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Unit 1: Using Technology—Navigating the Internet

Unit Focus

Reading

¢ Refine vocabulary for interpersonal, academic, and
workplace situation, including figurative, idiomatic,
and technical meanings. (LA.A.1.4.3)

e Locate, gather, analyze, and evaluate written information
for a variety of purposes, including research
projects, real-world tasks, and self-improvement.
(LA.A.2.4.4)

e Select and use appropriate study and research skills and
tools according to the type of information being gathered
or organized, including almanacs, government
publications, microfiche, news sources, and information
services. (LA.A.2.4.6)

e Analyze the validity and reliability of primary source
information and use the information appropriately.
(LA.A24.7)

 Synthesize information from multiple sources to draw
conclusions. (LA.A.2.4.8)

Writing

 Select and use appropriate prewriting strategies, such as
brainstorming, graphic organizers, and outlining.
(LAB.1.4.1)

* Draft and revise writing that

 isfocused, purposeful, and reflects insight

into the writing situation;

e has an organizational pattern that ﬁ'
provides for a logical progression of ideas; i@ )




¢ has effective use of transitional devices that contribute to a
sense of completeness;

e has support that is substantial, specific, relevant, and
concrete;

¢ demonstrates a commitment to and involvement with the
subject;

* uses creative writing strategies as appropriate to the
purpose of the paper;

¢ demonstrates a mature command of language with
precision of expression;

¢ has varied sentence structure; and

e has few, if any, convention errors in mechanics, usage,
punctuation, and spelling. (LA.B.1.4.2)

e Produce final documents that have been edited for
¢ correct spelling;

* correct punctuation, including commas, colons, and
common use of semicolons;

* correct capitalization;
e correct sentence formation;

e correct instances of possessives, subject/verb agreement,
instances of noun/pronoun agreement, and the intentional
use of fragments for effect; and

e correct formatting that appeals to readers, including
appropriate use of a variety of graphics, tables, charts, and
illustrations in both standard and innovative forms.
(LA.B.1.4.3)

e Write text, notes, outlines, comments, and observations
that demonstrate comprehension and synthesis of
content, processes, and experiences from a variety of
media. (LA.B.2.4.1)




* Organize information using appropriate systems.
(LAB.2.4.2)

¢ Write fluently for a variety of occasions, audiences, and
purposes, making appropriate choices regarding style,
tone, level of detail, and organization. (LA.B.2.4.3)

e Select and use a variety of electronic media, such as the
Internet, information services, and desktop-publishing
software programs, to create, revise, retrieve, and Verify
information. (LA.B.2.4.4)

Language

* Make appropriate adjustments in language use for social,
academic, and life situations, demonstrating sensitivity to
gender and cultural bias. (LA.D.1.4.2)

* Understand specific ways in which language has shaped
the reactions, perceptions, and beliefs of the local,
national, and global communities. (LA.D.2.4.1)

e Critically analyze specific elements of mass media with
regard to the extent to which they enhance or manipulate
information. (LA.D.2.4.5)

e Understand that laws control the delivery and use of
media to protect the rights of authors and the rights of
media owners. (LA.D.2.4.6)







Unit 1: Using Technology—Navigating the Internet

Overview

At one time it was the telephone. Then it was the television. What a stir
these new gadgets caused! Most people thought they were just a passing
fancy. History shows how wrong they were. The
telephone and television are now part of our
Most people dav i Wi ised wh don’
thought the €Veryday lives. We are surprised when we don t
telephone ~ find them in people’s homes.

was just a
passing So it was with the computer. In the 1960s, it too

fancy. was a newfangled gadget. Few people imagined

how important computers have become in the past
40 years. Our telephone system, our television networks, and even our
traffic lights are run by computers. It's hard to imagine our lives without
them at this point.

Computers and online technology have given us new learning methods
and materials. You now have a chance to use word processing programs to
design and check your written assignments. Technology has also changed
the way you find information. In the past, your research for a school
project would have been limited. You could use the materials available in
your school’s media center. If you were fortunate, you would have access
to a city or university library. You could have gotten documents from
distant libraries. However, the process would have taken weeks.
Computers and online technology have changed all that. Today, you have
more materials available than you can possibly use. They are available to
you in the time it takes to get on the Internet, locate the document, and
view it. Often, this can be done in minutes.

Computers and online technology have also
helped us create a new mail system. In a
matter of seconds you can send a message
on the Internet to any other computer
system that is online. You can be anywhere
and read the mail, even on vacation or at
the beach. Sending a letter from Florida to
California over the Internet takes seconds. Computers and online technology
All you need to do is make a few key hav‘e also helped us create a new
strokes and a few clicks of the mouse. mail system.

Unit 1: Using Technology—Navigating the Internet 5



The computer can help with your class assignments, too. It can do this in
two major ways:

e It can help you prepare your written work.
e It can help you find information.

In this unit, you will learn about using computers. Specific areas of focus
include the following:

* using a computer to design your writing
* using a computer to correct your writing
e researching information on the Internet

e communicating through the Internet

 publishing your writing on the Internet

¢ documenting information from The computer can help you find
. information.
electronic sources.

6 Unit 1: Using Technology—Navigating the Internet



Considering Computer-Related Occupations

Computers are everywhere. Today, almost every career you can imagine
uses computers. Certain careers are specifically related to computers.
Some jobs in the computer field require higher education; others require
special training. If you especially enjoy working with computers and
computer technology, there are many career opportunities. Look at the
chart below.

Computer-Related Occupations

. Computer Engineer—
Programmer—writes designs and builds
Computer Teacher— computer SOftVI"laf computers, printers,
teaches people in programs fo tell the modems, chips, circuit
computer what to do boards, etc.

schools and businesses

to use computers
Systems Manager—

supervises the computer
system of an
organization

Software Librarian—
files and organizes
software in a software

library
Data Entry or
Keypunch Operator—
puts data into the
Systems Analyst—

— works with companies

ComPUter \
( to plan the use of

\ \ y
< computers based on
\ ~ \ needs
&
Computer Technician—
tests parts and
Computer components designed and

Sales i h
Operator—runs the  Representative— ?c?rl ctls ecetg%)lrneers

computers and sells computers :
prints hard copies P flaws and repairs
hardware

Technical Writer—
writes manuals that
tell how to operate
the computer

\
L

Can you think of other careers related specifically to computers?
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Vocabulary

Use the vocabulary words and definitions below as a reference for this unit.

ACCESS ...ttt to get what you need; to make use of a
computer resource

bold (bold face) .........ccccccoeueeen. type characters that are thicker and
darker than normal text
Example: bolder than normal text

Boolean wording........................... specific words or symbols used to
narrow a topic search on the Internet
Example: or, and, not, +, -

Browser ..........ccooevviiiiinininicnne, an application that allows you to access
information on the World Wide Web

(WWW)

Example: Netscape or Internet Explorer

button ... a little clickable box on the computer
screen that is a shortcut for a command

Example: sound button [Q»)

character............ccccocooviininnn any letter or number that appears on the
computer screen

Clear ..ooooioeeeee e, a command that erases information

click....oooiii to press a button on a
mouse or other pointer

Unit 1: Using Technology—Navigating the Internet
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command .........ccooeeeeiiiiiiiiieee

computer program .......................

cursor ...

document ........cccoeeeeeeeeeeeeeeeeeeeeenn.

electronic mail (e-mail) ................

electronic reference ......................

graphics

an instruction given to the computer

a piece of software that allows you to do
certain tasks on the computer

a blinking line or other mark on the
computer screen that shows where the
next letter or character you type will
appear

Example: In graphics programs, the
cursor is often called a pointer and can
take different shapes such as a brush,
pencil, or hand.

written information

private messages that are sent and
received over a computer network

the source and location of reference
information obtained from the Internet
or by electronic means

all of the information you have saved
and stored under one name

a specific design for a set of letters and
characters

Example: Your computer probably has
several fonts: Arial font, Courier

font, Times ltalicfont, Geneva font.

pictures or images created on the
computer

Unit 1: Using Technology—Navigating the Internet



hard drive (hard disk drive)........ the device that reads from and writes to
a hard disk

hardware .........cccccoovviiciinnicnne. the physical part of a
computer; the =i

machinery and
equipment

homepage ..o, the first page on a World Wide Web site
which may link to supporting pages

ICOM .o, a small picture on the screen used to
represent an idea or document
Example: Files and programs have icons.

folder icon @

Internet ... a collection of computer networks that
allows users to view, retrieve, or share
information from around the world; also
called the Net

Internet address......cccoouueeeeeennn..... the electronic address used to access a
specific site
Example: http://www.google.com

keyboard...........ccoooviiiiii a set of keys for
computer input &= : >
which looks
similar to a typewriter keyboard but has
extra keys for computer commands

Unit 1: Using Technology—Navigating the Internet 11
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mMmenuU bar......ooovveeeeeeeeeeeeeeeeeeeeeanne

a connection between two parts of the
same or separate document

Example: A web page that is connected
to another one containing similar

information.
Yesterday was m
word processor. |

margin food e e
decided t it
the Space between text Rpgh N
took some ti
computer an

and edge of the page SR
& pag i
ol

a list of choices or commands you can
select

a bar across the top of

Empty Trash
a computer screen or Eect
window that has the Bum CD...
. Erase Disk...
names of available Ser

pull-down menus Fm_ﬂ
Example: Click your Shut Down
choice (e.g., File, Edit,

View, Special, Help) on the menu bar to
make its pull-down menu appear.

a set of written procedures from the
Modern Language Association used to
write papers and resources

the device that displays text and
graphics from your computer

a pointing device used to move a
cursor on the computer screen

connected to the Internet or a computer
network
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program

scroll ...

to load a particular program or a page
within a program; command used to
view a document or other file

a piece of software that contains

instructions to tell a computer what to
do

_rie [

New
to store Open...

information on a Slosg

. .
disk or hard drive S !

Save As...

for future use Revert
Import...

to move up, down, or sideways on a
page using scroll bars, arrows, or a
mouse

Example: scroll bar used to move
sideways, right or left

[« >

a program on the Internet that helps you
find specific references or sites; also
called a robot, spider, rom, or
webcrawler

the computer program that tells a
computer’s hardware what to do

a vertical or horizontal bar with icons or
pictures to click on to perform different
functions in an application; can be
moved around or made to disappear

File Edit View Insert Format Font Tools Table Window Help 7:45AM

EEEDEEEEER

L_toolbar—!

= | ] o 0101 T JEIEE ]
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word processor

World Wide Web (WWW)

a person using a computer

a site on the Internet with its own
address; may provide information or
links to other sites

abox on a

computer At s s n o compir
screen that
shows text or

graphics

a program used to write and edit
on-screen before printing

a part of the Internet that allows you to
find linked text, graphics, video, and
sound using a web browser; also called
the Web
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Writing with a Computer

Getting Started

Many of you already use a computer when you write. Do you have
trouble writing with pen and paper? If you do, you know how helpful
computers can be. If you are a new computer user, there are some things
you should know. Even if you regularly use a computer, these hints can be
helpful.

e Creating a draft on a computer can be hard. It will take
time to get familiar with the computer keyboard. Until
you do, write your first drafts as usual.

¢ Using a computer gives you many
advantages. You can enter information.
You can also delete or remove the
information. And you can move it
around. Most programs check your
spelling. Many check your grammar.
However, none are foolproof. You
should still proofread your copy Using a computer gives you
carefully. many advantages.

* Saving your work is important. Don’t wait until you have
finished the draft. Stop frequently to save your work.

e Knowing all about a computer takes time. Your teacher is
there to help you learn. Ask questions as you work.

Previewing the Word Processing Program

Before continuing, look at the example of a window on the following
page. The window is the first page of a word processing program. Yours
will look similar. Use this illustration while you practice and review using
word processing vocabulary.
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Example of a Word Processing Program Window

\
The menu bar shows the main The toolbar gives quick
design and editing operations. commands to use. ]
J
File Edit View Insert Format Font Tools Table Window Help 7:45AM

) i) (B [ | ER =
| ormar | Y] [ 1000 M= JEEIE ]

A

?)

|L|X||||I|||1|||||||2|||||||3||||||“|4|||||||5||| ‘
|
| |
1
L |
The cursor shows .| The ruler can be used
where the letter or to set the margins or
character you type or tabs.
key will appear.

