EFFECTIVE USE OF THE EVERYDAY WRITER 

HANDBOOK:  SOME EXAMPLES

Instructor’s Notes-The Everyday Writer by Lunsford, 

O’Brien, and Dresden

Exercises – The Everyday Writer by Lunsford
(A few copies of these two supplemental resources are on the tables 
for you to review during the session.)

http://bcs.bedfordstmartins.com/everydaywriter4e/
http://bcs.bedfordstmartins.com/smhandbook6e/Player/index.aspx
*  This site contains a wealth of resources for instructors.
Submitted by Jeanne Herman, HES Dept.
FTS 100-Women’s Health Issues

The Everyday Writer by Lunsford

Exercise:  Taking Inventory of Our Writing  - At least 20 minutes
*Modification of Activity from pgs. 11-12 in Instructor’s Notes;

Relates to the chapter on The Top Twenty from The Everyday Writer.

After the third writing assignment is returned in Women’s Health Issues we take some time to think about our writing and the comments on those assignments from both instructor and peers.  These assignments are typically 1-3 pages in length with varied audience, style, and topic related to course readings and discussions.

Step 1: Students are asked to assemble and carefully review the first three assignments they wrote that contain peer and instructor comments.

Step 2: Students write a summary of what they learned by reviewing these comments.  The summary may be a list or in paragraph format.

Step 3:  Each student then groups the comments within the categories for the Top Twenty (found within the Everyday Writer).
For example:  wrong word choice, missing comma after an introductory element, incomplete or missing documentation, vague pronoun reference, unnecessary comma, faulty sentence structure, etc.).

Step 4:  Students then make a list of at least 7 STRENGTHS of their writing based on comments and assessment of the three assignments.

Step 5:  Finally, each student describes 5 specific writing problems or goals to be addressed in the next assignment he or she writes.

*We take about a half hour to discuss this inventory and learn from one another.  The instructor collects and reviews the inventory with attention to steps 4 and 5.  On the fourth assignment, the instructor reviews the assignment and comments on the strengths and goals shared by the student in the inventory. 

Exercise: “Exploring Ideas”

Chapter in The Everyday Writer- 15-20 minutes

Concept Maps or Clustering 

Programs such as MS Word allow students to use diagrams or clustering techniques to think about a topic and explore ideas.  Clouds, circles, squares, and arrows can be used to generate ideas or questions and explore relationships among ideas.  Other programs such as Inspiration are also options but students are not likely to have this program on personal computers.  I am also amazed that many students rely on “outlines” and yet, when you ask them why they use an outline to think through a topic they respond, “that’s what we did in high school.” In FTS I try to introduce students to other techniques that may better resonate with their learning styles.

(Before this exercise, each student has chosen a topic for her first research-based paper.  This exercise occurs in class before we schedule a library session with a reference librarian. One could simply have students imagine a topic in order to teach the idea of clustering or a concept map as a means to think about a topic or paper but I find students take the exercise more seriously if they have a specific topic in mind.)

STEP 1:  Give each student a blank sheet of paper.  In the middle of the paper, each student writes the topic for the paper.  For example, students might write sexual assault, media impact on gender identity, assistive reproductive technology, the politics of health care in America, or some other topic.

STEP 2:  Each student passes her paper to the student sitting on her right.

That student begins a clustering diagram or concept map by writing a “question” or two she wonders about that is related to the topic.  This student then passes the paper to her right and this process continues until there are several questions written around the title.

STEP 3:  The paper is returned to the original student who then has 5 minutes or so to group questions into concepts that might be portrayed within an object such as a circle.

STEP 4:  The student shares the new concept map with another classmate who comments, offers suggestions, or adds new concepts or questions.  The paper is returned to the original student.

STEP 5:  Next, the student writes no fewer than three questions for each concept within the map or cluster.  These might be portrayed as clouds or connected to each concept by an arrow.  

STEP 6:  Instructor collects, reviews, and comments on the concept map to help the student move forward with thinking about the topic and paper.  The map is returned to the student before our library visit.

At this point we schedule a session or two with a professional librarian for help with database use, choice of quality sources, and other research techniques.

PROPER USE OF APA STYLE WITHIN RESEARCH-BASED ASSIGNMENTS
Students are asked to visit the following web sites and use information within The Everyday Writer.

http://bcs.bedfordstmartins.com/everydaywriter4e/
http://www.apastyle.org/electext.html
http://www.apastyle.org/faqs.html
I have students sign into the first web site and they can then access online supplemental materials.  In my class I have students use APA format for citations and often need to teach the citation style.  At the above website, students can create a password and sign in.  There are exercises and diagnostics related to APA format (multiple choice tests) that help them learn appropriate citation style for varied resources.

