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HALIFAX

LEARNING COMES TO LIFE IN PURSUIT OF EXCELLENCE

COURSE SYLLABUS
Spring SEMESTER 2011

Course and Prefix Number: COM 231 102 (NCIH &Web Assisted)

Course Title: Public Speaking
Class: Lab: 0
Shop Clinical/Internship: 0 Semester Credit Hours: 3

COLLEGE MISSION STATEMENT:
HCC strives to meet the diverse needs of our community by providing high-quality, accessible and
affordable education and services for a rapidly changing and globally competitive marketplace.

INSTRUCTOR: S. Askew

OFFICE NUMBER(S):112A

OFFICE HOURS: (TBA)

OFFICE PHONE: 252-536-6384

E-MAIL ADDRESS: askews@halifaxcc.edu NOTE: Please send all emails to this address as Blackboard
only sends to the g-mail address which is a secondary email address that | do not check daily. | will
respond to email as soon as possible. Due to the number of students and duties, | may not be able to
respond emails within 12 hours. Note, | do not guarantee to respond to email after evening hours or
over the week-end. If you need immediate assistance, please send email before 5:00 pm and I will
respond as soon as possible.

INCLEMENT WEATHER: (252) 536-6351

ACADEMIC & STUDENT SERVICES INFO: http://www.halifaxcc.edu (Link=Catalog)

CLASS SECTION NUMBER: 102
CLASS MEETING DAYS & TIMES (if applicable): TTh 9:30-10:50 Rm. 143

COURSE DESCRIPTION:

The course provides instruction and experience in preparation and delivery of speeches within a public
setting and group discussion. Empbhasis is placed on research, preparation, delivery and evaluation of
informative, persuasive, and special occasion public speaking. Upon completion, students should be
able to prepare and deliver well-organized speeches and participate in group discussion with
appropriate audiovisual support. This course has been approved to satisfy the Comprehensive
Articulation Agreement general education core requirement in humanities/fine arts (substitute). This
course is also available through the Virtual Learning Community (VLC).

PREREQUISITES: None
COREQUISITES: None

HCC POLICY NOTE:
Students must notify the instructor and withdraw from the class if they do not have credit for the
prerequisite course(s) listed above or if they are no longer enrolled in the co-requisite class.


mailto:askews@halifaxcc.edu
http://www.halifaxcc.edu/

TEXTBOOK(S), MATERIALS, AND WEB-ASSISTED RESOURCES:
Required: Text: Invitation to Public Speaking. Third Edition.
Author: Cindy Griffin
Publisher: Thomson-Wadsworth
ISBN: 0-495-00655-6
Copyright: 2006
Web resources: www.wadsworth.com www.thomson.com/learning

STUDENT LEARNING OUTCOMES:

At the completion of this course, the student will be able to:
e Prepare and deliver well-organized speeches
e Develop, improve and value his/her personal speaking and listening skills and
¢ Understand and develop appropriate usage of both verbal and nonverbal
communication skills
Utilize and integrate gained knowledge to enhance communication and relationships
Develop skills in finding speech material
Develop clear statements of purpose for his/her speech
Develop thesis statements for speeches
Identify strategies for adapting to audience expectations
Understand the importance of gathering supporting materials from the internet, the
library and personal interviews
Explain the differences between spoken and written language
Evaluate other speakers
Participate in group discussions
Deliver speeches for various types of situations and audiences
(GENERAL EDUCATION COURSE COMPETENCY).

COURSE EVALUATION CRITERIA:

There will be at least four major speeches that will be used as tests for the course and at least two
written tests from materials covered in text or in class. Students are required to read each chapter by
the assigned dates and to summarize each chapter and respond to the chapter review questionsin a
notebook that will be reviewed by instructor. Twenty chapters will be included with each chapter
credited at five points.

Please be patient with the grading process. | will work diligently to have grades posted as soon
as possible but in particularly, prior to the due date of the next assignment. Because of the
number of students having to deliver speeches, it is not possible to give speeches back the same
week of delivery. | do not pass speeches back until class has presented as a whole. If you know
that you have completed an assignment and did not receive a grade, please see me.

EVALUATION SCALE:
e 93-100 (A)
e 8592 (B)
o 77-84 (C)
e 70-76 (D)

e 69 & below (F)


http://www.wadsworth.com/
http://www.thomson.com/learning

EVALUATION POLICIES:

ATTENDANCE:

Students will be withdrawn from the course by the instructor after five (5) consecutive days of absences,
Two (2) missed assignments or a total of ten (10) days of absences. It is the student’s responsibility to
inform the instructor of any anticipated absences. If you decide that you cannot complete this course, it
is recommended that you comply with the steps for withdrawal outlined below for otherwise it may
affect one’s academic and or financial aid assistance. Students who miss class on assigned assignment
dates will not be allowed to make up that assignment unless an unforeseen emergency. Three tardies
will account for an absence.

WITHDRAWING FROM THE CLASS:

Per HCC's Attendance Policy 506.00, students may withdraw from a course by completing a Drop/Add
form and submitting it to their instructor, advisor, or Dean of Curriculum Programs. Students who do not
submit the appropriate forms for withdrawal or attend classes within the guidelines outlined in this
policy may have adverse transactions occur on their record, which may include removal from the course,
or a grade of W, WF, or F in the course. Students who are withdrawn from all courses may further have
adverse transactions occur with their financial aid status including owing a repayment of disbursed
financial aid funds.