The scroll bar can be =
————— 1 used to move a page | |—
: up, down, or sideways
| so you see different

\ parts of the document.

File View Insert ! —
4| Undo L] >
Redo
Cut
Copy
Paste
Paste Spel <~ | Click your choice on the menu bar;
Clear then scroll with the mouse to
open specific commands.
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Practice

Use the list below to complete the following statements.

buttons keyboard user
character margins window
command save word processing
1. The is the first page of a word processing
program.

2. When writing your draft on the computer, you need to stop

frequently to your work.

3. When writing your draft on the computer, the program used to write

and edit on-screen is a program.
4. The is the person using a computer.
5. You use the computer to create a draft

and to give commands to the computer.

6. The toolbar has to click and to give a

quick or instructions to the computer.

7. The ruler in the word processing program can be used to set the

or tabs.

8. The cursor shows where the letter or you

type or key will appear.
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Practice

a bar across the top of a computer
screen or window that has the names
of available pull-down menus

a blinking line or other mark on the
computer screen that shows where
the next letter or character you type
will appear

a vertical or horizontal bar with icons
or pictures to click on to perform
different functions in an application

a pointing device used to move a
cursor on the computer screen

to press a button on a mouse or other
pointer

a command that erases information

to move up, down, or sideways on a
page using scroll bars, arrows, or a
mouse

a piece of software that contains
instructions to tell a computer what
to do

Unit 1: Using Technology—Navigating the Internet

A.

Match each definition with the correct term. Write the letter on the line provided.

clear

click

cursor

menu bar

mouse

program

scroll

toolbar



Proceeding with Caution

A word processing program can be a
writer’s best friend. However, it cannot
replace the writer. A beautiful design
will not hide poor writing.

You must be careful in using the tools
available to you. Let’s take a moment to A beautiful design will not hide
practice with one of these tools. poor writing.
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Practice

The paragraph below contains 15 spelling errors.

* Read through it carefully.
* Cross through any words you find that are misspelled.

* Above each incorrectly spelled word, write it correctly. Use a
dictionary as needed.

(1) I stepped onto the staje, into the spotlite. (2) The glair was
blinding; my ayes struggled to focus. (3) As though a fogge where being
lifted, the audience came into plain site. (4) Thousands of peeple stood
applauding and sheering before me. (5) Suddenly, all eyes where on me.
(6) My sliver dress sparkled. (7) As I stepped up to the microfone, I gave a
little waive. (8) I saw a flash: a pixture taken to perserve the moment, the

moment my dream became a reality.

Have your teacher check your work. Correct any misspellings that you may have
missed.

Now do the following:

* Type the same paragraph into the computer, just as it
appeared before you corrected the spellings.

* Use the spell-checker on your computer.

e Compare the result to your proofreading.
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Designing Your Writing

Choosing a Font

It is easy to get excited about all the options you have. You can use
different fonts. You can make your type font different sizes. You can add
graphics or pictures. As you work with all these options, remember your
purpose.

A piece of writing must be easy to read.

Don’t overuse the available options.

Ask your instructor how to choose type font and size with your word
processing program.

e a
¢ Use an easy-to-read font for A piece of writing must ~ serif
the main text. Serif type has be easy to read.
tails at the tops and bottoms of | A piece of writing must sans
the letters. The more elaborate be easy to read. >serif
serif types have fancier tails @ e o B cann Lo
and can be hard to read. o 4 -
¢ Use a 10- or 12-point type size. Zf:jo% it e ety
N J

e Make title and headings easy
to read.

1. Use a font without serifs (sans serif types).
2. Use larger type—use 16- or 18-point.
3. Use bold face.

@ Remember: Avoid hard-to-read fonts.

Varying your type font and size appropriately makes your work easy to
read. Your readers will not get lost on the page. This will also help them
understand your organization better.
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Spacing Your Work

Again, ask your instructor how to do this with your word processing
program.

e Use a one-inch margin around each page: top, bottom,
left, and right.

e Use the tab key to indent the first line of each paragraph.
A tab key is used to move the cursor to a tab stop.

@(@@T™—> rRemember: Avoid placing headings or hyphenated

words at the bottom of a page.
* Avoid beginning a paragraph at the bottom of a page.

* Avoid single words at the bottom or top of a page.

Reviewing Effective Design

The following is a sample from a student’s I-search or self-directed
research paper. (Cited references are in parentheses.)

Lauren Fletcher
Mr. Reynolds
English I

May 10, 2005

The title is “

18-point . .. .
sans serif J Diagnosis: Diabetes

type.

What | Knew

:\-Z:ding is
14-point Mom thought I was having a growth spurt. I was always
sans serf. _ hungry. I was thirsty all the time. I couldn’t stop going to the
bathroom, and I was having trouble seeing well. I wasn’t
sure what was happening. Finally, Mom and I decided I

should see my doctor.
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The doctor examined me and took some of my blood.
Then, he told me what was wrong. I had diabetes. I could
The main hardly believe my ears. Diabetes was a real disease. It wasn't

text is 12-
point serif | a cold or a stomach bug. It was serious, and it could be fatal.

S It would also be with me the rest of my life.

I knew my daily routine would have to change. My Aunt
Edna is a diabetic. She has to eat her meals regularly. There
are some foods she cannot eat. She also must give herself
daily insulin shots. I knew I would have to do some of these

things.
What | Wanted to Know

I found out I really knew very little about diabetes. I
wanted to know exactly what caused the disease. More than
that, however, I needed to know how it would affect my
activities. Could I still play softball and soccer? Would I have
to stop eating sweets completely? Would I have to give
myself shots every day? I made a list of everything I wanted

and needed to know. From that list, I formed my research

Italicize
for i 1 Ai 7
emphasis. question: How will diabetes change my life:
How | Searched
I began with a Google search. I typed in “what is
Web links ] diabetes.” The list was very long, so I began with the first
should be |— article at address http:/ /www.girlpower.gov/girlarea/
checked.

11nov/diabetes.htm. This was an excellent site that answered
most of my questions. I found it helpful because it was
written especially for teenaged diabetics. I was also able to

access other excellent links for teens from this site.
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What | Learned

I learned that diabetes keeps the body from using food
correctly. Normally, the small intestine takes out sugar and
puts it into the blood. The sugar is used as fuel. This gives
cells energy to do their jobs. To get into the cells, sugar needs
insulin. Insulin is produced in the pancreas. The pancreas is a
gland just beneath the stomach. Without insulin, the cells

In-text
citations. cannot burn sugar (“National Diabetes Month”).

This is the problem for diabetics. Their pancreas does not
produce enough insulin to burn sugar. Sometimes, the
insulin simply doesn’t work right. For some reason, the cells
that make insulin have been destroyed. Doctors aren’t
completely sure how this happened. They believe it
happened when the person was sick with a virus. Insulin-
producing cells and virus cells look alike. These researchers
believe the immune system attacked both types of cells at the

same time (“National Diabetes Month”).

I also learned there are two types of diabetes. I have Type
I diabetes. This often runs in families. Usually, type I diabetes
develops before age 30. These people don’t produce insulin
because cells have been destroyed. There is also Type II
diabetes. This usually develops after the age of 40. These
people produce some insulin, but their bodies can’t use it

correctly (“What is Diabetes?”).

Managing my diabetes will take a lot of work. I will

need to take daily insulin injections. The amount will
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probably change as I grow older. However, the most
important thing I must do is eat well. I should observe the

following rules carefully.

*  Imust also pay especially close attention

to the food pyramid.
Abulleted e Ishould eat less fat.
list is
used.
e Ishould eat more healthy carbohydrates.
e  Imustbe extra careful about when I eat
sugary foods. I must also watch the
amount I eat. I can have an occasional
sweet. However, this will be a rare treat.
e Ishould eat less salt (“Eating Right”).
e &
A graphic =
s oy ST
visual . group: 2-3'servings
appeal.

vegetable group:
3-5 servings

bread, cereal,
rice, and pasta
group: 6-11
servings

The Food Guide Pyramid from 1992-2005

If I do this, I should be able to continue playing sports. In

fact, keeping active will be good for me.

Look at the above document carefully. Use it as a guide as you complete the
practice on the following page.
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Practice

Work with a partner or in a small group to complete this activity. Open one of
your textbooks to the first page of a chapter. Look carefully at the design of
the page. Discuss how the page shows effective design. Look especially at how
each of the following is presented. Take notes over your discussion. Share
these notes with the rest of the class.

1. Headings and subheadings:

2. Lists or series of important facts or ideas:

3. Arrangement of information on the page:

4. Especially important information:
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Using the Internet

From your phone, you
can contact any other
phone in the world.

The Internet (also know as The Net) is a
collection of computer networks. A good way
to think of this is to think of your telephone
system. From your phone, you can contact any
other phone in the world. The Internet permits you
to use computers in a similar way. The Internet allows
computer users to view, retrieve, or share information
with other users around the world.

Sy The Internet opens many doors to

new educational opportunities. Users can
communicate with peers and mentors
around the world. They can interview
authors or witnesses to actual events.
Internet users can get up-to-date current
events and contemporary literary works
before they are printed. The Internet also

The Internet allows computer provides the opportunity to publish and

users to share information with — ghare personal work with people on the

other users around the world. other side of the world.

Let’s take a few minutes to look at how the Internet works.

The Internet has its own special organization. Just like a machine, each
part of the Internet has its own job to do. The following diagram shows
how these parts work together.

e-mail \ / @

World Wide Web
(WWW), also called
the Web

‘\,T

Internet Service Provider
(ISP)

Personal
Computer
(PC)

4
)
3
@
Q
2
o
<
S
@

Local-Area Network (LAN)
(School or Business)
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Use the following terms and descriptions as a reference for this section.

Local-Area Network (LAN)—a system that allows a
business to share files. Many schools also use a LAN.
This lets all the computers in one company share files.

This also allows users to send electronic mail (e-mail) Local-Area Network
throughout an office. (School or Business)

Newsgroup—a system on the Web that lets you leave messages and
receive replies to your messages. You can read other users’ messages, too.
You can also reply to them. A newsgroup is similar to a bulletin board.
People who share interests enjoy newsgroups. You can exchange ideas
about sports, books, or hobbies.

Server—a machine on a network that many users access. A server is used
to store information. Information can also be retrieved from the server. A
web server houses Internet sites. It also shares web pages and files.

Internet Service Provider (ISP)—a company that provides —
Internet access or Internet accounts to individuals, businesses,
and other groups. Examples include Earthlink and AOL.

As you can see, the Internet has its own language. Review the ~ ——
list of terms and phrases below. You will use them as you Provider (1SP)
explore the Internet.

Browser—a software program used to explore the World Wide Web
(WWW). Examples of browsers include Firefox and Internet Explorer.

File Transfer Protocol (FTP)—a system for moving files across parts of the
Internet. Certain university and military sites are FTP sites.

Hypertext—a system that links to different pages on the

Internet. You often see one word, image, or phrase colored w
or underlined. By clicking on this link, you can open

another page. This is called a hot word. Pictures can also be

used. These are called hot symbols. SCUBA

HyperText Markup Language (HTML)—codes used to create hypertext.
These codes tell your browser how messages and graphics (pictures)
should look on a web page.

Unit 1: Using Technology—Navigating the Internet



HyperText Transport Protocol (HTTP)—the
beginning of a web address. You see it written
as: http://

Network—two or more computers that are
connected. This includes the hardware and software of the
computers. The hardware is the physical part of a computer such as the
monitor, mouse, or hard drive. Software consists of computer programs
such as word processing or graphic programs. A network allows the
computers to be connected and to share information and programs.

Universal Resource Locator (URL)—letters that make up an Internet
address to access a specific site. A URL looks like this:
http:/ / www.yahoo.com or http:/ /www.earthlink.net

Completing Research

The Internet has changed how we conduct

research. Once students had trouble finding

enough information. Your trouble will be
finding more than you need. Finding

Q [ /\/ FO " E \ where to start can be overwhelming.

Some of you will be lucky. You will have
the address of a particular site. Perhaps
you found this in a magazine. Perhaps a
friend shared it with you. To begin your
You will find more information than search, simply key in the address. Often,
you need on the Internet. this site will provide other useful links.

However, you will not always begin with an address. Without an address,
you can begin your search in one of two ways.

First: You may begin each Internet session with a homepage. This could
be a good place to start your search. Look for your browser’s tool bar—it
may have a built-in search engine, such as Google or Yahoo.

