’ve found helpful.

1) Unless you are searching for a specifi c phrase 
written in exactly a certain way, you don’t need to 
write complete sentences. You can skip unimport-
ant words like the, a, of, and so forth. The search 
engines themselves ignore such words. Concen-
trate on the important or “key” words. Examples: 
vaccine reactions or scientifi c basis vaccination or 
vaccination studies.

2) Spelling counts, so do your best to spell your 
search queries correctly. Google is amazingly 
forgiving. It seems to have an uncanny sense when 
you misspell something. For example, I just typed 
vccne dangers and it off ered alternative search 
phrases: vaccine dangers, vaccine dangers and 
vested interests, vaccine dangers children, vaccine 
dangers video. But if you search on a less common 
term, you may fi nd it has diffi  culties. Pay attention.

3) Word order matters. Even though you will leave 
out the unimportant words (see #1, above), you 
should try to search words in the same order you 
would likely use them in everyday conversation. 
Example: vaccine dangers children will likely work 
better than dangers children vaccine.

4) The more specifi c the request the better. Example: 
vaccine dangers children will give more specifi c 
results than vaccine dangers …  which, of course, 
will give far better results than merely vaccine or 
vaccines.

5) If there is a specifi c phrase—a specifi c set of words 
[including “little”/inconsequential words like the, 
of, and and]—that you want to make sure is part of 
your results, then put the whole phrase in quotes. 
–I use this technique often when I want to locate 
a specifi c person’s name or fi nd the source of a 
specifi c quote. (Newspaper reporters often quote 
people without direct references to the sources. 
I.e., for example, Johnson wrote that the suggestion 
the vaccine produced negative reactions is “wholly 
without merit, a fi ction made up in partisans’ overac-
tive imaginations.” –You want the original source 
for that quote. Enter the specifi c quoted phrase 
into the search engine inside quotation marks. The 
quotation marks tell the search engine to give you 
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only texts that include the specifi c phrase: “wholly 
without merit, a fi ction made up in partisans’ overac-
tive imaginations” You don’t want any results that 
merely use all the same key words. You want that 
specifi c phrase.

6) If there is a word or phrase you absolutely need, 
put a + sign before the word or phrase. (Re-
member, phrases come inside quotation marks.) 
Example: vaccine dangers +Australia will ensure 
you get articles about vaccine dangers, but only 
articles that also mention Australia.

7) Sometimes you fi nd that certain subjects keep 
coming up over and over in conjunction with your 
primary interest, but you don’t want the “other” 
information. If there is something you want to 
avoid in your search, put a – before the word or 
phrase. Thus, for example, vaccine dangers -mer-
cury –thimerasol will return articles about vaccine 
dangers that don’t include references to mercury 
or thimerasol.

Google offers additional insights at http://bit.ly/
GoogleSearchHelp.

One last item to keep in mind when using the web: 
Whenever you use an internet resource, make sure you 
write the entire URL down on a bibliography card, along 
with the date when you viewed it.1

Printed Sources of Information

Printed publications—books, magazines, newspapers, 
etc.—provide information in many different forms: words, 
pictures, maps, charts, graphs, glossaries, etc. Both public 
and private libraries help when looking for this kind of 
material.

A Note about the Library

Some students are afraid to use the library. They fear the 
librarian will think they are “stupid” if they ask questions.

Let me tell you: I am over 50 years old. I have gone to 
college. I have gone to graduate school. I have written a 
lot of papers. I used to be the editor of a newspaper. I have 
written books. I still ask librarians questions. All the time. 
When I am “on assignment” on a major research project, 
one of the first things I will do is ask a research (also called 
“reference”) librarian for help!

Suppose you go to your local library. You approach the 
reference desk and, when the librarian looks at you, you 
say, “I’m trying to find out about vaccines—how safe are 
they. Can you help me?”

1.  The appropriate bibliography form is: Author’s Name (if available), 
“Title of Article,” www.nameofwebsite.com/extension, Copyright 
Date by Name of Copyright Owner. Viewed Date.

“Of course!” the librarian says. And he smiles, because he 
likes to help people find materials in his library or—any-
more—on the internet.

Librarians are paid to help you solve your research prob-
lems. And most research/reference librarians have become 
librarians because they enjoy helping other people solve 
their research problems. Don’t cheat your librarian out of 
the joy of the search; tell your librarian your problem, so 
that he can help you find the materials to solve it.

Go to your library (or at least call it)! Ask for help at the 
reference desk. If you have a halfway competent reference 
librarian, you’ll be glad you did.