ACADEMIC INTEGRITY:

Plagiarism and cheating will not be tolerated. Halifax Community College is responsible as an accredited

institution for guaranteeing academic integrity. Cheating and plagiarism destroy academic integrity.
Cheating is the intent to deceive the instructor in his or her effort to evaluate fairly an academic
assignment. Cheating includes copying another student’s homework, class work, or project
(partly or entirely) and submitting it as his or her own; giving, receiving, offering, and/or
soliciting information on a quiz, test, or exam; or plagiarism.

Plagiarism is the copying of any published work such as books, magazines, audiovisual
programs, electronic media, and films or copying the essay or any written work of another
student. Plagiarism occurs when a student uses direct quotations without proper credit and
proper punctuation and when a student uses the ideas of another without giving proper credit.
PLEASE SEE ATTACHED DOCUMENT, LBJ WRITING CENTER. THIS BOOKLET IS ALSO ATTACHED IN BLACKBOARD
Under Course Documents.

STUDENT RESPONSIBILITIES:

Campus Safety & Security

Safety drills will be conducted periodically. An announcement will be made using the speakers in
hallways and classrooms. Please follow instructions carefully. You will be required to view a training
video online and to take a short quiz to be sure you fully understand your responsibilities during an
emergency on campus.

ID Badges
Students must wear their ID badges on campus.

Drugs, Alcohol, and Firearms
All state and federal laws apply on the HCC campus regarding the use, possession, sale, etc., of drugs,

alcohol, or firearms. These items are not allowed on the campus or instructional sites of HCC. This
includes cooperative work sites and clinical lab sites. If a student disrupts the educational process and is
thought to be under the influence of drugs or alcohol, campus Security will be notified.



Use of College Computers

Use of HCC computers in classrooms or computer labs (with the exception of the ERC) is limited to use
of software and Internet sites determined by the instructor to be appropriate. Accessing any website or
using any software not authorized by the instructor is prohibited and will result in dismissal, referral to
the Dean of Student Services, or both.

Children
HCC students are not permitted to bring children in classrooms while classes are in session. Please see
the HCC Catalog for details.

Student Conduct

Students are expected to maintain student conduct consistent with Policy 510. These responsibilities
include academic performance and social behavior consistent with the mission of the College.

Cell Phones

Cells phones are prohibited in this class and the utilization of cell phones could give grounds for being
dropped from the course.

Dress Code
This is a public speaking course. Please do not wear pajamas, slouching or sagging pants or bedroom
shoes to class or you will be asked to leave and to return the next session properly dressed.

Students with Disabilities

Halifax Community College is committed to providing equal educational opportunities for students with
documented disabilities. Any student who thinks he or she will need academic accommodations is
encouraged to speak with a Disability Services Counselor. The Counseling Center is located in Building
300, Suite 323. The hours of operation are: M-Th, 7:30 am - 6:30 pm, and Fridays 8:00 am - 5:00 pm.
Counselors can be reached at 252.536.7207 or 252.536.7207. Accommodations are not retrospective;
they begin at the time the student provides the appropriate documentation to the instructor, and, must
be updated each semester

CAMPUS RESOURCES:
NOTE: Links to instructional services can be found at http://www.halifaxcc.edu.
Library (LRC): 200 Building
8:00 a.m. —9:30 p.m. (Monday — Thursday); 8:00 a.m. —4:00 p.m. (Friday)
Electronic Resources Center (ERC): Library (200) Building
8:00 a.m. —9:30 p.m. (Monday — Thursday); 8:00 a.m. -- 4:00 p.m. (Friday)
Learning Assistance Center (LAC): 200 Building
8:00 a.m.—9:00 p.m. (Monday — Thursday); 8:00 a.m. —4 p.m. (Friday)
Student Support Center/TRIO (Offers tutoring in basic academic skills for qualifying students):
300 Building
Distance Learning: 200 Building; http://www.halifaxcc.edu/online/
Beth Gray-Robertson, Director of Distance Learning, robertsonb@halifaxcc.edu



http://www.halifaxcc.edu/
http://www.halifaxcc.edu/online/

COURSE SCHEDULE:
COURSE TOPICS AND/OR OUTLINE:

Why Speak in Public?

Effective Listening

Developing Your Speech Topic and Purpose
Your Audience and Speaking Environment
Gathering Supporting Materials
Developing and Supporting your Ideas
Reasoning

Organizing Your Speech

Introductions and Conclusions

Outlining Your Speech

Language

Delivering Your Speech

Visual Aids

Informative Speaking

Persuasive Speaking

Speaking on Special Occasions
Small Group Speaking

TENTATIVE COURSE SCHEDULE: (All research speeches/papers will require using Chicago formatting style. Please
refer to the web assisted page listed in blackboard for the booklet entitled, “What is Plagiarism?” by LBJ
Graduate Writing Center. The booklet is also listed at the end of this syllabus, but the print might be too small).

Week One- Introduction to Course and Ice Breaker

Week Two — Read and be prepared to discussion Chapters One and Two and answer review questions in notebook.