Look at the sample fictitious homepage on the following page. You can
access links to many topics. For example, you can find information about a
future career. You can also find information about current events. There is
even a section that links you to Web channels. Here, you can further
research a number of topics from automobiles to travel.
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From your provider’s homepage, you can move through thousands of
links.

Sample Homepage

FIND IT news

Bringing the News to You

Ch =D | E

Current News Top Stories | | G|
« Top Stories » Wildfires in California under Control

o World News » Earthquake in Tokyo Leaves People Shaken

o U.S. News » Stocks on the Rise

e Education * November Job Growth Strong

o Entertainment * Tennis: Davis Cup Finals

¢ Science e Oscar Nominations

- Sports Breaking News Alerts

Technology Sign up Now

* Blogging News Weather

* New Digital Cameras Enter city name or U.S. Zip Code: |:| ﬂl

Then: Choose a search engine.

The Internet gives you access to an ever-growing amount of information.
You will want to be able to search this huge bank of data and select
relevant information.

There is really no one complete Internet reference available. Numerous
search engines are available to locate specific information. Different search
engines provide different results based on their method of searching.
Some search for titles of web pages, others for keywords. It is helpful to
try one or more different search engines to compare results and find other
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relevant locations. Some of the most common search engines are used to
browse a broad topic, search a narrow topic, or search for the greatest number
of Internet sites. See the list of common search engines below.

Search Engines

To browse a broad topic

Yahoo Lycos Google
www.yahoo.com/ www.lycos.com/ www.google.com/

To search for a narrow topic

AltaVista Excite Go (Infoseek)
www.altavista.com/ www.excite.com/ www.go.com/

To search the greatest number of Internet sites (meta-search engines)

Metacrawler Ask All the Web (Fast Search)
www.metacrawler.com/ www.ask.com/ www.alltheweb.com/

Next: Conduct a word search.

There are many search engines available on the Internet. None of them
give you access to everything on the Net. However, each will allow you to
carry out a word search.

Look at the graphic on the previous page. Note where “Search the Web” is
written at the top right of the page. It is written in front of a blank text box.
The blank text box shows where to begin typing a keyword or phrase to
begin your search. Type in a keyword or phrase and click “Go.” A
keyword or phrase is related to your subject. Look over the following tips
for completing your word search.

Your wording is very important to a good search.

e Type in one word. The search engine will look for all sites
with that word in their descriptions.

e Type in more than one word. The search engine will look
for all sites that contain any of those words.
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e Type a phrase in quotation marks. The search engine will
look for all sites containing that exact phrase.

e Use Boolean words (words such as and, or, and not) to
narrow your search.

1. To locate multiple words, use AND.
Example: To find information on Florida panthers, type in
“Florida AND panthers.”

2. To locate items with more than one name or spelling, use
OR.
Example: To find information on e-mail, type in “email OR e-
mail.”

3. To eliminate unwanted references, use NOT.
Example: To find information on panthers (the animal, not
the sports teams), type “panthers NOT hockey.”

4. To narrow your search, use combinations of these words.
Example: Type “Florida AND panthers NOT hockey.”

Using Boolean Logic

Computerized search mechanisms are based on Boolean logic. Boolean logic is
named after George Boole (1815-1864). Boole was a 19t"-century English
mathematician who devised a new system for analyzing variables.

Sometimes there are too many choices or you get the wrong results. Some search
engines allow you to narrow your search by using Boolean logic. Boolean logic consists
of three logical operators: AND, OR, and NOT.

AND requires all terms to appear in a record.

OR retrieves records with either term.

NOT excludes terms.

Evaluating Internet Materials

How Good Is the Information on Any Given Web Site?
Web pages can be written by anyone from students to Nobel Prize

winners. You need to evaluate every document you wish to use in your
research. See the chart on the following page.
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How to Evaluate Internet Material

p
Criterion | Critical Questions to Ask What to Beware of on Internet Sites
Who posted this information? There is no author listed.
Who wrote the information? There is no e-mail contact.
. What does the author know about this There is no reference to a known organization.
Authority subject?
Is the author associated with a known
organization?
For what reason has this information been | The site is selling a product or service.
p posted? Extreme opinions are expressed with no other
urpose | |sthere bias or prejudice in how the topic viewpoints offered.
is treated?
Is the page simply designed to be a joke?
When was the document posted? The document is several years old.
Currency | When was it last updated? The site has never been updated.
How often is other information on the site | Everything else on the site is dated.
updated?
Does the information appear as text, You need text information and this site only offers
graphics, audio, or video? graphics or audio (or vice-versa).
Format Can my Web browser handle this type of | The screen prompts you to download a new
information? (browser software has "plug-in" module for your browser.
certain limitations)
Is the document part of a personal Web If you are on .com sites frequently, be aware the
page—personal page of an individual has sites have products or services to sell.
a tilde (~) in the address?
Is it a commercial (.com), educational (.edu),
government (.gov), organization (.org),
Site military (.mil), network services provider
(.net), or other site?
Is the document from United Kingdom (.uk),
Germany (.de), Australia (.au),
Japan (.jp), Canada (.ca), France (.fr),
Russia (.ru), South Africa (.za), or
other country?
Is the treatment of my topic appropriate? You've found your search terms in the document,
Relevance | Dges éhig document answer my information but the terms are used in a different context.
needs?
N

Source: Tallahassee Community College

The ability to think critically about items from the World Wide Web is
important. Thinking critically will help you to make smarter selections
from among the millions of Internet documents. Your papers will benefit
from more accurate research.

Let’s practice finding information.
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Practice

Researching Using the Internet

The Internet is an excellent source for late-breaking news online. A good
place to begin a search for such current facts is your search engine’s
homepage or an online newspaper. Most search engine’s homepages and
all online newspapers include a current news section. The exact title of the
section will vary. However, they usually list news stories from different
areas such as sports, world events, science, and health, and so forth.

You will begin this activity by opening your computer to its homepage or going to
an online newspaper suggested by your teacher and locating this section. Once
you have done this, complete the following steps.

 First, quickly scan the list of news articles.

e Second, select an article that interests you. Click on this
article to access the complete news story.

® Third, read the article carefully.

® Then, answer the following,.

1. Exact title of the article—you will find this when you have opened

the complete news story:

2. Date the article was posted:

3. Sponsoring news agency / publication:

4. Onrare occasions, an individual author will be listed. If one is listed,

include this individual’s name:
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5. Who or what this article is about:

6. Why it is in the news:

Now choose a topic from this article to research further. A person, place, thing,
or idea will be fine. Conduct a word search fo find three additional articles
about this topic.

1. Name of site visited:

Address of site:

Date of visit:

List of facts found in article:
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Name of site visited:

Address of site:

Date of visit:

List of facts found in article:

Name of site visited:

Address of site:

Date of visit:

List of facts found in article:
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Practice

Use the list below to write a sentence explaining what the word means. The
first one has been done for you.

browser link

document software

electronic mail (e-mail) web page

Internet World Wide Web (WWW)

1. A browser is a piece of software or an application that can

look around the Internet to find information.
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Practice

Match each definition with the correct term. Write the letter on the line provided.

1.

the physical part of a computer;
the machinery and equipment

pictures or images created on
the computer

the electronic address used to
access a specific site

the first page on a World Wide
Web site which may link to
supporting pages

a program on the Internet that
helps you to find specific
references or sites; also called a
robot, spider, rom, or
webcrawler

connected to the Internet or a
computer network

specific words or symbols used
to narrow a topic search on the
Internet

Unit 1: Using Technology—Navigating the Internet

A. Boolean wording

B. graphics

C. hardware

D. homepage

E. Internet address

F. online

G. search engine



Communication through E-Mail

e-mail is a wonderful way to communicate with
current friends and family. It also allows you to
make new friends all over the world. E-mail,
like your search engine, can be a valuable
educational resource. It can allow you to share
ideas. You may find someone else researching
your topic. Through e-mail, you can share
information. You might also make contact .

with experts in your field of study. Often, the f&ﬂﬂiﬁfﬁfaﬁﬁ% L:ll:;;iyt fo
contacts you make online can direct you to friends and family.

other links.

Many of you are avid e-mail users. If so, you know that ’ &
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Practice

Access the Internet using your browser. Follow your teacher’s instructions to
open your own e-mail account.

1. What is your e-mail address?

2. What is the e-mail address of the person to your right?

3. What is the e-mail address of the person to your left?
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Creating and Sending E-Mail

E-mail procedures will vary. Each e-mail program has its own rules. Each
e-mail server has its own rules as well. Your teacher will explain these
rules to you as you work. Read the steps below. Look at the diagram on
the following page. These instructions show you one way to send and
receive e-mail.

1. Access the Internet using your browser. Click the small envelope
icon. You could also click on mail under window on the main
menu. Step 1 on the diagram shows you this step.

2. Check your messages. Click on the Inbox icon. A list of your
messages will appear on the right side. Step 2 on the diagram shows
you this step.

3. Read the entire message. Click on the message. The text of the
message will appear in the lower window. Step 3 on the diagram
shows you this step.

4. Reply to a message. Click the Re: Mail icon. This automatically
sends your reply to the person who sent the original message. You
can send the same message to a list of people. Click the Re: All icon
to do this. Step 4 on the diagram shows you this step.

5. Type your message in the new window that appears. Step 5 on the
diagram shows you this step.

6. Create a new message. Click on the To: Mail button or new mail
under File on your toolbar. A new message window will appear. See
Step 6 on the diagram.

7. In the Mail To: box, do the following. First, enter the address to
which you want to send the message. Then, press TAB or click in
the empty message window. Type your message in the new
window. See Step 7 on the diagram.

8. Send your message. Click the Send or Send Now button on your
toolbar. See Step 8 on the diagram.

9. Delete a message. Click on the Delete button on your toolbar. See
Step 9 on the diagram.
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Example of E-Mail Procedures
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Practice

Review the e-mail addresses of the classmates you listed in the practice on
page 40.

e Write and send a short e-mail message to each of these
individuals.

e Reply to each of the messages you receive during this
exercise.

e Delete each of your sent messages after you have
received a reply.
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Publishing Your Writing

Once you have finished a piece of writing, share it.
One of the ways to do this is on the Internet. This
makes your work available as a resource to others.
There are many places to publish your work on the
Net. These include the following:

¢ online magazines

One of the ways to share
a piece of writing is on
the Internet.

* writing contests
* student publishing sites.

Begin this search with your teacher. Perhaps your school district has a site
that publishes student work. Some schools have such sites. Find out the
rules for submission, if one exists.

Teachers frequently receive information about student contests. Several
textbook publishers also sponsor student sites. Your teacher can help you
find these.

rrrr| Beware: Many of these sites contain “contests” or “awards”

‘ —— :

=} that require you to buy a product. Always check out offers and
“dos and don’ts” with your teacher. For example, your teacher
may tell you never to use your last name or other identifying
information on the Internet.
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Citing Electronic References

You must always give credit for information you researched. Not doing so
is a very serious offense. Internet and electronic references or sources are
no different from other reference materials. You cite or refer to each source
so you or your reader can also find it again. When doing your research on
the World Wide Web, you should try to obtain as many items from the
following list as are relevant and available:

complete name(s) of the author(s) or editor(s)
title of the document (poem, article) in quotation marks

title of complete work (book, magazine), if available, in
italics or underlined

version number (volume, issue, ID number)
documentation date or last revision date

name of institution or organization sponsoring the site
date you accessed the site

complete Internet address of site in angle brackets
<URL>.

title of complete work if
available (book, magazine) in
italics or underlined documentation date or

last revision date

version humber (volume,
issue, ID number) \
title of the document
(poem,.arﬂcle?(in —
quotation marks

name of institution or
_— organization sponsoring
the site

—— date you accessed the site

comﬁle‘re name(s) - complete Internet

of the author(s) address of site in
or editor(s) aLn) lf brackets
< >

Rarely will you find all of the above information. However, you should
obtain all that is given for the article. Your Web browser can be set to print
this information on pages you print.
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Properly citing electronic sources can be difficult. This is because they are
constantly changing. It is suggested that you use an updated format from
the Modern Language Association (MLA) found in the MLA Handbook for
Writers of Research Papers. MLA style is a written set of procedures used
for writing papers and citing resources. However, the MLA Handbook is
only one guide to citing references. Your teacher may suggest another
guide.