I also like the other two sources, particularly the third one.

There are a whole series of questions with links to answers about use of APA format.

For this exercise, students are asked to spend at least one hour reviewing information related to APA style using the above three web sites and the material in The Everyday Writer handbook.  They then complete the following exercise.  Students may do the exercise with a classmate if they wish.  

*If time permits, we will use peer review of the exercise.  Each student hands her exercise to a classmate who evaluates the document writing corrections as needed.  The two students then discuss and compare their work.  

EXERCISE:  PROPER USE OF APA STYLE TO DOCUMENT SOURCES

Student Name____________________________

Directions: Rewrite each citation below using APA format.

In-Text Citations

1.  In your paper you use this quote from a book written by James Jones and Latisha Johnson.  The book was published in 2006 and the quote is on page 156.  The title of the book is “Gender Identity in America.”

“It is expected that in the next decade, the birth rate in America will decline significantly as a result of economic pressure that affects decisions about contraception and health care.”


Use APA citation format for the above statement.

2.  How do you cite each of the following within your paper using APA style?

A.  An email from Peter Jeffries on October 5, 2008.

B.  A web page that lists no author:

Depression Among African American Adolescents in America

Published online on October 3, 2007  and found at http://www.cdc.gov/adolescents

C.  Material from a web site that has no author, no year, and no page numbers:  Fertility Testing Costs Increase in MN

You find the source on November 14, 2008 and decide to use it in your paper.  The web page URL is:  http://fertilityinamerica.org
D.  A reference to a book with no authors listed

The book is Merriam-Webster's collegiate dictionary.

You use the 11th edition that was published in 2005.

The book was published in Springfield, Massachusetts.

E.  An article in The Journal of Health Education.

The title of the article is “Health Care for the Few” and it was published September 2007.  The authors are Joseph Pearson, Micha Kellogg, and Rachel Landson.  You used information from pages 45-46.

References

APA Style calls for a list of references instead of a bibliography.  Create a reference list using APA citation for all of the above six sources.
---------------------------------------------------------------------------------------------------------------

EXPLORING THE EVERYDAY WRITER BY LUNSFORD

Please respond to the following questions as you read select sections within this text.  
CHAPTER 1 and 2
1.  Review this chapter and the twenty errors commonly made.  Identify THREE of the 20 errors you sometimes make.

2.  Introduction with clear thesis;  clear and well structured body of the essay that addresses thesis;  proper use of evidence within body of essay;  effective closure…

this general pattern is typical in a well-designed essay.  How do effective transitions relate to the above overall structure or pattern?

3.  Why are strings of short sentences so ineffective?

4.  What are two principles to remember in writing an effective paragraph?

5. Overall format and documentation style in this course is 12 point print, Times New Roman or Arial, double spaced, and use of APA for in text citations and references.

Any questions?

CHAPTER 3
Read before you do oral presentations in class.  You will do several presentations of readings and finally, your papers.
This chapter focuses on use of a computer for writing assignments.  I will assume you have computer and word processing skills.  If you need help, ask.
Design 2 questions for discussion related to oral and multimedia presentations.
CHAPTER 4
This chapter focuses on designing documents, using headings, visuals, and so on.

Read it as needed when you write in this course and others.

 CHAPTER 5
1.  Why is appropriate use of supportive evidence so critical in any piece of writing?

2.  How does a writer increase credibility?

3.  Why is it so important to pay attention to the VERBS a professor uses when describing an assignment?

4.  Think of two writing assignments you completed in high school.  Who was the audience for each and how did you modify the assignment to reach each particular audience?

CHAPTER 6
1.  On page 55 you will see an example of a “graphic organizer.”  Review it since we will use this technique in planning writing assignments.  What are key features of a graphic organizer?

2.  If our topic for a three page paper is to “compare and contrast” scholarly viewpoints on why more women than men live below the poverty line in the U.S., what are FOUR questions you would write to help you think about this topic and the research you will pursue?

3.  In this class we will visit the library to learn more about different databases to use in this and other classes.  Go to the GAC library website using your computer and find DATABASES.  Explore one that you think might be appropriate for use in this course and list that DB title here.  What kinds of sources did you find in the database?

CHAPTER 7
1.  Narrowing any topic is always a challenge but a critical step in any writing assignment.  The thesis helps us focus writing.  Based on the information on page 58-60, what is wrong with this thesis?