Week Four: First Speech will be due for this week.
Week Five: Read and be prepared to discuss chapters 6-7 and answer review questions in notebook.

Week Six: Be prepared for a quiz on chapters 1-7 for Monday. Read and be prepared to discuss chapters 8-9 and
answer review questions in notebook.

Week Seven: Have News Article prepared to discuss/present to class for Monday. Read and be prepared to
discuss chapters 10-11 and answer review questions in notebook.

Week Eight: Read and be prepared to discuss chapters 12-13 and answer review questions in notebook.
Will also view and critique informative speeches on video.

Week Nine: View student informative speeches and take notes. Inform Speech will be due.
Week Ten : LAC for electronic resources workshop and Powerpoint workshop.

Week Eleven: Informative Speech Presentations continued.
Week Twelve: Will assign Career speech and Read and be prepared to discuss chapters 16-17 and answer review

questions in notebook.

Week Fourteen: Discuss requirements of the persuasive speeches. View video of persuasive speeches.
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A Brief Guide to Avoiding Plagiarism

Get the facts

By Taiitha May

Plagiarism i the pracdee of ineendonally or unnrendonally
using somecns elses ingellecruzl propercy withour properly
acknowladeing the original souree (Palmguise 173).

The University of Texas ar Anstn further explains
“plagiarizm’ inchudes, bur is not hmired o, the appropriadon
of, buying, receiving as a gift, or cbraning by amy means
marerial that is acoiburable in whole or in part 0 anodwer
source, including words, ideas, illnstradons, souciure, computer
code, and odwer expression or media, and presendns that
marerial a5 omes own academic work being offered for
credic” (Cateler sec. 11-802.d. To avoid plagiarsm and i
SEVErs consequences, take the dme m learn proper acmbubdon.
Docomendne your work far extends social comventioms—ic

exahlishes your credibilicy 25 a ousoworthy writer, researcher,
and professional. A properly documented texr demonstraes dhe

Week Fifteen: Finals begin and goes through end of semester.

breadth and conrexr of your research. MMoreower, proper
arribudon  helps readers easily research and incerrosate
potendal misrepresenranons.

This guide is by no memr comprehemsine, however, it serves a
springboard o learn essential roles for proper anribudon,
review various forms of plagiarism and gain an overiew about
soyle gmides.

LEARNING COMES TO LIFE IN PURSUIT OF EXCELLENCE



Understanding Plagiarism

policies and guidelines

University of Texas at Austin
The University of Texas at Austin expects smdens m
“maintain absolure nregriny and 2 high standard of individoal
homor in scholasde work™ (Cefaley sec. 11-801). For official
policies regarding scholastic dishonesty, please refer to Chaater
11 Btudeat Disciphine and Comduet of che Fostitutional Ruler gm
Snedmit Sermices and Astivities locared ar <hotpevwwnwurexas.edu
student/regizrar, caalogs/ gil5-06/ app/ appel 1. honli
Bubchaprer | 1-800=.

Bmudent Jodicial Services discusses the Universins sandards of
academic integrity ar <hop://deancfmdenrs.aeexas edu5js/
acing_smedent php>.

LEJ School of Public Affairs

Omee per academic vear, all LB School of Public Affairs
eraduare students are required m review the University of
Tencas ar Ausdn and L] School of Public Affairs’ policies
graduare advisor nodfies soudens when oo sad:fy the
requirement. Please refer to the LB] eraduae advisme websie
ar <hoge S Swwwonresas. edoThj/formsform. 1 /= for detailed
insmrocions explaining how o meet the requirement. In
addirion oo cnline assisance, the LBJ graduats Wridng center
offers one seminar per semester addressing the different forms
of plagiarism and how o properly armibute sources using the
Chicege Adameal o Style.

The LB] School of Public Affzirs has adopred Soodent Fudicial

Bervire’s suggesred general starement regarding plagiarizm:
FPolicy on Academio Integrity: Smdenrs who viclare
University rules on scholastc dishonesty are subject m
sisciplinary Jiex, inchuding the i of Failure in
the course and/or dismnissal from the Universicy Since
such dishonesty harms the individual, all students, and the
inrezricy of the University, policies on scholaste honesoy
will be smicty enforced. For further informadon, please
visit the Soudent fudicial Services web sice:
<htip:/ /deanofsiudenrs urexas. edu.’ 55/ acing_faculoy_
syllabus php (575, Adérersing par: 2}

Consequences of Plagiarism
Mot giving credic where credir is due will damage your
repulaton as a custworthy researcher Furdhermore, you
could face penaltes char may negadvely influence vour
academic and professicnal oppormumites. In public service, for
encample, LE] School of Public Affairs professor Dir. Bobert
Anerbach warns an academic disciplinary record may prevent
you “from obraining a securicy clearance.”

Arcording o Andrea Lunsford, Director of the Program in
Wridng and Rheroric ar Stanford Universiog even “instruecrors
who plagiarize even inadvertendy, have had dueir degrees
revoked, their books withdrawn from publicadon™ [336).
Lunsford conbdnues, “and curside academde life, eminent
polideal, business, and scienrific leaders hawe been siripped of
candidacies, posidons, and awards because of plagiari=m™
(396).