Examples of MLA References in an Online Entry

Although no single entry will have all of the suggested information
mentioned on the previous page, all works cited must contain the
following basics:

Author’s or editor’s name (listed with last name, first name, middle
initial). Document title. Date of Internet publication. Date of access
<Internet address>.

Review the following examples of citing online sources. Information may
be in a different order with different styles. Different styles may also
require the second line of the entry to be indented. Check the style your
teacher requires.

Article:

Bayan-Gagelonia, Ruby. “The Florida Manatee.” EcoFlorida: Your Guide to
Exploring Natural Florida. Fall 2000. 9 Sept. 2002 <http:/ /
www.ecofloridamag.com/archived / manatees.htm>.

Book:

Aston, Diane E., and Dowd, Eileen M. Fragile Legacy: Endangered,
Threatened & Rare Animals of South Dakota. South Dakota Department of
Game, Fish & Parks, Report No. 91-04. 8 Dec. 1997. 10 Sept. 2002 <http:/ /
www.npwrc.usgs.gov / resource / distr/ others /sdrare / sdrare.htm>.

Web site:

Endangered Species Information. U.S. Fish & Wildlife Service. 18 July
2002. 12 Aug. 2002 <http:/ /endangered.fws.gov /wildlife.html#Species>.

Unit 1: Using Technology—Navigating the Internet



E-Mail Message:
E-mail messages need author’s name (if you can’t determine the author’s
name, use the author’s e-mail address), subject line (in quotation marks),

message description, e-mail recipient, and date sent.

Evans, Brock. “Joining the Endangered Species Coalition.” E-mail to
Brandi Ash. 5 Aug. 2006.
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Practice

Review the information you gathered in the practice on pages 34-36. Choose
one of the sites you visited. Prepare a correct citation for that source.
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Practice

Write True if the statement is correct. Write False if the statement is not correct.

1. When writing a draft on the computer, stop frequently
to save your work.

2. The menu bar shows the main design and editing
operations.

3. The cursor shows how to transfer files.

4. The mouse is a pointing device you use to move a cursor
on the computer screen.

5. Use an easy-to-read font for the main text.
6. A beautiful design can cover up poor writing.
7. Avoid beginning a paragraph at the bottom of a page.

8. The Internet is the worldwide information highway and
is made up of thousands of interconnected computer
networks.

9. An Internet Service Provider (ISP) is a company which
provides Internet access or Internet accounts to
individuals, businesses, and other groups.

10.  There is only one search engine available on the Internet.

11. Use Boolean words (words such as and, or, and not) to
narrow your search.
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12. You must always give credit for information you
researched but not for any electronic references.

13.  MLA style is a written set of procedures used for writing
papers and citing resources.

14.  Use bold face type to make a title and heading easy to
read.

15. By clicking on the hotword, you can open another page.
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Unit 2: Reading—Improving a Skill for Life

Unit Focus

Reading

Select and use prereading strategies that are appropriate to the text,
such as discussion, making predictions, brainstorming, generating
questions, and previewing to anticipate content, purpose, and
organization of a reading selection. (LA.A.1.4.1)

Select and use strategies to understand words and text, and to
make and confirm inferences from what is read, including
interpreting diagrams, graphs, and statistical illustrations.
(LA.A1.4.2)

Refine vocabulary for interpersonal, academic, and workplace
situations, including figurative, idiomatic, and technical meanings.
(LA.A.1.4.3)

Apply a variety of response strategies, including rereading, note
taking, summarizing, outlining, writing a formal report, and
relating what is read to his or her own experiences and feelings.
(LA.A1.4.4)

Determine the main idea and identify relevant details, methods of
development, and their effectiveness in a variety of types of written
material. (LA.A.2.4.1)

Determine the author’s purpose and point of view and their effects
on text. (LA.A.2.4.2)

Locate, gather, analyze, and evaluate written
information for a variety of purposes,

including research projects, real-world tasks,
and self-improvement. (LA.A.2.4.4)




e Select and use appropriate study and research skills and tools
according to the type of information being gathered or organized,
including almanacs, government publications, microfiche, news
sources, and information services. (LA.A.2.4.6)

e Analyze the validity and reliability of primary source information
and use the information appropriately. (LA.A.2.4.7)

e Synthesize information from multiple sources to draw conclusions.
(LA.A2.4.8)

Language

e Understand the subtleties of literary devices and techniques in the
comprehension and creation of communication. (LA.D.2.4.2)

o Critically analyze specific elements of mass media with regard to

the extent to which they enhance or manipulate information.
(LA.D.2.4.5)




Overview

DONT
DRINK AND

We are bombarded daily with things to DRIVE!

read—billboards, directories, newspapers,
stories, and the list goes on. It doesn't matter

what you do for a living. Neither does it roloers ||
matter how you relax. Being a good reader is
very important. Good readers do more than
pronounce words well. They use various
reading strategies in a number of ways. We are bombarded daily with
Theses strategies help readers things to read.

e understand the meaning of what they are reading.
e evaluate what they are reading.
¢ find specific information in a variety of written sources.

Many of the things you read are written for a specific purpose. The people
who write them hope to convince you that one idea or product is better
than another. Good readers are able to evaluate what they read. Therefore,
these readers can make good choices in their daily lives.

This unit is designed to help improve your reading skills. Specific areas of
focus include the following:

* previewing your reading materials

¢ predicting words based on subject matter

* using context clues to determine word meaning
* using word structure clues to find word meaning

* using precise language
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¢ understanding literal and figurative language

¢ understanding visual references
* summarizing a reading selection

* recognizing fact and opinion.
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Vocabulary

Use the vocabulary words and definitions below as a reference for this unit.

adjective ..o, a word that tells something about a
noun or pronoun

adverb ..o, a word that tells something about a
verb, adjective, or another adverb

connotation ..., meaning that comes from the emotions
or ideas readers associate with
particular words
Example: The word home means the place
where one lives, but its connotation may
suggest family, love, and comfort.

context clues..........cccoooovrinnnnnn. surrounding words or sentences that
identify the meaning of an unfamiliar
word

figurative language ...................... uses words in such a way that the reader

sees something special or feels a
particular way; uses words to describe
and create images
Examples:
simile—makes comparisons using like
and as
metaphor—describes one thing as
being or is another
personification—describes an animal,
object, or idea as having human
characteristics
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literal language..............coeuennnene uses words for their exact meaning—the
meaning found in the dictionary

main idea ..., the most important idea or pointin a
paragraph or piece of writing

metaphor..........ccccooiininne, a comparison between two different or
unlike things without using like or as in
the comparison
Example: Each day is a blank sheet of

paper.

onomatopoeia ..........cccccceeceucnnes the use of words that sound like their
meanings
Example: ooze, slurp, or thud

paragraph ... a group of related sentences that present
and develop one main idea

personification ............................. an expression that gives a human
characteristic or action to an animal,
object, or idea
Example: The sun smiled down on the

hikers.

PrefixX ..., a letter or group of letters added to the
beginning of a word to change its
meaning

PIEVIeW ....cocooviiiiiiiiiicce, to look at in advance to get an idea of

what is to come

root or base word ...............c.c........ the word to which a prefix or suffix is
added
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simile ..o a comparison between two different or
unlike things using like or as in the
comparison
Example: My mind is as sharp as a tack.

SUFFIX coveeecccc a letter or group of letters added to the
end of a word to change its meaning

C100510 11 F: 1 RO a brief restatement of the main points of
a piece of writing

table of contents ........................... a listing of the information contained in
a book located at the front of a book;
shows how the book is organized and
gives page numbers of chapters and
subtopics within those chapters

EOPIC .o, the subject of written material; what the
material is about

topic sentence ... the sentence that tells the focus or main
point of a paragraph
visual references ......................... information presented in graphic form

to summarize and supplement written
information, including sources such as
diagrams, tables, graphs, pictures, maps,
or signs
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Previewing: Looking Ahead

Smart drivers consult road maps and travel information
before they take a trip. Smart cooks read through their
recipes before they cook. Smart students preview their
materials before they begin to read. Previewing helps
you discover the writer's purpose and prepares you to

understand what you are going to read. Previewing Smart drivers consult
helps you organize and interpret information right road maps before they

from the start, so you read more efficiently. take a trip.

Complete the following steps and answer the corresponding questions
when previewing reading material.

Previewing Reading Materials

1. Read the title. What is the general subject of the
material? On what specific part of the general subject
will the material focus? Does the title tell you how the
author feels about the subject?

2. Skim through the selection. Look for chapter titles,
headings, and subheadings. How is the material
divided? If it is a book, skim the table of contents for
chapter titles. If it is a chapter or article, skim for
headings and subheadings. What do these divisions
tell us about the content of the article? Think of them
as the bones or skeleton of the material. As you read,
lay the information and ideas where they belong on
the skeleton.

3. Look at the illustrations. If illustrations appear, what
do they tell you about the subject?

4. Read the opening paragraph. How does the author
feel about the subject? Is he or she presenting an
explanation or making an arqument?

5. Read the closing paragraph. What conclusions does
the author draw about the subject?

Unit 2: Reading—Improving a Skill for Life
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Look over the example article below. The title and opening paragraph are
provided. In addition, subtitles are given for the different divisions of the
information. An illustration is provided, as is the closing paragraph. Look

closely at these examples.

Stop the Violence in Our Schools!

One day Joseph just stopped going to school. He couldn't take it
any longer. Each day had become a question mark: Would there be
a fight today? Would someone pull a
weapon? Would a gang surround a
single unfortunate person? And yet,
after staying home for a few days, it
dawned on Joseph—he was lucky.

He was still unhurt, and he was still
alive. Then he took action. He began to A
discover ways to help end the violence. He formed )
a mediation group that could help students settle their differences
in nonviolent ways. He helped organize meetings where students
could voice their fears and offer solutions. Joseph realized what all
of us must: in order for our schools to do their job, they must be
free of violence.

I.  Why Teens Bring Violence to School
II.  What the School Can Do to Help Violent Students
III.  What the Family Can Do to Help Violent Children

IV.  Why and How We Must Protect the Law-Abiding
Student

Right now the amount of violence in many schools seems
unstoppable. Short of turning schools into prisons, how can we
stop the violence? The answer to this question is the same answer
to most hard social issues—one person at a time, beginning with
you and me. Even if you are about to graduate from school and
escape the violence, you will most likely one day be packing your
own children off to school. Do you want them to learn or to fight?
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The steps for previewing reading materials are again given below. Beneath
each is an analysis for a part of the above article. Reach each one carefully.

Previewing Reading Materials

1. Read the title. What is the general subject of the material? On what

specific part of the general subject will the material focus? Does the
title tell you how the author feels about the subject?

Take, for example, the title “Stop the Violence in Our Schools!” The
general subject is violence in our schools. The author is focusing on a
specific part of this subject: stopping this violence. The title also clearly
tells us that the author feels strongly that we should stop this
violence! The exclamation point and use of command are clues to
this. Note how much information about the contents of this article
you can get simply by reading the title carefully.

Skim through the selection. Look for chapter titles, headings, and
subheadings. How is the material divided? If it is a book, skim the
table of contents for chapter titles. If it is a chapter or article, skim for
headings and subheadings. What do these divisions tell us about the
content of the article? Think of them as the bones or skeleton of the
material. As you read, lay the information and ideas where they
belong on the skeleton.

The article “Stop the Violence in Our Schools!” was divided by the
following headings:

I.  Why Teens Bring Violence to School
II. What the School Can Do to Help Violent Students
III.  What the Family Can Do to Help Violent Children

IV. Why and How We Must Protect the Law-Abiding
Student

Note that simply by reading these headings you get a sense of the
content of the article. The author recognizes that there are reasons
why students are violent in schools. The author also thinks that
schools and families can help end the violence. In addition, the
author believes that peaceful students must be protected from
violent ones. These headings are a kind of map telling us where this
discussion is going.
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3. Look at the illustrations. If illustrations appear, what do they tell
you about the subject?

The illustration included in the
article “Stop the Violence in Our
Schools!” shows a crowd of
students watching two students
fight. The illustration makes the
point that violence detracts from
education—the students in this
picture are not in a classroom.
When they return to the
classroom, they may be distracted
and upset by what they’ve seen.
There is a good chance little learning will take place the rest of the

day.