Books

Of course, if you have done your homework on Ama-
zon, you should have a very nice preliminary list of books 
to fi nd at your library or to acquire through Inter-Library 
Loan (ILL).

To make the best use of a library, you should be familiar 
with and know how to use the computer catalog either 
online or at the library. The catalog includes key informa-
tion about every book in the library, so materials are easy 
to find.

There are at least three ways to look for books in the 
computer catalog: by title, by author, and by subject.

If you have your list from Amazon, then search by title.
If you want more books or you don’t have access to the 

internet, then search the catalog by subject. You can prob-
ably do a lot of the research on your own, using key words 
like vaccine, vaccination, autism and so forth.

Again, though: if you need help, ask. Finding the books 
you need is much harder on your own. Do not wander 
around the library hoping to bump into the right book. 
This is time-consuming and frustrating. A librarian will 
often know exactly where to look for what you want, or 
will know the best words to use as you look for your topic.

After you have found a book that appears promising, 
find out if it really will be helpful for your topic. As I men-
tioned in my discussion of the treasure trove on Amazon.
com, first look in a book’s table of contents to see if there 
are any chapter headings that are promising for your 
chosen problem. Keep in mind, however, that chapter 
titles in many books’—especially popular books’—tables 
of contents are meant to intrigue rather than inform you. 
You may not be able to tell from the chapter titles what 
specifically each chapter discusses.

After perusing the table of contents, go to the index 
(which is usually at the back; encyclopedias often have a 
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separate “index” volume). An index uses key words to pro-
vide a detailed list of the subjects covered in a book. The 
topics are arranged in alphabetical order, and each entry 
lists the pages where the subject is discussed in the book.

At the beginning of an index, you will generally find 
a key that explains any symbols used. For instance, the 
letter p (standing for picture) tells you there’s a picture on 
the page—or the letter m (standing for map) may mean 
there’s a map on the referenced page.

To find all the information you need, you may have to 
look under more than one entry. Is there a heading for 
“Vaccines, infant,” “Vaccines, children,” “Immunization,” etc.? 
Can you think of other topics you might look up (“Studies, 
clinical”)?

Only keep those books that will be most helpful to your 
topic. You don’t want to overload yourself with too much 
information that is not exactly what you are looking for.

It is possible that your local public library won’t have 
much material on the specific subject of your interest. 
You have several options, then. If you have a university, 
graduate school or seminary nearby, you can probably 
acquire access to its collection (even if you are not allowed 
to check materials out). Her senior year of high school, our 
daughter Amy could not find information for a paper at 
any of the usual places. She was able to find several books 
on the topic, though, at the University of Denver’s library. 
This made her research much easier.

You can also do an Inter-Library Loan. The library per-
sonnel can help you acquire books and other resources 
from other library systems. Your local library submits an 
ILL and the material comes to your home library. This is 
often done at no charge or for a nominal fee.

Magazines and Newspapers

After you’ve found a few books about your subject, 
you may also want to find some magazine or newspaper 
articles. These are important sources of up-to-the-minute 
kinds of information. Your librarian should also be able to 
help you with this. He may have a clipping file of news-
paper articles. He will absolutely have a Reader’s Guide to 
Periodical Literature [i.e., publications that are published at 
regular intervals—daily, weekly, monthly, quarterly, etc.: 
newspapers, magazines, and so forth], and he’ll be happy 
to help you locate appropriate materials.

The Readers’ Guide lists articles by title, author, and sub-
ject—just like a library’s computer catalog. The Reader’s 
Guide uses abbreviations to indicate the different publica-
tions and their dates. These abbreviations are explained at 
the front of each volume.

Reference Works

Dictionaries, encyclopedias, atlases, almanacs, etc., 
are all reference materials. Encyclopedias and dictionar-
ies often are helpful initial sources because they provide 
concise summaries of many topics. Other reference works 
include the latest Books-in-Print listings, a directory of 
serials (writing that is published in a series of installments) 
and serial publishers, and business directories. There 
are others, though, far too numerous and diverse to list 
here, that can provide information of all types—some of 
it extremely detailed—that you can find nowhere else. 
Again, your librarian should be able to help guide you 
to appropriate reference titles. If your library is relatively 
well-established, you will be amazed at the quantity and 
variety of information that is there for the asking. So ask!

Other Ways of Getting Information
Booklets, Pamphlets, and Bulletins

The United States Government Printing Office publishes 
many useful booklets and pamphlets (usually about mat-
ters of personal or U.S. government concern). State and 
local governments can provide you with materials of inter-
est. Other groups that publish useful materials include 
businesses, travel bureaus, trade organizations, chambers 
of commerce, and governments of foreign countries.