Ar the Universiny of Texas at Awstin, smdenes may face severe
sanerions. Please refer o “Consequences of Scholasde
Dishonesty Can Be Severe™ at <hp:/ /deanofsmdents urexas.
edu/sjs/scholdis_conseq php> for current universiy sancdons.

Rules for Proper Attribution
The LE] School of Public Affairs offers LE] soudenis the
following basic rules to avoid plagiad=m:

v Acknowledee the source of any direct or pardal
quofaton

v Acknowledee the source of any paraphrase, summary
or idea

v Acknowledee the source of any type mrelecmal
properoy you use. Plagiarism “can occur widh all oppes

v Acknowledee the source of “an crganizadon or
sorweure” [Lunsford 396; 5[5, Plaganm par 3)

v “Aclkmowledee a source when your own analysis or
conchision builds upon thar source™ (LWL Rules par. 4]

v Aclmowledge the assisance of amyone who may give
vou significans ideas (Lunsford 395)

v Acknowledee anthorized collaboradon—
specifically approves collaboradon (5]5, Dnautherized
par &)

+ Do not “submir a substandally similar paper or
project for credit in owo (or more) courses unless
enprestly authorized o do so by your insoucoon(s|™
(5J5, Multiple par 3)

v Acknowledee borrowed marerial even in a draft.
Smdene: “can be held accountable for plagiarizing
marerial in eicher a final submission of an assizmment
or & draft thar is being submitred to an insouector for
review, comments, and/or approval” (5]5, Plapmion
par 2}

v (Cire sources correcty according o your insmucoor’s
preferred soyle manual

v+ When in doubt abour how o acknowledee a source,
consult sither your insoructor or the LB] graduate
writing center Your insmucoors are abways glad o
offer assistance



Forms of Plagiarism

more than copy and paste

Plagiarizm immlves more than inrendonally samplineg a erm
paper from a friend or purchasing a rext from a paper mill and
presentdng the text as your own research. Plagiarism also
imwohres submirdng the same assignments in two or more
claszes; and using another author’s ideas and argumenaove
forme, direct quoradons, phrases and unique rerminology
withour proper atmibudon. Moreover, plasiarism immolves
paraphrasing and summarizing withour wsing proper
arrribudon.

The following examples illusmrae how o avold plagiarism
wsing proper dorumentagon from bodh dhe MTA Siple Afimal
and Guide to Scholmiy Publishing, 3¢ edidon and the sivreenth
edidon of the Chirape Afrmal o Sty (potes and bibliosraphy
SYSIET.

Eey (zdapred from the Chicape Manwal of Svle, 16% adidon)
v P:MLA parenthedcal ciadon
+  B: Biblioeraphy enoy
v N: Chicaso dorumenraton style note
[foomore or endnote)

JNitr: Pleaze consulr an appropriace siyle rmamaal for

Multiple Submissions

If graduare soodenes face a dme crunch, whar is the problem if
they submir the same term paper they wroe for owo differenc
classes if the required copic is similar in bodh classes? The
online Cataing g the Dmiverrity o Tovgs af dwrtin: Gengral
TngGrmution excplains, “submission of essendally the zame writen
assignment for owo courses without the prior permission of the
insrocior” consdmies academic dishonesty [Secdon 11-B02
(.

Smdent Jodicial Services explains muliple submissions are
problematc because they are “inherenty decepive™ and give
writers an “unfair academic advantage™ over ocher smdenis
{Adulriple par. 6; 8.

Writers who subrmnir the same assignment muldple dmes also
face an academic disadnantage by noc seizing the oppoTmminy o
apply new concepts and improve dheir wridng skills. Wrinng
asmignmenes and andience expecragons vary signficandy; so
take the dme o complers an assenment that meers the new
requirements of your pardeular rherorical coneece. With
insmacior approval, however, you may either “re-work or
supplement previows work on a topic™ for a new et (35,
Adultiple par 3.

Never assume that you may use or supplement previous work
for amy of your courses or capsmone projeces such as the thesis
or professional report (PR); instead, you rst always obiain the
approval of your insmucoor(s).

Although tempdne, especially during dme crunches, awoid
nmulnple submissions—insread, ke the dme (0 manage your
writng projecs and specifically address your unique wridng
conrexts. If you need assistance managing your whdng
projects, consult your insorucoors or the LE] graduare wridng
CEIDET.

For comprehensive informaton regarding mil ople
submiszions, please refer oo the 5]5 Aditsl Swbmirrdms
discussion located ar <-hop://deanofmdenrs. wiexas edu/ s
scholdis_muleub php=.

Improper Use of Ideas and

Argumentative Forms

If you use someone else’s ideas, “line of thinking,™ or even
“organizafon or smucurs™ without proper armiburion, then
you have plagiarized (Gibaldi Mra Sl 151; Lunsford 396)
Some smdene, for example, inadvertendy plagiarize their
professor's ideas from lecnures and use the borrowed
information in papers for other classes.

Yo can avoid instances of uninrendonal plagiarsm by
acknowledeing the lecture and disdneuiching your professor's
ideas from your own by using proper atribunon. The
following examples, for msanes, demonsoare how oo cits 2
lecture and an idea derived from a book.