“Researchers and other experts believe that treatment for body image disorders must address physical, emotional, cultural, social, and gender differences.”

(Review the rest of chapter 7 very carefully.  Do you use an outline before writing a first draft?  Why or why not?)

CHAPTER 8
1.  Read about writing effective paragraphs.  What are three principles explained in this chapter that you need to pay attention to when you write an essay?

2.  On pages 80-82, the Introduction and Conclusion are discussed.  Think about a piece of writing you developed in high school.  What technique did you use for the introduction?  Conclusion?  What other techniques could one use?

(Chapters 9 and 10 address editing, a very important part of writing.  You will use these chapters as you write each first draft.)

CHAPTER 11 and 12
1.  Beginning on pages 118-123, there are several “emotional fallacies” or appeals that every writer must avoid.  Writers who are finding and evaluating sources must also look for use of these techniques when deciding whether to use a source.  As you review these fallacies, explain WHY the writer must be cautious when a source uses these techniques.

CHAPTER 13
You will carefully read this chapter before you begin the Compare and Contrast essay developed in this course.

CHAPTERS 14, 15, 16, 18 focus on research

The Compare and Contrast Analysis Paper in this class is a research-based paper.  Carefully read these chapters before you begin that assignment.  We will discuss research-based writing in class.

CHAPTER 17
1.  How does one decide whether to quote, paraphrase, or summarize?

2.  When should a quote be indented according to APA format?

3.  What is a “signal phrase” and when does a writer use one?

4.  What criteria does a writer use to decide when a sentence or idea should be cited?

5.  What are THREE examples of plagiarism?

6.  What is the GAC HONOR CODE and why would a college have one?

7.  How does plagiarism relate to that Honor Code?

Notice that beginning with chapter 24, the text helps a writer problem solve.  Sentence style, punctuation, and other writing conventions are discussed.  You will refer to these chapters as needed to better understand comments on your writing.

Now turn to page 423.  Study the section on APA style.  We will use APA in this course but you may well use the other styles as you complete your course work at GAC.  

THIS IS AN EXCELLENT RESOURCE YOU SHOULD KEEP FOR ALL FOUR YEARS AT GAC.  YOU WILL USE IT OFTEN AND PROFESSORS WILL REFER YOU TO A SECTION WITHIN THE BOOK AS WE SEE PROBLEMS WITH WRITING. 
Submitted by Sujay Rao

FTS – Latin America and the US

Assignment for Nobel Conference

In groups of 4, you will do an 8-10 minute oral presentation on one of the lectures from the Nobel Conference.  Either attend the lecture in the Lund Center or watch the video being displayed in Alumni Hall, Wallenberg Auditorium, or other locations on campus.  Your group will be responsible for reporting on this lecture to the rest of the class.  All members of the group must speak during the presentation.

Before attending the lecture, be sure to read The Everyday Writer, Chapter 13 Constructing Arguments, pp. 126-146.

1. What are the principal new findings or arguments that the speaker is trying to communicate?  How do they differ from older or alternative arguments?

2. What strategies does the speaker use to try to persuade the audience?  In particular, what kinds of appeals (ethical, logical, emotional) does the speaker use?

3. How well did the speaker’s style fit the situation?  For example, was the delivery too formal or informal?  Was a broad audience able to understand the speaker?  Did the speaker use visual aids effectively?

*Used four groups/four students per group.

------------------------------------------------------------------------------------------------------
Guidelines for Evaluating Nobel Conference Presentations

(adapted from Matthew Duncan and Gustav W. Friedrich, Oral Presentations in the Composition Course:  A Brief Guide, pp. 82-86)

Content

Thesis/Argument

· Do the speakers clearly explain the key findings or arguments of the lecture?  Can listeners restate the key findings or arguments in their own words?

Language choices

· Do the speakers define key terms and unfamiliar words?

· Do the speakers address the audience using an appropriate and effective tone, one that is serious and expresses confidence?

Transitions

· Do the speakers clearly and smoothly link sections of the presentation?

Evidence

· Do the speakers clearly explain the key points in the lecture?

Credibility

· Overall, do the speakers seem credible and convincing?

Delivery

Voice

· Can you understand the speakers?

· Are the speakers loud enough (but not too loud)?

Pace

· Is the pace comfortable, not too fast or too slow?

· Do the speakers repeat or emphasize complex or confusing concepts?

Nervousness

· Do the speakers seem relaxed and comfortable?