Many booklets and bulletins give correct information, 
but keep in mind that some of them were written to 
advertise certain products or ideas. Check information 
from these sources carefully for bias and propaganda.

You can order many pamphlets off the internet—tour-
ist offices are more than happy to send you information, 
and it will often reach your house just a few days after you 
request it.

Direct Experience

What you see or experience for yourself may be a good 
source of information if you have watched carefully and 
remembered correctly. Make sure you keep detailed notes 
of when, where, and what was going on.

Radio, Television, YouTube

Generally speaking, these resources are not as trustwor-
thy nor as valuable as books or reference materials, but 
they can help make a topic come alive. These might be 
helpful at the beginning of your project to gain excite-
ment about the topic.
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Movies, Recordings, Slides

Materials on many different subjects are available. You 
can get them from schools, libraries, museums, and pri-
vate companies.

Resource People

Sometimes you will be able to get information by 
talking with a person who has special knowledge. For 
example, if you were doing a study about Muslim beliefs, 
you may want to visit a local mosque or Islamic center. 
They may have someone who is willing to talk with you. 
Alternatively, you may know someone who has lived in an 
Islamic society.

When our daughter Amy was in eighth grade, she did 
a report on Islam. We called a local mosque and were 
privileged to talk for almost two and a half hours with a 
man whose sole job (as a volunteer at the mosque) was 
to answer people’s questions. Amy and I learned a lot by 
talking with him!

A Note About Interviewing

Here are some tips I have learned over the years for 
interviewing someone about your chosen subject.

1. Always have a set of questions pre-written before 
you go into an interview.

2. Be prepared to take notes. Bring a pencil and 
paper along. If possible, —and maybe even more 
important than the pencil and paper—bring along 
a recording device (with plenty of fresh batteries).

3. Concentrate on asking open-ended questions that 
can’t be answered by a simple Yes or No. Of course 
you can ask Yes or No questions (“Did you travel on 
vacation when you were growing up?”), but you 
ought immediately to follow them up with expan-
sive questions like, “Tell me about it”; “What was it 
like?”; or “What did your parents think?”

4. When you ask a question, listen to the answer. 
Don’t say “Unh-hunh” and look down at your piece 
of paper or stare off  blankly into space. Look your 
interviewee in the eye. When you have to look 
down at your paper in order to take notes, make 
sure you’re sticking with the person who is talking. 
Glance back up on a regular basis. If you need to 
say, “Can you hold on a second? I’m trying to write 
this down”—do it! Say what you need to say… . 
Just make sure you’re writing down information 
of importance; and make sure your subject (your 
interviewee) knows you’re listening carefully and 
are paying attention.

5. Follow up on answers. If your subject tells you 
something that startles, confuses or amazes you, 
make sure you pursue that: “Now, wait a second! 
I thought ____“; or, “Wait. I’m not sure I under-
stand … “; or, “Let me see if I got that straight. You 
said _____, but now you’re saying ______?” Most 
beginning interviewers have a hard time with fol-
low up questions. They ask their planned question, 
get an answer, and then move on to their next 
question. Don’t do that! Ask a question, listen, and 
then follow up.

6. When a new question pops into your mind, jot a 
note to yourself so you’ll remember it, but stick 
with the subject your interviewee is currently talk-
ing about.

7. Try to get your interviewee to say as much as 
possible. Your job is to listen, not to talk, but if you 
have to interrupt in order to be sure you’re under-
standing things correctly, interrupt right away!

8. Don’t ever assume you understand what your 
subject is saying. If you have any reason to think 
that you might be mistaken about the timing of 
an event, or just who it is he is talking about, stop 
your subject and ask: “Now was that the same day, 
or a couple of days later?” “Was that Fred or Jamie 
who said that?” You’ll be amazed at how people’s 
narratives jump around! Make sure you’ve got your 
facts straight.

9. If you “already know” what someone is going to 
tell you, ask them to tell you anyway! It’s always 
better to get a story in the other person’s words 
rather than your own.

10. If there’s any possibility that someone else may 
doubt what your subject says—even though 
you’re fully convinced it’s true—ask your subject 
the kinds of “Doubting Thomas” questions other 
people would ask. Let your subject defend his or her 
story; that way you’ll be in a position to defend it 
later if you’re called on to do so.