Using the Chirape Aol of Siele, 16% ed., a writer can easily
dorument an idea from a professor’s lecoure:

Arccording o John Dioe, well-written op-eds rypically comvey
“ynconventional wisdom and provoke public discussion. ™2

N: ? John Doe, “A Forum of Clashing Idezz ™ Jecmre,
University of Texas, Austin, TX, Jane 02, 20100

B: Doe, John. “ A Foram of Claching Ideas ™ Lecoure,
University of Texas ar Anstn, TX, June 02, 2010.



When in doubt, cite

Ay areument broadly speaking, ic that the caresory of the
aesthedic assumes the mportance it does in modern Forope
becanse in speaking of art it speaks of these other maters mo,
which are ar the heart of the middle class's souegle for
polideal hepemony The consouction of the modern nodon of
of dominane ideclogical forms of modern classsociery; and
indeed from a whole new form of human sobjectvity
appropriare oo thar social order In i on chis account, rather
that because men and women have suddenly awoken o the
supreme value of painrine or poetry, that aexthedes plays so
obirusive a rale in the inrellectual heriase of the present. Bug
nvy arenment is aloo thar the aesthede, undersmod in a certain
sense, provides an unusually powerful challenee and
alternative to these dominant idecbogical forms, and is in this
sense an eminendy conrradictory phenomenon

—Terry Eagleton, The Ideolngy o the Aesthetic p. 9

Plaglarized Example
Aesthetics s a double-edeed sword. It circulates dominant
political idenlogies, yet srmulansoudy challenges and activehy

ririzes d

Explanation: The above example does not acknowledee
Eaglemm® assertion from dhe original cesor. Withouot proper
arribution,, the writer is simply passine Fagleton’s ddeas alone
as his or her criginal ideas.

Bevinion: Chi
N: Terry Eagleton explains that aesthetics s 2 double-sdzed
sword—irf circulaes dominant political ideclogies, yet
simultanecosly challenges and actvely criticizes them

% Terry Fagleton, The fieolgy of the desthtic (Oxford: Blackwell,
1994), 9.

B: Eagleton, Terry The Mgy of the Assthsic. Creford:
Blackwell, 1990,

The revision inchides a superscript mumber at the end of dhe
sentence, indicaring a borrowed idea. The superseript number
corresponds o 2 nowe, which indicares complete publication
infirmation and the exact locagon of the borrowed idea. Exven
though dhe note prowides complete publication informadon,
tthe revision also provides a biblingraphic entry The formar of
a Chicarg-snide biblingraphic entry differs dighdy from dhe
note formar even thoush both provide essendally the same

Unlike a note, however, the bibliography provides e anthor's
last mame first (last name, first name); wses perinds m separate
puhblisher, and year; has a non-indented first ne, yet indented
subsequent lines; and is arranged alphabedcally:

Even thoueh dhe Chicago Afrmeai & Styie prefers includine a
bibliography, the mamal indicares, “not all anno@ted works
require 2 bibliography, since full details can be given in the
notes” (613). As sach, be sore o ask your insoroctors abour
whether or not they require a bibliography for class
assignmen re—professors will oypically require a bibioeraphy
for pexas over four pages. Accordingly, most professors will find
2 hibliceraphy unnecessary for 2 owo page mermno; NOEs are
nonetheless will a requirement. As a word of canden, a
biblioeraphy is always a requirement for PR and thesis wribers.

Revininn: MLA

P: In The Ideology of the Aerthetic, Fasleton asserts thar
conremporary aesthetics is 2 double-edred sword becawse it
challenses and acovely cridcizes dem (5.

B: Eagleton, Terry: The Mgy of the Assthefic Crford:
Blackwell, 1990. Print.

In this revized example, by inchidine the dde and the anthor’s
name, the writer refers the reader m the foll descriptdon of the
the specific pape mumber in which the reader may locare
Eagletom’s claim.

For more examples of “presenting a line of thinking ™ see
Joseph Gibaldi, MY A Hindbosk fir Fiiter o Resarh Popers, 6%
ed. “Paraphraszing an Arsument or Presenting a Line of

Thinking™ pe. 72 (Mew York- WA, 2003).



Improper Use

Improper Use of Direct
Quotations, Phrases, &

Unique Terminology

H vou use direct quotatons, phrases, or unigue terminology
from a source without proper atribution, then you have
plagiarized. You must surround the original eer “yoa are
page mumbers (if any] on which the gquotaton can be found”
and provide a bibliceraphic enoy (Falmguis 167). Exen if the
temit is farmial, you mmast sall use quoaton marks.

When usine the block quotion format, you do not need to
fromn the rest of the text and always inchide source artribatGon
using an appropriate siyle. When using MIA documentaton,
for example, uze a block quotation for ext ronminge lonesr
than four Bnes (MTA 124) According to the 16% edition of the
Chicege Adomal g Style, however, “a hnndred words or more (ac
least siw bo eirhr lines of tewt in a (ypical manuscript] can
generally be set off a5 a block gquo@idon™ (B23).

Comsider the following quo@ton, for esaemple, from
Machiavelli’s text The Prince in MIA formar Machiavelli areues
thar people see whar a prince gppemy to be rather than whar he
ir
Generally, men judee by the eye rather than the hand, for
all men can see a thing, but few come close enoush m@
touch ir. All men will see whar you seem o be; only a few
will know what you are, and those few will not dare to
oppose the mamy who have the majesty of the stae on
their side to defend them. (63—4).