The illustration shows a crowd of
students watching two students fight.

4. Read the opening paragraph. How does the author feel about the
subject? Is he or she presenting an explanation or making an
argument?

The opening paragraph conveys just how serious and important the
author feels this issue is. It is clearly an argument—stop the violence
—but the article will most likely include explanations. The article is
likely to explain, for example, how mediation groups can be formed
and how they work.

5. Read the closing paragraph. What conclusions does the author
draw about the subject?

The author concludes that the problem will be solved only if we

don't let its size overwhelm us. The conclusion is a plea for readers
to take action to solve this problem.
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Practice

Use the questions below to preview the article, “Viruses: The Tiny
Saboteurs,” on the following pages.

1. Read the title.

What is the general subject of this article?

On what specific part of the general subject will this article focus?

Does the title tell how the author feels about the subject?

2. Skim through the selection.

How is the material divided?

What do these divisions tell us about the content of an article?

3. Look at the illustrations.

What do they tell you about the subject?
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4. Read the opening paragraph.

5.

How does the author feel about the subject?

Is the author treating the topic objectively or subjectively? (Is he or
she presenting an explanation or making an argument?)

Read the closing paragraph.

What conclusions does the author draw about the subject?

Unit 2: Reading—Improving a Skill for Life



Viruses: The Tiny Saboteurs

Characteristics of Viruses

Viruses are strange little things that don’t fall into any category. In fact, scientists
have long argued about whether or not viruses are even alive. They are not
made of cells, the basic unit of life. However, they do reproduce. Viruses
reproduce by hijacking the equipment of living cells, basically taking over the
cell and using its chemicals to make copies of themselves. As they reproduce,

they kill the cell they have taken over. Obviously, viruses are consumers.

virus attached

to bacteria cell\ bacteria cell

; . chromosome of
head of a Viruses are
straight pin much smaller

than bacteria.

(This illustration is not to scale—the cell and virus are much smaller.)

If viruses aren’t made of cells, what are they made of? Mostly, they’re just a little bit
of reproductive material inside a protective capsule. They are much smaller than
bacteria and can only be seen with very specialized microscopes. A virus operates
by somehow tricking a cell into allowing it inside. Then it sabotages the cell by
substituting its own reproductive material for the cell’s reproductive material. It

tricks the cell’s machinery into making virus copies instead of cell copies.
Viruses and Illnesses

Viruses are very much in the news these days because of the human
immunodeficiency virus (HIV), which attacks immune system cells and causes
Acquired Immune Deficiency Syndrome (AIDS). Viruses are responsible for other
familiar sicknesses, such as the common cold. Although scientists have developed
vaccines to protect us against some viruses, they have not been able to develop

vaccines to keep us safe from all of them.

Unit 2: Reading—Improving a Skill for Life 65



Practice

Select an article or chapter in a textbook to preview. Preview the article or
chapter using the following Preview Form and extra paper if you need it. Follow
the steps and questions for Previewing Reading Materials on page 59 to guide
you.

Preview Form

Title of Article or Chapter:

Author:
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Understanding Words and Their Meanings: Using Clues to

Find Meanings

A writer uses words to

build a paragraph just like
a builder uses bricks.

A builder uses brick, wood, or steel to construct a wall, room, or
building. In the same way, a writer uses words to build a

phrase, sentence, paragraph, or essay. Skilled
writers are aware of how to use these words
effectively. They know how to make readers feel a
certain way or to understand different levels of
meaning. Such writers use words to make readers
like or dislike a character. They help readers
understand the true meaning of the text and feel
comfortable or uncomfortable in a reading
situation.

Predicting Words: Which Words Belong to This Subject?

As a good reader, you should always begin by previewing a reading
selection. This gives you a good idea about the subject of the selection. It
also communicates the author's attitude toward that subject. In addition,
you will have an idea about the kinds of words that you will find in the
selection. For example, in a story about life on a farm, you might expect to
tind words like haystack, fertilizer, tractor, irrigation, and so on.

Written material includes clues that help you predict words and meaning.
This ability to predict and expect certain words helps readers move more
quickly through the selection.

life on a farm

haystack

fertilizer

S0,
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Practice

List four words you might expect to find in each of the following.

1. A story about the stock market crash of 1929.

2. A poem about a lost love.

3. An article on using the Internet.

4. An editorial about building more roads as a solution to traffic problems.

5. A brochure about a beach resort.

Unit 2: Reading—Improving a Skill for Life



Practice

Two of the words in the list below would not appear in an article about
physical fitness. Circle the two words you would not expect to find in this
selection.

blood pressure dynamite muscle tone
cholesterol exercise nutrition
diabetes fat intake obesity
doctors investments running

Which of the following phrases would you expect to find in an article about
baseball? Put an X in front of them.

1. a looping fly ball

2. with two outs in the inning
3. hanging out of the window
4. barely making ends meet
5. a piece of pie with coffee

6. drove in two runs

7. worst loss of the season

8. sliding into third
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Context Clues: Using the Words You Know to Understand the
Words You Don't

Context means setting or environment. Sentences and paragraphs are the
setting, or context, of words. We use context to help us understand words.
You are probably quite an expert in the process of identifying meanings
from context clues. You just may not realize it.

We use context clues to understand other
things as well. When you meet new
people, you identify them based on their
family, clothes, accent, or home. Looking
around their room, you might use their
books or belongings to figure out their
personality. A person who has star charts
on her walls and a telescope at her
window may dream about traveling to the
moon, and beyond.

Sometimes context clues are direct and A person who has star charts on her
walls and a telescope at her window

easy to find because the sentence contains may dream about traveling to the
a word or phrase that directly explains or moon, and beyond.

defines the word. These are called direct

context clues.

Other times there are no direct context clues. There is no explanation or
definition given in the sentence. However, you may be able to use context
clues that are indirect and guess the meaning of the word you do not know.

To use indirect context clues and identify the meanings of unknown words,
look around (before and after) the unknown word and at the other words
in the sentence. Look at what the entire paragraph or essay is about. Use

all of these context clues to determine the meaning of the unknown word.

There are several types of context clues that writers use to help readers
understand unknown words. The chart on the following page lists and
defines six types of context clues. It also provides an example of each clue.
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Examples of Context Clues

Types of Context Clue

Example
(clues are bold; unknown word is underlined)

1. Synonyms mean the same
thing as the unknown word.

Fecund, or fertile, lands are vanishing.

2. Examples show what the
unknown word means.

The population of roaches in my
cupboard was poisoned by the
extirpator my husband hired.

3. Direct Explanations define
the unknown word.

Euphobia is the fear of good news.

4. Comparisons/Contrasts
show how the unknown word
is the same as or different from
something familiar.

Comparison:
Buskers, like all wandering musicians,
depend on the public for their income.

Contrast:
Unlike a black fur coat, a miniver coat
shows the dirt.

5. Antonyms mean the opposite
of the unknown word.

He was distingué, not a peasant.

6. Physical Contexts place
unknown word in a familiar
physical setting.

Amongst the bodkins, pins, and patterns
in the tailor’s little shop lay all his half-
finished suits and dresses.
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Practice

Use the words from the Examples of Context Clues chart on the previous page.
Match each meaning with the correct word. Write the correct letter on the line

provided.
Meaning Word

1. aneedle A. bodkin
___ 2. anobleman B. busker
___ 3. awandering musician C. distingué
4. fertile D. euphobia
____ 5. fear of good news E. extirpator
6. white fur F. fecund
__ 7. anexterminator G. miniver
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Practice

Write a short definition for the bold word. Use the context clues from each
sentence to help you.

1. The coruscating shields and helmets were a consequence of constant
polishing by the knight’s servants.

coruscating:

2. Rude people are a nuisance; however, felicitous people make good
companions.

felicitous:

3. Fred was wan after the surgery because he had lost a lot of blood.

wan:

4. Go ahead! Venerate, adore, and worship me. I like it.

venerate:

5. A good poet understands cadence, or rhythm, very well.

cadence:
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6. Idon’t want Max to know I care, so I act aloof when I am with him.

aloof:

7. Whether erudite or ignorant, the people believed that the
educational system had to be improved.

erudite:

8. How fortuitous that she had just completed a first aid course and
could offer assistance to the young boy with a sprained wrist.

fortuitous:

9. Most princesses in fairy tales are winsome; the witches are evil,
ugly creatures.

winsome:

10. Marie doesn’t like long, drawn-out plays; she prefers brevity in
theater more than anything else.

brevity:
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Practice

Look through one of your textbooks. Find at least five unfamiliar words. Use
context clues to discover their meaning. Use only the context clues. Do not
refer to a dictionary. Record your information below.

e Write down the sentence containing the word.

e Circle the unknown word.

e Underline words that give clues to the word’s meaning.
e Write a definition of the circled word.

1.

Definition:
2.

Definition:
3.

Definition:
4.

Definition:
5.

Definition:
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Practice

Create a section for vocabulary in your notebook or portfolio that is labeled like
the one below. As you read through your assignments each day, list words
whose meanings you have been able to determine from context clues.
Write a definition of each term using your own words. Check your meaning

with a dictionary.

Daily Vocabulary

Date:

Word:

Contextual Definition:

Dictionary Definition:

Word:

Contextual Definition:

Dictionary Definition:

Word:

Contextual Definition:

Dictionary Definition:

Word:

Contextual Definition:

Dictionary Definition:
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Word Structure Clues: Unlocking the Meaning of a Word
through Its Prefix, Suffix, and Root or Base Words

Our vocabulary is a mishmash of Spanish, Sanskrit, Latin, Greek, and
many other languages. Some of these languages are living, or still spoken,
and some are dead, or no longer spoken. Every day new words are created
by speakers while others fade out of use. We build words much like a
child plays with blocks. We add a block here and drop one there. Some of
our word building is haphazard, and some is deliberate.

The building blocks of words are called prefixes, suffixes, and root or
base words. A prefix is a word “block” added to the beginning of a word,
such as the “un” in undone. Prefixes often change the meaning of the

q word from positive to negative, or negative to positive.

A suffix is a word “block” added to the end of a word. An
example is the “ly” in brightly. Suffixes often tell you the
kind of word it is, such as an adverb or adjective. This will
determine how it should be used in a sentence.

the main parts of the word to which prefixes and
suffixes are added. However, unlike a base word, a
root word cannot stand alone. A root word must be
attached to a prefix, suffix, or both. For example,
annual is a base word to which could be added a prefix
(semiannual) or a suffix (annually) or both (semiannually).
The prefix semi means “half of.” The base word annual
means “a year” and the suffix ly tells us it is used as an
_ adverb. By knowing the meanings of prefixes, base words,
and suffixes, it is easy to unlock the meaning of unknown

Many root and base words were formed from prefixes and suffixes long
ago. For instance, portfolio comes from the Latin portare—"to carry out”—
and folium—"a leaf.” How would knowing this help you understand the
meaning of portfolio.