11. And, as an extension of #10: If you sense that your 
subject strongly believes in something, don’t be 
afraid to “play the Devil’s advocate.” Don’t let your 
subjects simply affi  rm that a thing is true; have 
them preach it to you. Prod them to get on their 
soapboxes and expound on issues. If you need to, 
play the role of someone who believes exactly the 
opposite of what you know they believe; argue 
with them (gently but fi rmly); push them to give 
you their best answer rather than an un-thought-
out or weak answer. The stronger their answers, 
the stronger your paper will be.
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As you look for materials, keep in mind that your end 
product needs to have a balanced bibliography. You 
should not get all of your information from the internet, 
or from magazines, or even from books. The best reports 
are ones that use many different kinds of resources. Your 
paper will be much better if you remember to use a vari-
ety of sources when you are gathering your information.

You should also find as many sources as possible, and 
seek out information from sources with which you would 
likely disagree. For instance, if you’re doing a report on 
gun control, you don’t want merely to quote gun control 
advocates; nor do you want merely to quote people that 
are against gun control. You should seek the viewpoints of 
people on both sides. It would be unfair to listen solely to 
either side of the debate. You need them both.  n
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Position Paper 

Writing a Position Paper
Another, more difficult, type of research paper is the 

Position Paper. For this type of paper, you still have to 
research and report on the results of your research, but 
you also need to argue for a certain point of view (based 
on factual research, not just your own ideas). You take 
a position, or give your opinion, and then explain what 
you think or believe and why you think or believe as you 
do, and try to convince the reader to agree with you. 
Your grade depends not only on how thoroughly you’ve 
researched your subject, but also how well you argue your 
position. Are your arguments convincing? Is your presen-
tation winsome?

Preferably, choose a subject of broad significance—
abortion, government regulation of the media, the envi-
ronment (global warming? pesticides?), or the like. If you 
feel hopelessly unable to write a position paper on such 
a big topic, then you may choose an issue with narrower 
consequences—why badminton should be an Olympic 
sport, for example.

If you feel overwhelmed by the number of choices, here 
are some suggestions for your consideration.

Think of subjects of broad interest that you and your 
parents tend to discuss. About what do you argue or 
disagree with your parents or friends? Those may be 
worthwhile subjects to research. You already know your 
position; now discover whether—or to what extent—
you’re right! Possible subjects in this category: television 
programs or television watching in general; the use of 
jewelry or make-up; relationships with members of the 
opposite sex; clothing; music or musical groups; money… .
The greatest problem with most subjects in this category 
is the limited amount of research material you’re likely to 
find. You’ll have to frame your question in such a way that 
you can do appropriate research.

Look for inspiration on the editorial page in whatever 
daily newspaper you subscribe to or in the commentary 
of your favorite blog. Read the editorials and the letters to 
the editor for a week and I can’t imagine you won’t realize 
you have read about at least one topic of interest or con-
cern to you! What are people talking about? What would 
you like to talk about? Besides the aforementioned global 
warming, other possible subjects include U.S. involvement 
in foreign affairs; the national debt; abortion rights; homo-
sexual rights; etc.

If you don’t get a daily newspaper, then read the letters 
to the editor in a news magazine your family subscribes 

to. You may need to look through several back issues to 
find one or two topics that spark your interest or get your 
blood rushing, but if the editors of the magazine are half-
way intelligent, they should include a few letters that will 
heat you up!

If you don’t like that suggestion—or can’t take advan-
tage of it—then perhaps you would like to go online to a 
site like www.townhall.com/columnists/, which features 
archives of dozens of conservative columnists, or www.
huffingtonpost.com/, which features liberal commentary. 

Some of the best position papers take a minority posi-
tion—one that no one expects, and, therefore, startles the 
reader. 

Something else to watch for: in a persuasive essay, your 
tone can make or break it. I know some writers who are 
brilliant, well-researched, challenging, but their tone is so 
sarcastic, so superior, so “above” everyone else, I can hardly 
stand to read them. Most people I know don’t want to 
hear a word that such authors have to say.

So make sure you avoid an “air of superiority” in your 
work. Write as if you were talking to a close friend: some-
one you care about but who happens to hold a different 
perspective than you do. Perhaps your friend is misin-
formed or confused. Don’t talk at your readers or talk 
down to them; talk to them. And, if possible, don’t talk to 
them as opponents, but as friends.

Whatever you do, your paper should demonstrate that 
you have done your research and that you know what 
you’re talking about.

One last note: begin from the perspective that part of 
your purpose is to convince people who currently espouse 
the opposite side of whatever issue you intend to talk 
about.

Take the time you need to determine your subject and 
what it is you want to argue for.