To properly ineerare quotarions in your text, be sure o
inmredurs the source and author usine sisnal phrases (also
known as inoductory phrases) and sienal verbs, which reflect
the perspective the author is expressine. Examples of sienal
says, in the words of Machiavelli, Machiavelli suspests,
Machiavelli warns, and so forth.

For demailed information abour proper quotaiion integrarion

and introeducory verb examples, visic the LE] Graduoa e Writine
Center

Turnine m some other of the aforemenrioned gualines, I say
that every prince ought m be considered kind rather than

Plaglarized Example

Apcording to Machiawelli a prince should zim m be
concidered kind rather than croel

Explanation: Even thoush this example provides an
inmrodurctory phrase (According to Machiavelli), it lacks
arribugen. Furdvermore, the example lacks quoion marks
surroundine the exact lanruage (i be comsidered kind nrther than
eruel] borrowed from dhe original cest.

Renvimione Chi
N: According to Machiavelli, a prince should aim “to be
comsidered kind rather than crosl =3

3 Miceolo Machizvelli, The Pringe, rans. Daniel Donmo $New
York: Bantam Books, 1381), 59.

B: Machiavelli INiccobo, The Prince. Trans. Danie] Doono. New
York- Bantam Books, 1981,

In this revision, the awthor’s name and soperseript number
refer o a foomoee, which idendfies the specific pape mumber of
the borrowed pext. The foomote also corresponds oo a
biblioeraphic enoy In addifion, the revised example has
quotaton marks surrounding the borrowed lansnage from the

Bevinion: MILA
P:- Machianrelli adwises a prince should aim “m be considered.
kind rather than croel™ (Pringe 59).

P: In The Prince, Machiawelli advises a prince should aim “to be
considered kind rather than croel” (55).

B: Machiavelli, Miccolo, The Prince Trans. Danie] Dionno. Mew
York- Banmam Books, 1981. Prine

The above revisions do not coly inrodoce the source and
prowide an appropriare sismal verb (advises), bot also provide
quoidton marks surrounding the exact lansnage of the
specific page murnber of te quoted material, which
corresponds mo complere publicarion informaton in the
bibliography:



Many forms of plagiarism...

Improper Use of

Indirect Sources

H you want o use 2 quotation from a word thar quobes
another source, then you must cite both sources in your text
and biblineraphy or works cired lise. Simply anribotdng te
original quo@ibion o te secondary source is dishonest
Moreover, do mot orust that the author correctly quoted dhe

Siyle manuals differ in terms of how @ cite secondary sources.
The Chivage Adamua! gf Spele, 16% ed_ explains,
T cite a source from a secondary souree (“gquoted in .7 is
eenerally o be discourased, since anchors are expecied m
have examined the works they cire. If an original souree i
unazilable, however, both the original and dhe secondary

source must be listed.

N: 1. Louis Zukofky, “Sincerity and Objectficaton ™
Foetry 73 (February 1931): 269, guoted in Bonnie Costello,
Harvard Universicy Press, 1981), 78. (764)

N: Alan D Sokal, “A Physicist Experiments with Culmoral
Sharties ™ Eingus Pranca 6 (May—fune 1996): 62, quoed in
Wayne C. Booth, The Rhviwic of Rhriovic the Gherst jor Effectioe
Crmmumication (Afalden, ba- Blackwell Press, 2004}, 20.

The third edifon of the MIA Syl Lfame! o Guide by Schalariy
Publishing states,
not a secondhand one [...]JH what you quote or
paraphrase is iself a quomton, pot the abbreviaton g
in (“guoted in") before the indirect source you cite in your
parenthetical reference. (You may doroment the original
sOURCe in a mode; see 7.5.1). (253)

Improper Paraphrasing

When writers paraphrase, they rephrase demiled information
from a source using their own words and senpence sucoire.
As such, paraphrases lack quotadon marks; however, youn must
stll inclode the autwr’s name and page number, and provide
paraphrases are your res@iernents WSRE YOO owWn words,
paraphrases sill derive from criginal sources, S0 YOO DD
always propedy attribuee.

Writers may meat paraphrases similar to quotions by
including sienal phrases. I in your paraphrase, you need m
krep an author®s phrase or specific erminology, ten surround

H your oranseripion of 2 quotion inroduces careless
variants of amy kind, you are misrepresening your soUrce.
Scimee Srudens Wi’y Adouwal, 4% ed., p. 147.

Plaglarized Example

K you ranscribe a quotaton with careless vanianis, then you
are not accurarely represenine your source. As such, LR]
eraduate smudents typically phomeopy their sources and
double-check the arcuracy of their quotadons.

Explanation: The abowe example ic plasiarized becanse it
omirs a signal phrase indicaring the source of the borrowed
marerial and lacks a citation in the text and bibliography The
example also uses exact wordine and follows the same s=nrence
srucre of the orginal ext Furthermore, the example
inchodes a new idea not presentin the original souree tios
making it impossible for the reader o distnsmish idea
ownership.