If you know the building blocks of our language, unfamiliar vocabulary is
easier to understand. Increasing your vocabulary is a worthy goal because
you’ll be able to communicate more precisely. The tables of prefixes and
suffixes on the next pages will help you to do this.
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Commonly Used Prefixes

Prefix Meaning Example

ab- from, away abduct - to kidnap or lead away

anti- against anticommunist - opposing the Communist
Party

bi- both, double, twice biweekly - happening twice each week

co- together with coworker - someone who works with another
person

con- together with conspire - to plot or plan with another person

com- together with compose - to bring different parts together

de- from, down degrade - to take away from someone or
something’s value

dis- apart, away, reverse dismiss - to send away

em- in, into embrace - to take someone into your arms

en- in, into endanger - to put something or someone in
danger

ex-, e- out expel - to drive out

eject - to throw out

fore- before, front part of forefront - at the very front

il- not illegal - not legal

im- not immoral - not moral

in- not incorrect - not correct

ir- not irregular - not regular

mis- badly, wrongly misbehave - to not behave or act badly

non- not nonexistent - not real; not existing

post- after, following postwar - after the war

pre- before preview - to see before others

pro- forward, in favor progress - to move forward

re- back, again revive - to bring back to life

sub- under submerge - to put under

un- not, release unfair - not fair

unbutton - to release from being buttoned
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Commonly Used Suffixes

Suffix Meaning Example
-able, -ible able to be manageable - something that can be handled
or managed
edible - something that can be eaten
-age act of storage - act of storing
-al relating to, like, of natural - relating to nature
secretarial - like a secretary
-ance, -ancy act, quality, state admittance - being allowed entrance
consistency - state of being the same; being
dependable
-ant, -ent performing agent, servant - a person who serves
one who dependent - one who depends upon another
-ary relating to dietary - relating to what you eat
-ate cause, make segregate - cause a group to be apart from
others
-cian having a certain skill musician - one skilled in music
-en made of, to become silken - made of silk
or cause to be weaken - cause to be weak
-ence, ency state of, quality difference - state of being different
urgency - needing immediate attention
-ese a native of Japanese - someone who was born in Japan
-ful full of helpful - full of help
-ion, tion act or condition of multiplication - act of multiplying
-ist one who does or uses scientist - a person who uses science
-ity state of, quality captivity - state of being captured
-ive causing, making abusive - causing abuse
-ize make publicize - make known to the public
-less without fearless - without fear
-ly like, manner of fearlessly - done without fear
-ment result of, action enjoyment - result of enjoying something
-ness state of, condition lifelessness - having no life
-ous full of, having spacious - full of space
mysterious - having an air of mystery
-ship state of, quality ownership - state of owning something
-ward in the direction of eastward - toward the east
-y inclined to, tend to cheery - inclined to be cheerful
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Practice

Write the base word of the words below. Some words have both a prefix and a

suffix.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

carries
responsive
intellectually
interchangeable
antinuclear
civilization
ultrasonic
atmospheric
unconditionally
realization
disinherit
telecommunications
vocalization
senseless
organization
repossess
childhood
accidentally
religiously

difficulty
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Practice

Write the meaning of each of the prefixes below.

1. ante (as in anteroom):

2. anti (as in antifreeze):

3. bi (as in bicycle):

4. dis (as in disagree):

5. trans (as in transfer):

6. ex (as in export):

7. im (as in impossible):

8. 1in (as in inconsistent):

9. inter (as in intercom):

10. mis (as in misspell):

11. pre (as in prepay):

12. post (as in posttest):

13. sub (as in submarine):

14. super (as in superman):

15. un (as in unopened):

16. uni (as in unicycle):

17. penta (as in pentagon):

18. re (asin return):

19. mis (as in mistake):

20. re (asin redo):
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Practice

To each base word below, add a suffix that fits the meaning given. Write each
new word on the line provided.

Base Word + Suffix Meaning New Word
1. small + most small =
2. thought + without thought =
3. entice + result =
4. care + without care =
5. thank + full of thanks =
6. willing + condition of =
7. short + most short =
8. hope + without hope =
9. change + able to be =

10. six + multiplied by =
11. motor + one who motors =
12. color + cause to be =
13. nice + in a nice way =
14. hard + to make =
15. digit + cause to be =
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Practice

Given the base word, add the appropriate suffixes, and fill in the blanks with
the correct forms of the base word.

1. music
2. interest
3. friend
4. farm

5. wise

He found that he was inclined
after taking partin a . He hoped
to become a when he graduated
from high school.

John found himself more than

most of his friends. John could speak

about things and could make me

in them.

Sally introduced her to us. Myra

was especially , and we were

impressed with her

We are finding fewer and fewer

as more and more people move into our cities.

The that he spoke made us think
about how much he was than we
were.
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6. post A new rate was

by the
service.
7. sum the story; in your
include only pertinent
information.
8. invest The his

money and then made a lot of money from his

9. critic Ms. Burns reviewed the play quite

All the other thought her

was a bit severe.

10. west The movie was the story of a

trek into the wilderness. The

movie made it seem that winds

welcomed the pioneers.
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Practice

Each week, choose a special prefix, suffix, or base word. Use this list as you
read your assignments. Make a list of words with your chosen word part
(prefix, suffix, or base word). Write a definition for each word. Do this by using
your knowledge of the meaning of the word parts and any context clues that are
provided. Check your definition with a dictionary.

Word Part Week Ending
1. 1. 1.
2 2. 2
3 3. 3
4 4. 4
5 5. 5
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Practice

Use the list below to write the correct term for each definition on the line provided.

adjective prefix suffix
adverb preview table of contents
context clues root or base word topic
paragraph
1. the subject of written material; what
the material is about
2. surrounding words or sentences that
identify the meaning of an unfamiliar
word
3. aword that tells something about a
noun or pronoun
4. tolook at in advance to get an idea of
what is to come
5. aword that tells something about a
verb, adjective, or another adverb
6. a group of related sentences that
present and develop one main idea
7. aletter or group of letters added to the
end of a word to change its meaning
8. aletter or group of letters added to the
beginning of a word to change its
meaning
9. the word to which a prefix or suffix is
added
10. a listing of the information contained

in a book located at the front of a book
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Precise Language: Using Specific Words to Convey Exact
Images and Feelings

One way that a writer creates a precise image in a reader’s mind is by
using specific rather than general words. Look at the following examples.

Latoya noticed the dog sitting on the curb.

Latoya noticed the mongrel sitting on the curb.

Each person who reads the first sentence will create his or
her own image about what the dog looks like. Such
images are often based on what we have directly
experienced. For example, if you have always
owned a small brown dog, then you will probably
imagine that a small brown dog
is sitting on the curb.

Mary owned
a small
brown dog.

In the second sentence, the
writer has changed the general word dog to the
specific word mongrel. The word mongrel means “an
individual resulting from the interbreeding of
diverse breeds.” Seeing the word mongrel might
make the reader think of a dog that is a mixed
breed, mangy, and homeless. Using a more
specific word forces the reader to see the same
thing the writer sees. It also forces the reader to
feel the same way the writer feels about the subject.

Mary thinks of
a mongrel.

the word puppy, pooch, or hound? Each of these synonyms for
dog would create a different mental image for the
reader. Writers should select their words carefully
& because many words have connotations:

04. meanings that come from the emotions or ideas
readers associate with particular words.

Some words have positive or favorable
connotations and some have negative or
unfavorable connotations. For example, if you say
that someone is relaxing, it sounds favorable;
however, if you say the person is loafing, it sounds unfavorable.

What connotation do you thmk
of when you think of puppy,
pooch, or hound?
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Practice

Read each of the following sentences. Write F if the underlined word has a
favorable connotation and U if the underlined word has an unfavorable
connotation.

1. Melissa glared at her test score.

2. Melissa beamed at her test score.

3. Martin snickered at Melissa’s painting.

4. Martin admired Melissa’s painting.

Read each of the following sentences. Each sentence has a general word or phrase

in bold. Write two specific synonyms for each general word or phrase.

5. The house sat on the corner of the treelined street.

Specific synonyms:

6. Arlo wished he hadn’t spoken.

Specific synonyms:

7. The football player caught the ball.

Specific synonyms:

8. Terry went from one place to the next.

Specific synonyms:
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Practice

Write two specific words for each of the following general words —one with a
favorable connotation and one with an unfavorable connotation.

General Words Favorable Unfavorable

1. cold

2. car

3. eat

4. walk

5. talk

6. clothing

7. man

8. food

9. shelter
10. shine
11. touch
12. brave

13. winner

14. good

15. fell
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The Main Idea: Getting the Big Point

A good reader's goal is to respond critically to a particular selection.
Before doing that, she or he must know the main idea of the material. The
main idea is the most important idea of the reading selection. As you search
for the main idea, consider the following four points.

1. the purpose of the author

2. key words which signal important ideas (the best, most
important, in conclusion, etc.)

3. the opening and closing sentences of a paragraph, and
the opening and closing paragraphs of an essay or story

4. the idea to which all the examples relate

Help yourself understand what you are reading by asking yourself the
following “5W-How” questions:

® Who is the material primarily about?
® What is the material primarily about?
® Where do the events in the material take place?
® When do the events in the material take place?

® Why are the ideas, events, or situations in the material
crucial?

e How do the ideas, events, or situations in the material
connect to one another?
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Sometimes the answers to the 5W-How questions (Who? What? Where?
When? Why? How?) are not given directly, as in the following passage:

The sun shone brightly over the snowcapped peaks. Hikers had
already started down the trail to the lake at the bottom of the
valley. Allen didn’t notice them. He sat quietly on a large
boulder, his shoulders slumped and his head in his hands.

The answers to the 5W-How questions are not directly stated in this
passage. However, we do know that the story takes place in the morning
because the sun is shining and the hikers have left early. We know that
Allen is preoccupied because he doesn’t notice the hikers. We know he is
either sad or in deep thought because he is sitting with

“his head in his hands” and “his shoulders slumped.”

We also know this story takes place in the mountains c

because it mentions “snowcapped peaks.” Although we

need to do a little detective work, we can find the answers to the
5W-How questions by using the details or clues in this passage.

By using the indirect context clues of the passage above we can answer the
W questions.

* Who is the material about? Allen

* What is the material about? a man sitting on a boulder
thinking

* Where does the passage take place? the mountains
* When does the passage take place? midday

* Why are the details crucial to the material?  Even though
Allen is surrounded by beautiful scenery and other people, he
doesn’t notice.

e How are the details important to Allen?  Allen misses the
beauty and people that surround him.

Remember: Use direct and indirect clues to help you understand what
you are reading.
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Practice

Before you read the following cartoon, familiarize yourself with the 5SW-How

questions below. Then read the cartoon and answer the following.

ESSAYVILLE HIGH

the 2000s
pleasel

Your essays oh
institutions in

The hardware on my
computer was not
working according to
F.C.C. Guidelines and
the manual overdrive
stimulator was
malfunctioning so the...

' don't have the essay.

...windows all went
into the HD80 which
had been overcome
by a mysterious virus
initiated by an
overzealous hacker
leading to a system-
wide breakdown. So I

I

like an
excuse
to mel

Well, ma'am
you're right.
I admit the
essay topic
was too
complicated!

1. Who is the cartoon about?

2. What is the cartoon about?

3. Where does the cartoon take place?
4. When does the cartoon take place?

5. Why are the ideas crucial to the cartoon?

6. How do the ideas in the cartoon connect to one another?

7. What is the main idea of the cartoon?
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Literal and Figurative Language: Language That Points and
Language That Paints

Authors use different kinds of language to give meaning to what they
have written. The kind of language they use depends on the purpose for
their writing. Writers use literal language if the purpose is to give
directions or explanations. Writer’s use figurative language if the purpose
is to help the readers “see” or “feel” what they are writing.

Literal language uses words for their exact, direct meaning. You will find a
literal meaning if you look in the dictionary for a definition of a word.
Literal language is used in material that is written to give information,
directions, or explanations.

Figurative language uses words in such a way that the reader sees
something special or feels a particular way. You will find figurative
language in cartoons, poetry, tall tales, and other literature. Figurative
language, or figures of speech, make ideas vivid for your readers.

Notice the different meanings for the words red and push in the following
two sentences:

He knew how to push in the red lever.

He knew how to push her buttons and make her see red.

The first sentence uses literal language. The word push
means “to press against,” and the word red means a
TN color. This sentence means exactly what it says.

The second sentence uses
figurative language. The
He knew how to push phrase push her buttons does
in the red lever. not mean “to physically push
buttons on this girl.” Rather, it
means “to make her upset.” The word red does
not mean “the color red.” The girl will not see the
color red when her buttons are pushed; instead,
she will become upset and angry.

He knew how to push her
buttons and make her see red.
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Figurative language includes special figures of speech. These include
similes, metaphors, and personification. These figures of speech help
readers to see, feel, and experience more exactly what the writer wants
them to see, feel, and experience. Another figure of speech is called
onomatopoeia. It is a term used for words that sound like their
meanings, such as buzz or cuckoo.
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Practice

Match each definition with the correct term. Write the letter on the line provided.

uses words for their exact
meaning—the meaning found
in the dictionary

an expression that gives a
human characteristic or action
to an animal, object, or idea

a comparison between two
different or unlike things using
like or as in the comparison

meaning that comes from the
emotions or ideas readers
associate with particular words

the most important idea or
point in a paragraph or piece of
writing

the use of words that sound like
their meanings

a comparison between two
different or unlike things
without using like or as in the
comparison

uses words in such a way that
the reader sees something
special or feels a particular way;
uses words to describe and
create images
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connotation

figurative
language

literal language

main idea

metaphor

onomatopoeia

personification

simile
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Similes and Metaphors: Making Comparisons

Similes and metaphors are comparisons. Notice the strong images created
by the following simile and metaphor.

