Writing on Demand and Writing with Time Guidelines

Honors, Pre-AP, AP English

I.  Writing with Time--The Formal Take Home Essay Guidelines

Introduction:  The introduction includes a lead or attention-grabber, the author and title, a carefully worded thesis statement which may be required to be the last sentence of the first paragraph, and a preview of major points.

Material:  Each major point should be clearly and logically explained and supported.

Organization:  Each paragraph contains a topic sentence and clearly focuses on the thesis statement.  Each paragraph has several support sentences that add details, examples, facts or arguments that develop the topic sentence.  Longer paragraphs should have a closing sentence that ties the paragraph together.

Transitions:  Each paragraph should have a transition that ties it to the preceding paragraph.

Conclusion:  A conclusion restates the thesis, summarizes key points or preferably brings the essay to a close with an enlightened point which makes the essay worth reading all the way through until the end.

Tone:  formal-- no contractions, no first, second pronouns, no editorializing  about writers’ greatness in analysis but less formal in argument where you can use contractions, first person.

Title:   Choose an appropriate, creative one.

Drafts:   The paper will go through multiple drafts before being turned in.  Sometimes each draft is graded for certain criteria.  Typically a paper is revised, edited and then proofread.

Presentation:   The paper is neatly typed following the assigned guidelines.   The paper is free of spelling, punctuation, or grammar errors.

-word processed 

-12 point font 

-Easy to read font like Times Roman 

-double spaced 

-every page but the first numbered 

-Heading on first page upper right corner:  Name (first and last) date, draft # 

-Heading on every page but the first:  last name/pg # =    Leftwich/2

-Draft #1 must be included with revision for first essay; every essay after the  

                 first one must have 2 rough drafts with revision and editing 

-Stapling order:   the newest draft always goes on top and the oldest draft 

                 always goes below in descending order so that the oldest draft is the 

                 lowest in the stack of drafts.

1 inch margins all around

Do not justify/align right margin

MLA format for research

Indent 5 spaces for each new paragraph 

II.  Writing on Demand:   The In-class/Timed Write/AP Essay/  Guidelines

Introduction:   Get to the point immediately!  Don’t worry about the lead.  Answer the question or the prompt directly.  (Instead of saying, “In this poem the speaker clearly shows his attitude toward love…” say, “The speaker shows a very cynical attitude toward love…”)

Material:  Be sure to use specific details from the text to support your general answer or in the case of argument specific examples.  Do not quote long passages, but do make specific references to text and include short quotations.  Use the LEAST amount of quotation to make your point.

Organization:  Although ideally you would like to set up perfectly logical paragraphs and coherent analysis, time restraints may make this impossible.  Try to plan you general structure ahead of time, but feel free to stray from the plan if it’s necessary to cover the material.   Your reader will understand your time constraints.  Essentially, the first paragraph will directly answer the question or prompt, the middle paragraphs will provide specific details to support that position, and the final paragraph will tie ideas together.   { Tell me…show me….tie it together!}

Transitions:  Try to provide logical flow between paragraphs, but do not be afraid to break the flow if you discover important ideas that need to be added.  Here you can use conversational transitions to bring in addition material:  “Let me back up for a minute to clarify a point made earlier…” or use arrows to indicate a section you wrote later would be inserted in the appropriate place if you had the time.

Tone:  Tone tends to be more conversational.  You are trying to show that you understand the question or the prompt.

Title:  not needed.  Don’t waste the time.

Drafts:  One draft is all you have time to do.  Make your writing as legible as is reasonable to expect in the limited time allotted.  Do not use valuable time trying to recopy the essay.  Be sure to use dark blue or black ink. Do not use  White-Out as it takes time and breaks the flow of ideas.  Neatly cross out errors and keep writing.  Readers will tolerate a few spelling or punctuation errors because of the time constraints.  However, if errors are too frequent they will hurt the flow of the reader and give the impression that you have poor language skills.  Be careful but not obsessive.

III. Writing on Demand:  The Untimed/ In-Class Essay/ SOL prompt

Introduction:  The introduction includes a lead or attention-grabber, the author and title, a carefully worded thesis statement, and a preview of major points.

Material:  Each major point should be clearly and logically explained and supported.

Organization:  Each paragraph contains a topic sentence and clearly focuses on the thesis statement.  Each paragraph has several support sentences that add details, examples, facts or arguments that develop the topic sentence.  Longer paragraphs should have a closing sentence that ties the paragraph together.

Transitions:  Each paragraph should have a transition that ties it to the preceding paragraph.

Conclusion:  A conclusion restates the thesis, summarizes key points or preferably brings the essay to a close with an enlightened point which makes the essay worth reading all the way through until the end.

Tone:  formal-- no contractions, no first, second pronouns, no editorializing  about writers’ greatness.

Title: optional

Drafts:  will probably be two drafted the first of which is carefully revised and edited

Presentation:  Will be as neat as possible probably handwritten using the guidelines given with the prompt.  Each testing or assignment may provide unique guidelines so follow carefully.

Note:  Each writing assignment has specific guidelines to follow so always proofread with the specific writing situation and assignment in mind.