Revimion: Chi
N: Scoir and Garrison poing oue that yoo can misrepresent and
original source with sloppy note aking? Ac such, LET eraduate
students usnally double-check the accruracy of their quoratons.

2 Gregory M. Scott and Stephen M. Garrison, The Political
Scimce Sruclent WTiter’s Adfenwal. (TMew Jersey- Prendee Hall, 2002),
147

B: Scoir, Gregory M., and Sephen M Garrison. The Phiifical
Science Stwdent Fiter's Adomeal. 4% od. New Jersey: Prentce Fall,
2002

Emplanation: The revised sentence not only differs in
sentencs sirociure, but provides a sienal phrase, umigque
language and a nowe Moreover, the example cleady
distinguishes the paraphrase from the writer's asessment of
why LE] students double-check the accuracy of their notes.



Common Knowledge

Benvanion: MLA

P: According 0o Scotr and Garrison, you can inaceoracely
represent an original source with shoppy noe @king (147). As
such, LEJ graduare smdents usnally double-check the accuracy
of their quotadons.

B: Scoir, Gregory M, and Stephen M Garrison. The Phiffical
2002, Print.

Explanation: The revised sentence not only differs in
sentence strociure, but alse provides a signal phrase and
idenrifies a sperific page mumber. The example offers umque
lanpuase and provides the complere citarion in the works cired.
Moreouer, the paraphrace explains why LE] stodents double-

Improper Summarizing

A summary is a condensation of 2 souree’s main ideas nsing
your own words and sentence soocre. Always indicare the
source of your sommary by referencing the author, specifiing
a page number, and incloding full hibliographic information.

Common Knowledge

Smudent fodicial Services explains thar it may ke difficolr ro
differendare “horrowed ideas fwhich must be cited) and
‘comumon knowledes’ fwhich generally requires no
ciafion]” (55, Common par. 1)

For general suidelines regarding how o differendate the two,
visit “{Common Enowledee: Whose Idea Is It, Amyway™ at
<hiip:/ / deanofmdenrs urexas. edu. 5s/scholdis_auvoid_
ack_cn php> or consult your insmecoors).

When you are uncerizin about whedher or not the informarion
you want o borrow is common knowledee, then smply cite
your source or seek assisance from your insrucor. 55 also
advises, “as you encounter particular facts or ideas, pay close
arreniion to and nowe the sources.™ (5)5, Covonem par ).

Bemember, if you borrow direct quotations, phrases, or
umique terminology from a source withour proper atribwton,
then you have plariarized You must surrcund the original texx
frand™ and provide a bibliographic enmy (Palmguist 167}
Even if the borrowed text is facmoal and available in mamy
sOUrces, you must sill use quotaton marks.

Andrea Tonsford developed the following list oo help writers
determine whether or not they have o aclmowledse soures
(396). Althoueh the st is not defimitive, it allows you to see the
range of posdhilides:

Need to Acknowledpe

v Summaries or paraphrases of a source ideas you

glean from a source

v Faois thar aren’t widely Imown

v ‘Graphe, @mhles, and other stams deal information
taken or derived from a source
Photographs
Thsstratioms or other visuals you do not create
Experimenrs conducted by others
Opinions and judements of others
Inrerviews thar are not part of a survey
Video or sound taken from sources
Oreganizaton or souciore taken from a soures

- v r T T T

Don’t Meed to Acknowledge

Your own words observations, surveys and so on
common knovledee

Facis sailable in many sources

Graphs or @hles you creare from stadstics you
compile on YOUr owi

v Drawines you creare (Lunsford 396

* v v w



Ways to Avoid Plagiarism
checklists

The following (non-comprehensive) checklist highlights some
ways o avoid incenrional and unintenrional plagiarism:

Quntlng

Use quotadon marks around full and partial
quoratons

Use quotadon marks around borrowed terminology
and unique phrases

Use verbs thar express your author’s viewpoing

Use signal phrases (awthor rags) in addidon o proper
documentadon

Acknowledee vour sources by including notes or in-
et parenthedeal citadons and a bibliegraphy

Use an appropriate block quotarion formar:

MILA soyle: for gquomaons mnning longer than 4 lines
(LA 124

Chicagp-sryle: for “a hundred words or more—or at
leasr eight lines™ (447)

Always cite your secondary sources

Paraphrasmg

TWrite paraphrases endrely in your own words and
SENIENCE SOLCTS

Use signal phrases

Use inmoducrory verbs thar characterize the aurthor's
viewpoint

Cire the original source in the ext of your docurment
and biblingraphy using an appropriace siyle

Use quotadon marks around any words you retain
from che orizmal source

Clearly differendate your ideas/ explanarions from dhe
original source

Diouble-check the original source m make sure the
paraphrase is accurare

Collaboration

.3

Collaborate on assienments only with instouctor
anthorizabon

Enow your insoructor’s paramerers for collaboradve
projects

Lizr the eoauthors on a collaborarively writen
project Gibaldi explain: you may “stare exacdy who
did what” or “acimowledee all concerned

equally™ (MLA Hondbook 74)

Acknowledee significane ideas/conmiburions from a
comversadon with insoructors, classmares, and ocher
reviewers (Lunsford 395