A simile uses the word like or as to make a comparison

7

Simile: “Kudzu looks like a tunnel of twisting green vines and leaves.’

The above simile uses like to compare the high vines of kudzu to a green
tunnel of leaves and vines.

A metaphor implies a comparison without using the words like or as.
Metaphor: After the death of his wife, Elbert’s heart was pure stone.

The above metaphor implies a comparison—without using as or like
between a man’s feelings, his heart, and stone. A person’s heart is not a
stone.

Personification: Adding Life to the Lifeless

Personification gives human qualities to lifeless objects or

ideas. ...Elbert’s heart

was pure stone.

Personification: The sun smiled on the children as they played.

The sun cannot smile; people smile. However, the
reader understands that the writer is indicating that
the sky was filled with pleasant sunshine—not too hot
or too bright. Personification allows the reader to see
ideas and objects in new ways.

The sun smiled... .
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Onomatopoeia: Using Words for Their Sounds

Onomatopoeia appeals to the reader’s imagination by using words that
sound like their meanings. Some examples of onomatopoeia are ooze,
slurp, thud, splash, and sizzle.

Onomatopoeia: The wind and rain whooshed through the open
window.

The sound of the word whooshed is similar to the
sound of the wind and rain coming through the
window.

The wind and rain
whooshed. .. .
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Practice

Identify the figure of speech in each sentence.

o Write S if it has a simile.

o Write M if it has a metaphor.

o Write P if it shows personification.

o Write O if it shows onomatopoeia.

10.

“The Commander’s voice was like thin ice breaking.”
—James Thurber

“The room spoke to us of former days.”
—William Shakespeare

The snow crunched under our feet.
The sky is full of tears.

The beehive of humanity released a swarm of people to
begin their daily chores.

Her smile was like the sun breaking through on a cloudy
day.

After the accident, I was haunted by the screech of tires
on dry pavement.

The blank TV screen stared at me with unseeing eyes.

“But death is a slave’s freedom.”
—Nikki Giovanni

To love is to make a three-point shot.
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Practice

Prepare a section of your notebook or portfolio as a vocabulary matrix. Set up
your matrix like the chart shown below. As you encounter words with figurative
and/or technical meanings in your various reading assignments, enter them in
your Vocabulary Matrix. Then provide the definitions that are
appropriate.

e g literal definition that you have obtained from context, word
structure, or a dictionary

* g figurative meaning

* g specialized meaning—technical or specific to a subject or field

Vocabulary Matrix

on a cake

as in "The
frosting on the
cake was when I
won the contest."

Vocabulary Literal Figurative Specialized
Word Meaning Meaning Meaning
frosting sweet topping | the last or best | ina beauty

parlor, frosting
IS a process for
putting blonde
streaks in your
hair
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Understanding Visual References: Reading the Guides

You are surrounded by visual references. You are given a list of the shops
in the mall by a directory. You find out how to change the ink cartridge in
your printer with a

diagram You know when Channel | 3:30 | 4:00 | 4:30 | 5:00 | 5:30 | 6:00 | 6:30

to watch your favorite ] 5o [5os™ JiBot” it 52225 E(EZSZI

. . ..TNT Movie: To Kill a Mockingbird
teleVISlon program by . Inside |Early Showbiz '?t:‘enny l:::anne(;t
1 kin t h dule On a Talkback Live Politics |Prime |Today [World Line
OO. g a. ascne . : Wishbone gi!!e":l)::itgﬁy Sesame Street Movie: King Henry 7
daily basis, you gain B | Cotene Foowat |
11.1format1on from maps and Fooney Tunderdog|Yogi Bear] reeT | Eo0ne [vogi /
signs. NS N

) ) . You know when to watch your favorite television
Reading materials are filled  program by looking at a schedule.

with these and other types

of visual references, including tables and graphs. These references shorten
messages, making them easier to read. Visual references are often used to
summarize written information. They also add to the written text, making
it easier to understand.

The table on the following page is an example of a visual reference. Study
it carefully. It explains and illustrates visual references.
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Visual References
Reference Symbol Concept Location
el + aplan or layout of a building|  Department stores
or buildings Archeological sites
. Supermarkets
Directory « a list of phone numbers in Marﬁs
alphabetical and regional Historical buildings
order Museums
o . Brochures
* arepresentation in outline Guide books
Map of a geographical area History books
Atlases
Channel | 3:30 | 4:00 | 4:30 | 5:00 | 5:30 | 6:00 | 6:30
ﬁﬁﬁ « a table which gives Bus and Train stations
o ot 181, 5 information on when and Airports
Schedule e Lo i [R5 1S | where something takes TV guides
s i g jeengees | | PlACE Movie guides
IO b i s v Schools
NN
Roads
Hospitals
. * a symbol used to represent :
Sign something instead of, or épp(yantcle% |
with, words roduct labels
’ Vehicles
Mathematics books
5 . i~ di Climate reports
Graph | Aomooledzaram | feda booke”
2 comparison of quantities usiness reports
1 Classrooms
12345
United States Recorr;l@:d Daily Allowances
Vitamin/Mineral Males age Females age
Protein 59 grams 44 grams . . . . .
Viaminc | 6o miligrams | 60 miligrams * achart giving information in | Magazines
Table P Py column or list form Business reports
s | | e Maps
vEs ! * a picture showing a Instruction books
Diaaram / \ process, parts of a whole, Manuals
g how something works Science books
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Practice

Imagine that you are doing a research report about the original Native
American inhabitants of Florida. Consult the phone directory below to
locate possible sources of information on this subject. Then answer the following.

[ MUSEUMS ]

AMERICAN MUSEUM OF
HISTORY

355 N Florida St
Myetown ..o 555-1334

BROOKS MUSEUM OF
FLORIDA CULTURE

11245 Park Ave
Myetown.......ccccocveee 555-1121

THE FLORIDA MUSEUM
OF HISTORY

Monday - Friday
9:00 a.m. to 4:30 p.m.
Saturday 10:00 a.m. to 5:00 p.m.
Sunday and holidays
12:00 noon to 4:00 p.m.

FREE ADMISSION

399 N Main St
Myetown .........ccccceene 555-1468
FRESEN ANTIQUE CAR
MUSEUM
Myetown ..........cccc..... 555-1456
HAVO ARCHAEOLOGICAL
AND HISTORIC MUSEUM
Myetown ........ccccoceeene 555-1338

SPACE LEARNING CENTER

IMAX Space Theatre * Planetarium
Space Gift Shop

355 W Moon St
Myetown.......ccccoceeee 555-1684

1. List at least two possible sources of information from the directory.
Provide the phone number and address for each.

source one:

phone number:

address:
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source two:

phone number:

address:

2. At what time can you visit The Florida Museum of History on

Sunday?

3. What type of information would you expect to find at the Space

Learning Center?

4. List two sources that you can probably eliminate for your research.

Unit 2: Reading—Improving a Skill for Life 103



Practice

Study the maps and the directory below. Circle the correct answer to the
statements that follow using this map and the directory.

FIRST FLOOR SECOND FLOOR
A-3
E-1 2 Ex
E-2 E-5
B-1 B-2 . E-3 -1 F1 | F-2 i E-6 G-1
—t— El [A-1] - —— El J-1 i
B3 B-4W 2 F-3 @ Fa4 W |
| 1 . - | 1 .
D-1 D-2 H-1 H-2
~ N
Museum of Early Florida History Directory
APALACHEE TRIBE | | EXHIBITS
Costumes ........cccceveviieeenns B-1 Current Exhibits
Beadwork........ccccoeecireenee. B-2 Central Display
Weaponry ... ...B-3 Display Hall.........
Food ...oooviiiiiiiii B-4 Traveling Exhibits
| INFORMATION |
BURIAL MOUNDS Information Desk ............... A-1
. Information Desk................ J-1
Ceremonies............ccccueee. D-1
Artifacts ........cccooee, D-2 | RESTROOMS |
First Floor
Women.........cccceeeeeeeeneeen. w
Men ..o M
Second Floor
Women.........cccoeeeeeeeennn. w
Men ....ooveeeiies M
|  SEMINOLE TRIBE |
EDUCATION DEPT.
Costumes.........ccccvveeenneee. H-1
All Areas.......ccoeveeeeeeeneeenn.. G-1 Tribal Politics Today.......... H-2
| Spanish Settlers |
ELEVATORS Friend or Foe ............c........ F-1
MisSSIONS.......uvvuviiiiinnnn F-2
First Floor ....................... E1-3 SiteS. i F-3
Second Floor................... E4-6 Trade .ooovoeieieeeee F-4
(. J
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1. The Museum has

a. one floor
b. two floors
c. three floors
d. four floors

2. The information desk can be found

on the first and second floor

next to B-1

next to the education department
beyond the Seminole exhibits

& n T

3. To find information on burial mound artifacts, look in section

H-1
H-2
D-1
D-2

&n T

4. Restrooms are located

on the first floor

on the second floor

on the first and second floors
on the third floor

&n oo

5. Information on Spanish Missions can be found next to

a. Seminole Tribal Politics Today
b. Creek pottery display

c.  Spanish Settlers—Sites

d. Spanish Settlers—Friend or Foe

6. The exhibitions on the Creek Tribe are found

next to the traveling exhibitions
next to the tribal politics display
next to the elevators

all of the above

&n T
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10.

Food of the Apalachees is found

next to the ceremonies of burial mounds

a.
b. on the second floor

c. next to costumes of the Apalachees

d. next to the traveling exhibitions
There are elevators that can take you from the first to
the second floor and down again.

a. three

b. six

c. nine

d. two

In room F-2 you would find

information about Spanish missions
artifacts from burial mounds
traveling exhibits

Education Department

&n o

contain information you would use for a project titled
“A Comparison of Native American Costumes.”

Rooms A-3 and B-1

Rooms H-1, H-2, F-4, and G-1
Rooms B-1, C-1, and H-1
Rooms B-1, C-1, and H-2

&n oTp
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Practice

Study the following schedule below and then answer the following.

Call Rate Schedule

MONDAY TUESDAY | WEDNESDAY | THURSDAY FRIDAY

SATURDAY SUNDAY

Day Rate Period
Full Rate

5:00 PM Evening Rate Period
35% Discount

* up to but not including

1. Which rate will you pay to make a call during school hours or
between 8:30 AM and 3:30 PM?

2. To receive a 60 percent discount, should you make a call between
5:00 PM and 11:00 PM on Saturday evening or on Sunday evening?

3. What is the rate at 8:00 AM on Friday?

4. Your bill states that you received a 35 percent discount for a phone
call you placed on Sunday. Between what hours did you place this
call?

5. Which rate will you pay for a call at 7:00 PM on Wednesday?
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Understanding Signs

Certain information can be a matter of life or death. For example, we need
to know when a bottle contains harmful liquid. We also need to know
when to stop at an intersection or to avoid diving into shallow water. Not
knowing these details can be very dangerous.

For this reason, a set of universal signs and symbols have been devised.
These symbols require no certain language or reading ability. They are
easily recognized by their shape and design. Look, for example, at the
following.

Universal Signs and Symbols

M

elevator flammable material gas pump no diving
o o i - @
restrooms stairs telephone water fountain

Many of you recognize these easy to understand signs. They are simple
and well-designed. They present information more clearly than words
alone.
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Practice

Match each sign with the correct message. Write the letter on the line provided.

A. buckle your seatbelt

B. down escalator

C. fire extinguisher

D. first aid

. handicapped

E. low battery

G. no smoking

H. poison

L
D 5 ] = O xa o [ £

I. recycle

10. . street crossing

\
N
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Understanding Graphs

A graph is another way that information is given in picture form. The
information on a graph is called data. Graphs are usually divided into
three kinds: line graphs, pie graphs, and bar graphs.

The Line Graph

Most people are familiar with the line graph. A line graph shows how
things change over time. Below is an example.

Florida’s Growth Since 1970

@ 16 15,982,378 *

2 14 | /

= 12,937,926//

E 12 g -
=10 yd b
S _%9,746,324 w8
& 8 // 43
3 6,791,418 :

o 6

o

w4

4

£ 2

L)

L0

1970 1980 1990 2000
Year

This is a graph of Florida’s population growth. It covers the time between
1970s and the mid 2000s. The line graph begins with an L-shaped grid.