· Do the speakers avoid most filler words such as “uhh” and “umm”?  Is the number of filler words distracting?

Engagement with the audience

· Do the speakers make eye contact?

Have the speakers adapted the material well for the audience, including using visual aids (such as the blackboard or PowerPoint) where appropriate?
Submitted by Dr. Eric Carlson

FTS 100-041: Backing Hitler, Defying Hitler

Preparing for Research
10/13/08
Writing a thesis statement.  

Read the introduction to the essay by Helen Boak on the back of this sheet.

What is the TOPIC of this essay?
What is her research question?
What is her thesis statement?

Formulating a research question.  (See 16b [p. 142] in The Everyday Writer.)

TOPIC:  The Hitler Youth

ISSUE:  
RESEARCH QUESTION:

WORKING HYPOTHESIS (i.e. preliminary thesis):

Library Exercise #2 

Distributed: 10/13/08

Due: 10/17/08

Purpose:  In order to continue developing your skill in locating the resources that you will need for research and writing, we will have a second library session with Michelle Twait.  This session will be designed to focus on your research project, and this exercise relates to that project.  

Tasks:

BEFORE MEETING IN THE LIBRARY PREPARE THE FOLLOWING:
1. Identify your research question (or, at least, the larger topic out of which you will develop your question).  If you really have no idea what you want to do for your research project, it’s okay at this point simply to pick an area of interest within the larger topic of Nazi Germany.

2. Identify search terms (keywords) that you might use to search for books and articles on your topic.

Write these on the back of this sheet.

DURING OUR LIBRARY SESSION:

3. Using PALS, identify a book in the Gustavus Library collection that seems like an appropriate book to use for your research.

4. Using WorldCat, identify a book not in the Gustavus Library collection that seems like an appropriate book to use for your research.

5. Using our online databases, identify one article in a scholarly journal that seems like an appropriate article to use for your research.

LIBRARY EXERCISE (WHAT YOU HAVE TO TURN IN TO ME)
1. Provide the full citation, following the MLA format for a list of works cited (§54 of The Everyday Writer) for each of the three works identified.

2. Write a paragraph in which you tell me what your research topic/question was for this exercise, and what search terms you identified to use.  Describe how well the terms worked in your search.  How, if at all, did you change them to refine your search?

3. Write a paragraph for each of the three works in which you do the following:

· Describe how you found the item (what databases, search terms, or whatever).

· Is the item in the Gustavus library, in a different library only, or available on line? How you will get it? For example, do you need to order it from interlibrary loan?

· Explain why you decided that this work was relevant and credible, and therefore worth using for your project.  For articles, address as much as possible the criteria on p. 160 of The Everyday Writer.

4. Describe any insight(s) that you got into research and the use of the library.

If you have any problems, it is entirely appropriate to ask a librarian for help with locating books and articles.  

Audience, format, and language:

I am your audience.  I have asked for 3 citations and 5 brief paragraphs; 2-2½  pages should be enough to provide a complete response.   I prefer a typed response, but I will accept a legible handwritten one.  In the upper left corner, provide the following:

Your Name

FTS-100-041

Library Exercise #2

The Date, 2008

Informal language is fine.  Some of these things don’t even require complete sentences.

Assessment and grading:
When I assess these exercises I will be looking for accuracy and evidence of care and thought in pursuing the analytical portion.  You will receive a + if the exercise has been completed in an unusually thoughtful manner.  You will receive a ( if everything meets the basic expectations.  You will receive an X only if you do not complete some portion of the exercise, or complete something in a manner that is inaccurate or generally not up to college level work.

Submitted by Dr. Becky Fremo, English Department and Director of the Writing Center 
SCAVENGER HUNT:

LEARNING TO LOVE YOUR LUNSFORD'S EVERYDAY WRITER

Working in small groups, search the Lunsford book to locate passages/ chapters that help you explain the issues listed below to your student clients at the Writing Center.  Jot down the references to the useful page numbers, too.

GROUPS ONE AND THREE

1. Your client doesn’t understand how to use semicolons properly.

2. Your client doesn’t know how to cite an article in APA style format.

3. Your client has several comma splices in her paper.

4. Your client tends to use short, choppy sentences.  You want to give him examples of sentence variety.

5. Your client doesn’t understand the difference between active and passive voice/verbs.

6. Your client is having difficulty knowing which tense to use in different parts of his paper.

7. You want to show your client an example of a split infinitive.

GROUPS TWO AND FOUR
1. Your client uses ’s in words like theirs, yours and hers.

