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When writing an essay for all English and social studies classes, you are to observe the standards set forth here—no exceptions. The font is uniformly 12 pt; this includes the header and title. Typestyle is Times New Roman (as used here). Margins are 1” – 1 ¼” all around.  

     
Unless otherwise directed, all essays are to be written in third person. If writing in first person, one must avoid the phrases “I think,” “I feel,” and “in my opinion.” In formal essay writing no one cares if the author thinks, feels, or has any personal opinions whatsoever. The essay itself should demonstrate your critical and creative thinking. Moreover, vague words such as “nice,” “really,” “a lot,” and the like are no substitution for clear, precise communication.
     
Indent for paragraphs using a ½” tab. Do not skip spaces between paragraphs. The essay is double-spaced, with the header single-spaced and in the upper right hand corner with the information indicated in the example above. Essays are stapled at the upper left. Insert page numbers (look under “insert” on your toolbar). All punctuation is within quotation marks save for colons, semi-colons, and dashes.  

Listen to Mr. C. describing how he and Ms. Woodward teach together: “I might explain that a quote within a quote uses single quotes as markers. Ms. Woodward will add, ‘Furthermore, one must remember that a long quotation such as a paragraph is indented and single-spaced without quotation marks.’ Then together we direct the students to the absolutely fabulous little button toward the right of the toolbar that indents the entire passage’” (Carawood’s Grammar, 3-4).

     
Proofread your work after spellchecking. Spellchecking cannot distinguish between words that are correctly spelled but may be wrong for the context, e.g. “boarders” and “borders.” And remember this handy phrase: “They’re going to curb their dog over there, next to the fire hydrant.” There are too many students who think they’re using the right “there” for their purposes when sadly, they are not. (Notice that I did not use the contraction “they’re” for “they are.” Avoid contractions when writing essays.) 
     
And finally, never, ever use false organizers such as “in conclusion,” a phrase that nearly always indicates the lack of one. And last but not least, remember to interest your reader! Make him or her eager to read that next clear, elegant, insightful, and thesis-supporting sentence.

This is a checklist you are required to fill out with every essay draft:

___1.
12 point Times Roman, double-spaced, with numbered pages if more than one page.
___2.
Title relevant to thesis.

___3.
Indent for paragraphs.  Do not skip spaces between paragraphs.

___4.
A clear, coherent, identifiable thesis statement.  Can you find it?  If you can’t, neither can I. Remember, you are out to prove the how or why of a what.
___5.
Third person only.
___6.
When discussing literature, the present tense is used.

a. Use active rather than passive voice.

b. Avoid the conditional: would run, would tell, would say, etc. unless truly warranted.

___7.
Every sentence must be complete—no fragments.

___8.
No inappropriate diction.

___9.
There will be no misspelled words.

___10.  You will check your current work against your previous draft/s. I should not see any 


  repeated errors. PROOFREAD and READ THE ESSAY OUTLOUD. 
You will be graded down for any infractions of the above.  No exceptions.  You are wasting me as a resource if you squander my exceptional reading powers.  
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