* * *

Once you’ve completed your preliminary studies and 
located your primary source materials, begin your infor-
mational outline.

As important as your statement of purpose is when 
doing research for a straight research paper, your state-
ment of purpose (or thesis) is even more important when 
preparing a position paper. With a position paper you can’t 
even begin to collect information until you know what 
you’re trying to prove. So write your statement of purpose. 
It should begin with the words, “I want to prove… .”

What do you want to prove?
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One advantage you will enjoy with this assignment over 
just about any other that you have done or you will yet 
do: if you take your inspiration from a letter to the edi-
tor or from a professional columnist’s opinion piece, you 
will have a focused base on which to build and a clearly 
defined position for which (or against which) to argue. In 
other words, it ought to be easy for you to write a power-
ful purpose statement.

Once you know what you want to prove, you’re going to 
have to find the material that will support your argument 
and that will undermine your opposition. Moreover, you 
will need to make sure you have taken the time to fully 
understand the issues and arguments your opponents 
would want to raise against you.

After you’ve gotten into your subject a little ways, it is 
possible you will find you’re not as comfortable with your 
original opinion as you thought you would be. Indeed, 
maybe you will even flip-flop on the issue. If you do, that’s 
okay. If you flip-flop, then you will need to gather all the 
data that will support your new position and demonstrate 
why your former position is invalid.

Also, as you research, your statement of purpose will 
almost surely change, because of the research you’ve 
done to that point. Perhaps you’ll find that your original 
thesis was too big: you can’t possibly prove everything 
you set out to prove, but you can prove part of it. Or you’ll 
discover you can’t prove your thesis at all (because you 
were wrong), so you have to prove its opposite. Or maybe 
you find that there just isn’t enough information to come 
up with a proof one way or another—you need to find a 
different thesis altogether.

However it works out in the end, in the beginning you 
need a thesis. Your thesis will help you focus your efforts. 
It will help you realize what books are going to be help-
ful and which ones are not. It will help you look in the 
indexes, and it will help you spend time looking only at 
those materials that pertain.

So, do you have your thesis in hand? If so, then research, 
and alter your thesis as you go.

Note that, when doing research for a position paper, 
your informational outline may be best organized accord-
ing to arguments. You’re not picking up information about 
various subjects or sub-questions. You’re trying to bolster 
various arguments. So organize your informational outline 
by argument:

1. Argument 1

a. Fact a

b.  Fact b

2. Argument 2

a. Fact a

b. Fact b

c. Fact c

3. Argument 3

a. Fact a

b. Fact b

c. Fact c

etc.

Note, too, that when presenting arguments, you should 
not only present information for your side; your outline 
should include plenty of quotes from your opponents. In 
fact, unless you show your readers what you’re fighting 
against, they may write you off altogether.  n
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Additional space for 
your record keeping.

More notes with important 
information about specific assignments.
The N symbol provides you with a heads-up 
about difficult content. We tell you what to 
expect and often suggest how to talk about it 
with your kids.

We schedule your 
optional Language 
Arts workbooks for you.

Find the Activity 
Sheets for students 
directly after the Notes. 
Find all answers within 
the Notes.

Find all Notes after the 
Schedule page.

How to Use the Schedule

4-Day Schedule:

This entire schedule is for a 4-Day program. 
We provide a blank cell on Day 5 to allow for 
your own activities and topics that you would 
like to teach your children.

Write in the week's 
date for your records.
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How to Assemble Your BookShark™ Instructor’s Guide (IG)

1. Confi rm that your large binder contains divider tabs. 
If you’ve not yet purchased tabs, we recommend that you do so.

2. Place the introductory material of your Instructor’s Guide(s) in 
front of the week 1 tab (1).

3. Place your IG week 1 material behind the week 1 tab (1). Repeat 
for the subsequent 35 weeks.
You may place Student Activity Sheets either behind their respective weekly tabs 
or in a smaller binder(s) for your student(s). 

4. Place Section Three of your Instructor’s Guide(s) behind the 
Section Three tab.

5. Place Section Four of your Instructor’s Guide(s) behind the 
Section Four tab. 

More easily manage your materials by pulling and using just 3–4 weeks at a time.

6. Remove 3–4 weeks of your IG material from the large binder and 
insert into a smaller “working” binder. After using, replace in the 
large binder and repeat.

Past and Future 
Materials

Current 
Materials

We recommend that you combine multiple IG’s 
(History, Science, and Language Arts) into a single binder.
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Understanding the Structure of Your Guide
This guide has been produced to make your implemen-

tation of the BookShark curriculum as easy as possible. 
We encourage you to relax and follow the 36-week plan 
included in the Schedules and Notes section (Section Two) 
of this guide.