Electronic Resources

k

SOUPCES

“When citing an ardcle, always inchude the page
range, if it is available, in the bibliography or
reference lsr. If individual page numbers are noc
available, 2dd a descriptive locator”™ (Chivags 536).
Ask your insmactor whenever in doube abour how o
cire an elecrronic source—nof findine a specific role
in a sryle guide does noc give you the excuse m simply
omir arribudon

Avoid copying and pasting passases from the Internet
directdy into your document without proper
arrribugon

Documentation

k

Conmlr a documenratgon guide and only use one ope
of documentarion system consistenty

Acknowledee your sources by including noces or im-
et parenthedreal citadons and a hibliceraphy
Acknowledee your sources for ideas even if you did
not use their pargeular wordine

Ask permission o gquoce marerial from unpublished
works

Use proper aoribudon in all drafs dhar yvou submir o
an insorucor for “review, comments, and.sor
approval” (sJs, Plagiarimn par. 4)

Intentional and Unintentional
Plaglarlsm

k

Awoid submitdng previowsly written work

Avoid mroing in work from online resources that sell
term papers for “research purposes”™ (Carbone, Den'ts
par 7)

Diouble-check the accuracy of your notes and

Use proper anribwdon in zll drafis dhar you suberdr o
an insoucoor for “review, comments, and.or
approval® ()5, Plagorim par. £)



Documentation

style as social convention

Docomendne your work establishes your credibilin: as a
responsible writer and researcher Proper documenraton noc
only demonsoates 1o your readers that you have atempred o
research your issue, but provides readers with a sense of
conrext. Sirnilar o motorists using wrn signalks in raffic and
SIOpPInE at inrersecrions, using proper documencanon lkewize
consiss of ashared set of consisrent rubes for comprnicagon.
SBoyle guides will differ depending upon the shared expectadons
and emphases of each field Some guides, for exarmple,
highlighr the date rather than the aucthor o3 emphasize the
drmeliness of the information.

Style Manuals

Writers adopt a specific snyle guide depending on the demands
of dheir field. Most soyle gnides will noc only provide
dorumenraton mles, bur also erammar and usage rules. The
following list highliehes a few soyle manuals you may most
likely use arnong your classes:

American Peychologioal Association (APA): wsed in
peychology, soriclogy, and other behaioral socal sciences
¢ American Poychological Associadon Pubfication
Adznual of the American Prychological Arsociation. 6% ed.
Washingron- Amer Psychological Assn., 20059, Print.

Chicago Manunal of Style (CMS): used in many fields
including dhe social seiences and humanides
v The Chicago Monual of Sple 16% ed. Chicago: U of
Chicago B 2010. Print. (Consises of owo soles.)

Modern Language Association [MLA): used ypically in
the hurnanides
v Gibaldi, Joseph. MTA Handbook B Wiitms off Renearch
Popes. 7% ed. Iew York: MLA, 2009, Prine. (Aimed ac
undersraduare smudents.)
b MLA Sl Aol and Gadde fo Scholarly Publisking 34 ed.
IMew York- WA, 2008, Princ. [Aimed ar eraduace
students and professional wrirers |

For a list of “odier sryle mamals and author's guides,” Gibaldi
recommends o “see_John Bruce Howell, Sty Afonwals of the
Engiish-Spaating Winld (Phosnine: Oryx, 159837 (MIA Sle 310).

The Chicago Manual of Style
Profieszors at the LE] School may likely require you oo use the
Chivape Mamal g Strle, 16% ed. and wse the notes and
hibliography system. The noes and bibliography system does
ot use in-tewt parenthedeal ciradons, bar places 3 superseript
This superscript number corresponds to either a foomots or
an endnoee, which provides a specific page mumber. Footmnores
are locared at the bomorn of the pase whereas endnotes are
located ar the end of your text. Noces are “preferably’
supplemented by a bibliorraphy™ [Chirage 594). Bibliographie:
are arranged alphabedcally

The followine examples illusmrate basic Chirago-sovle cimbons
for 2 book Note the mearment of Eaglecon exc

Footnote or Endnote
! Terrv Eagleron, The Jdeslory of the Aesthesic (Ondord: Blackwell,
1550, 200.

Subsequent reference to the same source on

the same page. The abbreviation ibhid. is from ibidem,
“in the same place™

2 Thid.

Subseguent reference to the same source but on a
different page

3 Thid., 253

# Thid., 250.

Subsequent referent to the same source, buot with
intervening references

5 Willizm MeDonoush and Michael Braunsart, Cradie & Cradle
Remaking the Wiy WE Afoke Thingr. (INew York: North Poinc B,
2002), 67.

8 Eaglaton, fdmingy 237.

¥ Mfichael Pollan, Frn Defmse of Faod- Ar Eaters Mandferta. [New
York: Penmuin Press, 2008), 58,

8 Faglaron, Jdeslogy;, 238,

9 Wfichael Pollan, The Omndveres Ditanma: A Natwral Hinoy of
Frur Adeals (Mew York: Penguin, 2008, 26

1% Far fiurther diseussion of dhis problem, see Pollan, Owoinere’s
Dilmma, 55,

Bibliographio reference of the same source

Eagleron, Terry The Jdeslsgy of the Aestheric. Orford: Blackeell,
1990.
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