2. Your client doesn’t know how to cite a book in Chicago style format

3. Your client doesn’t understand what a run-on sentence is.

4. Your client uses lots of fragments in her writing.

5. Your client has problems with subject/verb agreement.

6. Your client is having problems with parallelism in her paper.

7. You want to show your client an example of a dangling modifier.

--------------------------------------------------------------------------------------------------------------------

Style Analysis Exercise

(Becky Fremo uses this with Writing Center tutors, Education majors, 

and composition classes.)

Paragraphs

How many paragraphs do you see?  How long are they?  

How would you describe the order in which they appear?  Do they become increasingly complex, or less complex, as you read?

Are they descriptive, narrative, persuasive, or expository?  How do you know?

How do you connect the paragraphs?  What kinds of transitions do you use most often?
Use the Everyday Writer in order to identify the patterns of organization that you typically use (61-82). 

Sentences 

Focus on one body paragraph in your paper.  Using The Everyday Writer, describe and identify the types of sentences you use most often.  How many sentences are compound?  Complex?  Simple?  

Do you see fragments or run-ons?  If so, what purpose do they serve?

How would you characterize your own sentences?  Long? Short?  Breathy?  Staccato?
Do you alternate long ones with short ones?  If not, why not?  If so, why?
Words 

What kinds of words do you see?  Long ones? Short ones?  

Where do they come from?  Did you use a thesaurus or dictionary?  Do you see "strong verbs" and "concrete nouns?"   (ran vs. did run    swiss cheese  vs. food)

Images and Figurative Language
Do you see metaphors or other examples of figurative language here?

Voice

How does this writing "sound?"  What makes it sound like that?

Tone

What's your attitude toward your subject matter?  How is that attitude manifested?
Point of View

Do you use first, second, or third person?  Why? 
Submitted by Dr. Patricia A. Kazarow, Music Department
FTS-100-178

Library Worksheets:  Resources for each of the four levels

In the essay, "The Power of Music," the effects of music were categorized on four levels:  the physical, the psychological, the symbolic, and the transformational.  Use these worksheets to record citations for journal articles, essays, sections of books, web sites, and other scholarly resources that describe issues, studies, questions, et al. related to each level.  The resource for the physical level that you will present for RWA #1 may be chosen from these; the others may serve as resources for the assignments throughout the rest of the semester, including your semester research report.  Consider these worksheets as brainstorm tools for you to gather your ideas.  The contents of these worksheets will be shared in general discussions of topics.

Guidelines:

1)
Find five resources, with at least one of each of the following types:  book (or chapter of a book), journal article (if you choose to do more than one, at least one must be a non-online resource), an authoritative, scholarly World Wide Web site (not a journal!) for each level.

2)
Place an asterisk before the resource in which you have a particular interest.

3)
Explore a wide range of topics, i.e., do not cite resources about the same issue.

4)
Consult Lunsford (pages 380-409) for the proper MLA documentation style.  Place the page number as well as the item number from the Lunsford handbook for the type of resource in the space provided before the citation for each item that you have chosen.  Your citation should perfectly match this model.  Be sure to consult the prose text that appears under each Lunsford item.  Read the Source Maps (for books, articles from periodicals, and articles from databases, and works from Web sites) peppered throughout that chapter for additional assistance.

5)
Please word process this assignment; double space your "brief descriptions."

6)
Each "brief description of the topic" must contain at least three sentences as well as about sixty words.

7)
This assignment for the first two levels will be returned for revision if the format of MLA citations is not perfectly correct; for levels three and four, each MLA citation error is worth one point to a possible 15 points, the value of the entire assignment.  For these last two assignments, you will not have the opportunity to revise; by this time, you should have mastered MLA citation format.

*Each of the following would be one-page handouts.

Dr. Patricia A. Kazarow

FTS-100-178

Library Worksheet #1:  The Physical level

1.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

2.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

3.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

4.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

5.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

Dr. Patricia A. Kazarow

FTS-100-178

Library Worksheet #2:  The Psychological level

1.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

2.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

3.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

4.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

5.  Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

Dr. Patricia A. Kazarow

FTS-100-178

Library Worksheet #3:  The Symbolic level

1.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

2.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

3.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

4.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

5.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

Dr. Patricia A. Kazarow

FTS-100-178

Library Worksheet #4:  The Transformational level

1.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

2.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

3.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

4.  Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource:

5.
Lunsford page ____; item number ____

Citation:

Brief description of the topic of the resource: 
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