If you follow our plan, you will be schooling your chil-
dren 36 weeks of the year. We recommend that you plan 
your school year right at the start so that you can meet 
your educational objectives as well as your family’s needs.

We have tried to vary the intensity of the work load 
throughout the year so that, following periods of intense 
activity, there will be times that are less stressful so you 
can catch up if you have fallen behind. It is okay to use 
more time to finish this program.

You are about to embark on an exciting journey 
with BookShark™ Language Arts curriculum! This guide 
consists of several parts:  

Section One 
The introduction to your Instructor’s Guide, provides a 

brief overview of your language arts studies for the year. 
We want you not only to know what to do, but why you 
do it. Though we give you many suggestions, we hope you 
will feel free to use your own ideas as well. 

Section Two
This section includes the heart of the program: record-

keeping/schedule sheets for each book. Use the schedule 
sheets as a complete list of each week’s assignments 
and to record what you’ve done each day. Simply place a 
checkmark by each assignment as it’s completed. You can 
use these sheets to record problem areas or subjects and 
topics needing special review as well. Please feel free—as 
always—to modify our suggested schedule to match your 
own—and your children’s—specific needs. 

One important reason to keep records is to demonstrate 
to others (government authorities, in particular) that you 
have been teaching your children—and to show the 
specific subjects you covered and the materials you used.

Also, we’ve included a number of general teaching in-
structions in Section Two, in the Notes section immediately 
following Week 1’s schedule. So, for example, if you’re won-
dering how to structure your instruction for the Student 
Activities, or want ideas for how to complete the Creative 
Expression assignments, check out Week 1—Notes. 

To make our Language Arts guides even easier to use, 
we’ve also included many tools and materials you’ll need 
in a given week after the weekly schedule in Section Two. 
Each week’s Notes now contain full instructions for com-
pleting assigned activities, as well as the Answer Keys and 
instructions for your children’s Activities. Please find the 
Student Activity Sheets here. 

Our hope is that you can open your binder each day and 
start teaching, without having to flip through the whole 
book to find what you need!

Section Three
This section includes resources that provide you with 

your Book List for the year, as well as the Topics and Skills 
and Recommendations for Teaching Language Arts. Here 
you will also find Language Arts Skills which you may use 
to assess your children’s skill levels and educational mile-
stones as they learn. These appendices are intended to 
help you monitor your children’s progress in these areas, 
not to establish iron-clad standards which your children 
must attain. You will also find Basic Phonics for Spelling 
Guidelines for your reference. 

Section Four
If you are new to the program, this section is where 

you’ll find helpful resources for new users. We will take 
time to discuss organizational tips, ideas for adapting this 
curriculum to fit your needs, record keeping suggestions, 
and other helpful tips.

Note: As you set up your Language Arts Instructor’s 
Guide to use for the year, we recommend that you use the 
binder and divider tabs that we have created specifically 
for our Instructor’s Guides. They include a tab for each of 
the 36 weeks.

Corrections and Suggestions
Since we at BookShark are constantly working to 

improve our product development, we would love it if 
we could get you to help us with this process.

We provide curriculum updates, Instructor’s Guide 
corrections, fixes, alterations, and more on our website, 
www.BookShark.com/curriculum-updates. You will find 
the latest notes and information about what has 
been changed as we have found errors, omissions and 
other issues to address.

Whenever you find an error anywhere in one of our 
Instructor’s Guides, please send us a short e-mail at: 
IGcorrections@BookShark.com. It would be helpful if the 
subject line of your e-mail indicated where the problem is. 
For instance, write “Kindergarten/Section Two/Week 1/Day 
3.” Then, in the message portion of the e-mail, tell us what 
the error is.

If while going through our curriculum you think of any 
way we could improve our product, please e-mail your 
suggestions to: IGsuggestions@BookShark.com. If you 
know of a different book we should use, if you think we 
should read a book we assign at a different point in the 
year, or if you have any other ideas, please let us know.
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Your efforts will greatly help us improve the quality of 
our products, and we very much appreciate you taking the 
time to let us know what you find. Thanks for your help!

Summary
We hope these instructions help you. Once again, if we 

can be of any further assistance, please don’t hesitate to 
write, or call. We would love to be of service.  n
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Getting Organized
Our full-grade curriculum includes many wonderful 

books which may tempt you to step right in and start 
reading … and burn out before you’ve even begun! In-
stead, we encourage you to relax, put the books away, and 
read through this introductory material. 

