Ms. Richmond

English 221 and 231
A Guide to Critical Writing
Expectations for Writing

I am asked many questions throughout the year about what expectations I have for your writing. Below are the basics. Do not take this as a complete list of requirements; read the directions for each assignment. Most mistakes are made – and points are lost – through carelessness. Keep this guide with you and reference it every time you turn in a writing assignment.

· Full effort should be put into each writing assignment. You are not expected to be a professional writer, but you are expected to put in the best effort you can.
· Most writing this year will be formal in style. This means:

· Write in third person – do not use “I,” “you,” “we,” etc.
· Put all verbs in present tense for essays
· Do not use contractions (cannot, should not, is not, etc.)
· All papers (essays, creative stories, reflections, etc.) must be typed.

· All typed assignments should meet these standards:

· Double spaced
· 12-point Times New Roman font, 11-point Calibri font, or 10-point Arial font
· 1-inch margins all around
· Page numbers (Go to the Insert Menu, then click on Page Number towards the right side of the screen)
· Cover page with correct heading (double spaced):

Your Name
Ms. Richmond

English 221 (or 231 for juniors)

Date (with month spelled out)

· Be sure your papers are divided into paragraphs. Indent each paragraph. 

· Use MLA in-text citations and a Works Cited page to give credit to any and all sources used (other handouts will give more detailed directions on this)
· Papers, projects, or presentations that are late will be docked one letter grade per day. After the fourth day late, they will not be accepted.

· Pay strict attention to grammar, spelling, and mechanics. Use spell check to guide your editing process, but please realize that it is not perfect.

· No paper is complete unless you (or someone else) have proofread it first.

Plagiarism 

Plagiarism is using information from a text – summarized, paraphrased, and/or quoted – without giving proper credit to the source. Do not plagiarize! Any student found to be plagiarizing will fail the assignment and face discipline from the Director of Students.

Common Grammar Mistakes from Diana Hacker’s The Bedford Handbook (Part V)
· Then/than


Than is a conjunction used in comparisons.



I like pizza better than artichokes.


Then is an adverb denoting time.



We went to the store; then we returned home to unpack the groceries.

· You’re/your


You’re is a contraction that means “you are.”



You’re the best piano player I know.


Your is a possessive pronoun.



Would you like your book bag back?

· Their/there/they’re


Their is a possessive pronoun.



Bert and Ernie said hello to their friends on Sesame Street.


There is an adverb specifying place; it is also an expletive.



Adverb: Place the books there.



Expletive: There are four quarts in a gallon.


They’re is a contraction that means “they are.”



They’re going to be late to class if they don’t hurry.

· Who/whom


Who is used for subjects and subject complements.



The receptionist knows who you are.


Who is going to the movies tonight?


Whom is used for objects.



Whom did the committee select?



The tutor whom I was assigned to was very supportive and helpful.

· To/too/two

To is a preposition or an infinitive.


I went to the store.

Too is an adverb meaning “excessively” or “also.”


There is too much mayonnaise on this sandwich.

Bob would like an apple too.
Two is a number.


Please give me two pieces of pizza.

· Where/were/we’re

Where describes a location.


Where are you going?

Were is a past tense form of the verb “be.”


They were going to the mall.

We’re is a contraction for “we are.”


We’re going to the mall.

· It’s/its

It’s is a contraction for “it is.”


It’s a sunny day.

Its is a possessive pronoun.


The bookshelf is wobbly. You need to fix its legs.

Common Grammar Mistakes cont’d – from Diana Hacker’s The Bedford Handbook (Parts V and VII)
· Sentence fragments/incomplete sentences

Sentences must have both a subject and a verb to be a complete sentence.



Fragment: And then walked to the bus.



Sentence: I left my house in the morning and then walked to the bus.

· Subject-verb agreement

In the present tense, verbs agree with their subjects in number (singular or plural) and in person (first, second, or third).



Incorrect: He like peanuts.

Correct: He likes peanuts.

Incorrect: I is the best basketball player at my school.

Correct: I am the best basketball player at my school.

· Use of commas (Bedford Handbook, Part VII)
Commas are misused, misplaced, or forgotten very often. Reference the Bedford Handbook for appropriate comma use.



Warning: Commas do not take the place of periods or semicolons.


Incorrect: It was the night of the championship game, I knew I had to step up for the 

team.



Correct: It was the night of the championship game. I knew I had to step up for the 

team.

Use the Bedford Handbook! It is your best grammar and style source!
Abbreviations that I use while editing your work:

IS =  Incomplete sentence. This is otherwise known as a sentence fragment.

SVA =  Subject-verb agreement. Your subject and verb do not agree.

ROS =  Run-on sentence. Find a way to split this mistake into two sentences or clauses.
Note: If you make a mistake several times in the same paper, I may correct it only once. Check to see what else is circled on your paper and then reference my earlier corrections to see how to fix the mistake.
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