Scheduling the Year
We have carefully organized the materials in our full-

grade BookShark™ curriculum in such a way that the read-
aloud classics, award-winning books, and biographies will 
reinforce your children’s learning in the areas of history 
and, often, science. We have also tried to vary the intensity 
of the workload throughout the year so there will be times 
that are lighter. Take advantage of these times to catch up 
if you have fallen behind.

Schedule Your Year

If you follow our plan, you will be schooling your 
children 36 weeks of the year. The schedule included in 
your Instructor’s Guide is a 4-day, 144-day yearly schedule 
school program. The schedule is designed to save one day 
a week (we choose the fifth day) to do the other things 
that are important to you! Use this day to enhance your 
homeschooling adventure with a day of music lessons, co-
ops, sports, field trips, or other extra curricular activities 
during the school week. You may also choose to use 
this time to meet educational requirements set by your 
local district. We recommend that you plan your school 
year right at the start so you can meet your educational 
objectives set by both local and state education 
authorities as well as your family’s needs.

Our schedule leaves you 16 weeks during the year for 
“vacation” from homeschooling. If you decide to follow 
our schedule, we recommend that you distribute the 
vacation weeks throughout the school year. For example, 
you may want to take off extra time around the holidays 
or during the summer. If your family has an opportunity 
to travel, relatives are due to visit, etc., structure your 
“vacation” time around these events. Homeschooling 
gives you total flexibility in this regard.

Once your family has talked over various schedule 
options, we strongly urge you to block out the “school” 
and “vacation” times on your calendar and follow it 
because it is important to stay committed to educating 
your children during the calendar periods slotted for 
schooling.

Preparation for BookShark™ Curriculum
Spend a couple of hours looking over the books your 

children are going to be studying this year and become 
familiar with the teacher’s helps you own. You’ll want to 
look at the table of contents and indexes and flip through 
the problem pages to get a sense of what your children 
will be studying and how the book presents its material. 
Do the same with this Instructor’s Guide and all the books 
you’ll be using.

You may be a bit surprised at all your children are going 
to study in the coming year. But don’t worry! It’s not as 
hard as it may seem. Still, you need to be prepared for the 
task ahead. Ask yourself a few questions: Am I comfortable 
with the subject matter I am going to cover? What, 
specifically, must I study in advance if I am to help my 
children? You will be surprised at how much you will learn 
and how easy it is to learn from these books if you relax 
and enjoy the natural learning process!

Adapt Our Curriculum to YOU!
We have tried to make this guide as complete and 

helpful as possible, but if you lose sight of how it 
ought to be used, you may become convinced it is “too 
complex.” Because we think it is easier for you to leave out 
assignments than to create additional assignments, we 
have included more than ample suggestions. Do not feel 
obligated to use every assignment.  

For instance you may want to:

• Ignore some of the writing assignments in favor of a 
heavier emphasis on daily narration.

• Set aside some experiments for summer fun.

Your family may decide to use this guide and follow it 
to the letter or instead has a child who may request more 
books to read, more activities and/or crafts.

And at this moment you may be thinking, “What’s the 
use? This is too confusing!” Please don’t give up! You are 
homeschooling your children for a purpose. You are the 
teacher. You know your children, their abilities, and their 
needs. You are in control of the workflow for your children. 
We at BookShark can—and have no right to do anything 
but—make suggestions.

So, use what is helpful and ignore what you find 
overwhelming. Spread out the work. Use some of the 
books in the summer or read some of the Read-Alouds in 
the evening as bedtime stories. By thinking through your 
purpose and priorities now, before you begin to teach, 
you will be better equipped to teach your children in a 
calm and joyful manner when the time comes.

Use this guide as a resource; don’t permit it to 
“use” you!
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Modifying the Program
Q: “My children do not like to read (though they enjoy 

being read to).” or “My children just can’t keep up.”

If this is you, try these suggestions:

• Switch off  reading paragraph by paragraph with 
your child.

• Make use of books on tape, especially in the car. 
Check your library to see which ones they have.

Q: “My children can’t get enough!”

What should you do if you are in this boat? Go to the 
library. Do a search for a time period, era or person. You 
should get a list of materials available at that library and 
material that can be sent from other libraries. You should 
be able to look down the list for additional books, books 
on tape, and videos in the juvenile section to supplement 
your children’s curriculum.

Retaining Knowledge
Q: How can I be sure my children retain what they 

are learning?

You may be asking, what do you do as you are reviewing 
science with your children, it is apparent that while they 
remember the experiments, they do not get the concepts 
behind them? Essentially, the question is how can you be 
sure that what you are teaching is “sticking”?

We suggest making learning more “visual.” This can be 
accomplished in a number of different ways, including 
creating or designing a Language Arts notebook. These 
tools can help your children create a mental image of 
the experiment they conducted. Try repeating some 
experiments over again and incorporate more discussion 
on the topic your child is studying.

However, your primary goal should not be to just have 
your children memorize facts and dates, but rather to 
have them understand the big picture and how to learn, 
and where they can go to find the information they need. 
Retention occurs when they begin to understand the con-
tent and flow of the past. This happens gradually, through 
repetition, and with a student’s mental maturity.

Record Keeping
To keep track of your progress, simply place a check 

mark in the corner of each assignment block as your 
children finish it. That way you can tell exactly where you 
are. If your state requires you to keep a daily record of 
when (what date) you completed a project, and/or how 
many hours you spent on a subject, then record that 
information as well, then add your child’s initials next to 
the check mark or hours… .

Secret of the 
Andes

JC - 12/13/98

chap. 1

L - 12/9/01

12/13- 1:25

chap. 2-3 chap. 4

12/13

chap. 5


chap. 6

This one guide can then become both your planning 
guide and teaching record book. No classroom teacher is 
going to keep more thorough notes than you have here in 
one place!

Write notes at the bottom of the schedule page or in the 
margins about any problems your children encountered 
(so you can emphasize or review these matters later), 
and notes about things that particularly interested 
your children (as possible topics for creative expression 
assignments, drawings, etc.).

Note: We use day indications (Day 1, Day 2, etc.) on 
the schedule pages and the sequence of days (1 through 
180) so you can know at any time where you are in the 
school year. (Remember, the schedule included in your 
Instructor’s Guide is a 4-day, 144-day school program.) 
The day sequence numbers are smaller and placed in the 
lower right hand corner of the Day box at the top of the 
Schedule Pages.  n

Example:

day sequence
lower right hand corner of the Day box at the top of the 

Date: Day 1 Day 266 7



Language Arts 6 | Section Four | New User Information | 9 

©
20

16
 b

y 
Bo

ok
Sh

ar
k,

 L
LC

. A
ll 

rig
ht

s 
re

se
rv

ed
.

Tips When Using the Internet 
Whenever your children take a particular interest in 

something you’re studying, take a break and spend some 
time surfing the Internet together. Many parents have 
been surprised and delighted by how quickly and easily 
the Internet has sparked their children’s desire to learn 
and provided them with tools to dig even deeper in a 
subject area of their choice. 

We’re sure that, with a little practice, you will be able to 
track down almost anything you are looking for in a short 
amount of time. But before you start surfing, here are a 
few things to consider. 

Where Do I Start?

There are many search engines out there. We recom-
mend the following sites as good starting places for most 
research:

 www.google.com

 www.ask.com

 www.metacrawler.com

 www.ajkids.com (for kids)

If you don’t have Internet access at home, check with 
your local public library. 

Be Careful What You Ask For

By now, the potential dangers of the Internet are well-
known to most parents. Even if you use one of the many 
Internet filters available, you should always use caution 
when you choose keywords to search for. For example, 
an innocent search for the term “chicks” may return more 
than just the fuzzy farm animals your children are search-
ing for. Searching for “baby chickens” will likely be much 
safer. So, choose your search terms carefully!

Finding the Right Information

It’s amazing how much information is out there! But too 
much information can be a problem. So, how do you sort 
through the pile to get to only the information you really 
want? Here are our top ten tips for effective web research:

1) Search for phrases, single words, or even questions 
that target what you’re seeking.

2) Spelling counts! 

3) Phrase search terms in the same order you would 
use them in an everyday conversation. 

4) The more specific, the better.

5) If your request is too specific, gradually try a more 
general search.

6) If there is a phrase you want together in your 
results, put the whole phrase in quotes. 

7) If there is one word or phrase you absolutely need, 
put a + before the word or phrase.

8) If there is something you really don’t want, put a – 
before the word or phrase.

9) Use “or” to find information on more than one 
related item.

10) Only ask for one thing at a time.

Evaluating What You Find

When using the Internet for research, evaluate your 
resources carefully. Be discerning about what websites 
you use and trust. In fact, you should evaluate Internet 
resources much more thoroughly than you would another 
source. When you use an Internet source in research, make 
sure you write the entire URL down on a bibliography card 
along with the date you viewed it.  n
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