The vertical line (})of the grid shows the subject of the data. The above
example shows numbers from 0 to 16 million. Each of these numbers
represents an increase of two million people.

The horizontal line (<-)shows time. This graph is divided into 10-year
segments.

During what year did Florida experience its largest growth? Its lowest?
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The Pie Graph

A pie graph is in the shape of a circle. The circle represents the whole pie.
This whole pie can be an entire country. It can be the total amount of
products sold. The whole pie below stands for 100 percent of Florida’s
population in 1995.

Florida’s Total Population in 1995

[ ] 18 years to 64 years

- 65 years or older

. 0to 17 years old

A pie graph shows proportions. In the pie graph above, you can see that in
1995, 57.6% of Florida’s population was between the ages of 18 and 64.
This percentage is represented by a slice of the whole pie. You can also see
that 18.6%, the population was 65 or older. The youngest group, ages 0 to
17, made up 23.8% of the population.

Which group is the smallest?
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The Bar Graph

The bar graph uses bars. These bars show how several items compare to
each other at the same time.

Percentage of Total Population 65 and over
for the Four Most Populous States, 2000

18 —17.6%

16
14

12.9%

12
0,
10 10.6% 9.9%

Number of People in Millions

o N A~ O ©

Florida New York California Texas
States

The above example also deals with population. This graph compares the
population of people 65 and over for the four most populous states in
2000.

The bars show how the different state populations of people over 65
compare to each other.
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Practice

Imagine that during the course of your research on Florida’s population, you
dig up two different sources of information. Study and compare the pie graph
and bar graph below. Circle the correct answer to the questions that follow using
the pie graph and bar graph.

Population of Florida, 2000

(not of Hispanic/Latino origin)

65.4%

Population of Florida, 2000

L

10

Number of People in Millions

White African Native Asian  Hispanic/  Other
(not of American American 1.7% Latino 2.0%

Hispgﬂgﬁam 14.2% 0.3% 16.4%
65.4%
People in Florida
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of Florida’s population is Asian.

1.8 percent
0.3 percent
1.7 percent
12 percent

&n o

You could calculate how many Asians live in Florida by using

both of the graphs

a.
b. only the pie graph
c. only the bar graph
d. neither of the graphs

Florida’s white population is

a. 65.4 percent or approximately 10,000

b. 6.54 percent or approximately 105,000

c.  6.54 percent or approximately 10,500,000
d. 65.4 percent or approximately 10,500,000

There are more whites in Florida than

a. Hispanics

b. Asian

c. African Americans
d. all of the above

According to the graphs, the original inhabitants of Florida, Native

Americans,

a. are the smallest ethnic group in Florida

b. outnumber Asians

c. are equal in number to the group labeled Other
d. are three percent of Florida’s population

The Hispanic population of Florida is

larger than the African-American population
larger than the white population

smaller than the population labeled Other
smaller than the Native-American population

&n Tp
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Understanding Tables

A table is similar to a graph. Both are information in picture form. Tables
present words and numbers in an organized way. A table uses rows and
columns to organize information. This allows you to see how these words
and numbers relate to each other.

® The rows in a table are presented horizontally.
® The columns in a table are presented vertically.

Some common types of tables include comparison tables, distance tables,
and conversion tables. You can also custom make a table to fit your needs.

The Comparison Table

The table below is a comparison table. This table shows you information on
different college football team uniform colors. (A ® means that a college
football team uniform has that color.)

College Football Team Uniforms Colors &
Red/Garnet | Blue |Orange| Yellow/Gold | Green
Ly o ° o
Urivereity o o
Florida State [ ) Y
South Flarida o o
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The Distance Table

A distance table shows mileage from one point to another. Finding this
distance is simple. Find your starting point in one row or column. Then
find your destination in the other direction. Find where the row and
column meet. This is the distance between locations.

== Mileage Table
N . | Jacksonville | Miami | Orlando | Pensacola
Atlanta, GA 345 665 440 325
Montgomery, AL 375 695 470 165
New Orleans, LA 545 865 640 200
Savannah, GA 140 485 280 495

What would be the longest journey on the table? What would be the
shortest?
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The Conversion Table

The conversion table is very useful. It helps you change information from
one form to another. The table below converts standard United States
measurements to metric measurements.

Metric Conversion Chart ===

When You Know | Multiply by to Find
1 ounce 28 1 gram
1 pound 0.45 1 kilogram
1 teaspoon 5 1 milliliter
1 cup 0.24 1 liter
1 quart 0.95 1 liter
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Custom-Made Tables

Tables can show any kind of information. Using a table helps organize
information you have found. The table below shows how average class
size in Florida has changed during the past five years.

Average Class Size, Florida Public Schools,
1995-1996 and 2000-2001
Grade Subject 2000-2001 | 1995-1996 | S-Year
Level Areas Change
K-5 23.3 241 -0.8
6-8 Math 255 24.7 +0.8
Science 271 26.6 +0.5
Social Studies 27.0 26.6 +0.4
Language Arts 24.8 23.1 +1.7
9-12 Math 25.7 245 +1.2
Science 26.9 26.0 +0.9
Social Studies 27.8 26.5 +1.3
Language Arts 25.4 21.6 +3.8

What class has seen the largest growth? Which one has seen the smallest?
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Practice

In order to calculate the distances between various Florida cities, consult
the mileage table below. Circle the correct answer to the questions that follow
using this table.

Remember: Tables, graphs, and schedules require you to read down
a column and across a row. The point at which the column and row
intersect, or meet, is the box that contains the information you are
searching for. In the mileage table below, choose one of the cities
along the column and the other city along the row. Then find the box
in which the respective column and row meet. The number in the
box is the distance in miles between the two cities.

& Mileage Table @gﬁ

> & A
R 0:;\ . z‘b‘b\ 4\\\
AR ‘(\9\\

&)
@ & e

o | @ 1236 98| 96 419 54 338

%@e“ 236 ® | 314 332 185 209 55

©

98 314 | e 70 | 497 114 250

& | 96 | 332) 70 | e | 515| 145| 270

e

SeNID usamiaq So|Ij\ Ul 99Ue)sIq

« | 419 185 | 497 515 e 392 742

«° | 54 | 209 114 | 145| 392 e | 385

< 1338 /559 | 250 270 742 | 385 e
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1. Daytona Beach to Jacksonville is

a. 96 miles

b. 70 miles
c. 236 miles
d. 338 miles

2. There are 70 miles between Jacksonville and

Fort Lauderdale
Daytona Beach
Key West
Gainesville

&n o

3. Itis further between Orlando and Panama City than between

Gainesville and Key West

Fort Lauderdale and Panama City
Daytona Beach and Panama City
Daytona Beach and Key West

&n o

4. The cities that are closest to each other are

a. Jacksonville and Gainesville

b. Orlando and Daytona Beach

c. Orlando and Key West

d. Gainesville and Daytona Beach

5. Key West is closest to

a. Orlando

b. Daytona Beach
c. Fort Lauderdale
d. Panama City
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Practice

Use the comparison table below to answer the following.

N4
= Characteristics of Dog Breeds ¢
Dog Breed Characteristics

Size | Coat Length | Grooming Temperament
Afghan Hound | L long high boisterous
Beagle M short low quiet
Chihuahua S short low boisterous
Doberman L short low boisterous
Great Dane XL short low placid
Husky M medium medium | placid
Pug S short low placid
St. Bernard XL medium medium | placid
Whippet M short low placid

1. If you wanted a large dog with short coat length, low
grooming, and lots of energy, which dog would you choose?

2. Which dog breed is extra large and has a short coat length?

3. Pretend you live in a small apartment and you need a small dog
with a placid temperament. Which dog would be good for you?

4. Which dog breed has a boisterous temperament and a long coat
length?
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Understanding Diagrams

A diagram is a special type of drawing that can show you several things. It
can show you how something is put together, or how parts relate to each
other. It can also show you how something works. The two most common
diagrams are the picture diagram and the line diagram.

The Picture Diagram

A picture diagram is just what it sounds like. It is a picture or drawing. The
picture can show the subject in different ways. Sometimes, parts are left
out. Other parts might be enlarged. This allows the writer to emphasize
and discuss certain parts. Below is a diagram of the Earth. The outer
section has been cut away. This lets you see the different layers. You can
see how they compare to each other in thickness. You can also see where
they are located.

Earth

crust

Moho
mantle
outer core
inner core

crust

mantle > three major layers of Earth
core

Moho > boundary between the Earth’s
crust and mantle
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The Line Diagram

A line diagram shows the relationship between ideas or events. It uses

lines, symbols, and words to do this. The line diagram below shows the

family members of Abraham Lincoln.

Here, the different boxes are on the different levels. This indicates different

generations. However, the boxes are of equal size. This means each
division is equal in importance.

Family Tree of Abraham Lincoln .

Thomas Lincoln married Nancy Hanks
1780-1851 1784-1818

Mary Todd

married

1809-1865

Abraham Lincoln
1811-*

1843-* 1846-1850

Robert Todd Lincoln Edward Baker Lincoln
1850-1862 1853-1871

William Wallace Lincoln H Thomas Lincoln

* death dates uncertain

Steps to American Citizenship | s
i i i 1 ) Lo
Sometlmesl a llne dlagram Wlll file a declaration of intention in any /fwﬂiﬁﬁ;ﬁw
show a process. Usually, the federalcourt /

diagram will show steps from top
to bottom. You will know where to
begin and where to end from
looking at the diagram. Look at the
diagram to the right. This diagram
illustrates the steps to American
citizenship.

citizenship

v
file a petition requesting American
L

*obtain two American citizens to
decare the individual has lived in this
coqntry for five years

*

have good moral character

believe in the principles of the

¥
Constitution

pass an examination of literacy and
American history and government

v

take an oath of allegiance (loyalty)

v

sign a certificate of naturalization

recognized)

¥ give up their loyalty to their former
country (unless dual citizenship is

of citizenship

promise to accept the responsibilities

requirements, the applicant is
sworn in by a federal judge.

v Once he or she has met all of the
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Practice
Use the picture diagram below to answer the following.

Hemi Engine

fuel and air exhaust
u valve—opens at the correct time to let E spark plug—a device which
fuel and air mixture in and to let exhaust causes electricity to ignite the fuel
out and air mixture so that combustion
B port—the passage through which the can oceur
fuel and air mixture proceeds on its way ﬂ cylinder—the round chamber that
to the cylinders houses the pistons

combustion chamber—an enclosed

: connecting rod—converts the
space where combustion takes place a ing v

up-and-down motion of the piston
into a circular motion
E piston—a round or cylindrical plug,

which slides up and down in the cylinder

1. What is the function of the connecting rod?

2. Where does the fuel enter the engine?

3. Where in the engine does combustion take place?

4. What does the valve let out of the engine?

5. What causes electricity to ignite the fuel?
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Finding Information: Identifying the Right Source

Historians are calling this the Information Age. We are flooded with
information from many sources. These include computers, television,
cable networks, radio, videos, compact discs, faxes,
and good old books. From the time we get up to the
time we nod off, we'll have read thousands of words.
We will have ignored many more.

Words and messages are a constant part of our daily
lives. They call to us from road signs, computers, food
packages, calendars, and schedules. They tell us what
is good for us and what we should buy. They influence
what we should believe and what we should know.

- p T T -

We are flooded with
information from
the television.

We are, at times, overcome with information. Which messages are
important? Which ones do we ignore? How can we tell the difference?

We tell the difference by becoming discriminating readers and listeners.
Such consumers understand what they read and hear. They know which
messages are valuable and which are not.

Individuals who lack these reading and listening skills are not
so fortunate. They will be unable to determine what
information is useful and what is not. As a result, they
will become less desirable job applicants. In addition,
these consumers will be vulnerable to advertisers and
easily influenced by the media.

The amount of information available to us grows every
day. Since the time of your great grandparents,
humankind has gone to the moon and invented the
computer. For every new idea, product, or process, We need to become
there is a massive amount of information created. One %% Z”mm”tmg

of the most important skills you can acquire is to learn reaers:

how to find, understand, and use information.
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The chart below includes a variety of resources and the kinds of
information found in each. Many of these sources may be found in your
home, online, and in your school or local library.

Identifying Types of Resources

. . Look in a Look in a
Do you need information on | Yes*=® |dictionary. ® | thesaurus
spelling? definitions?
pronunciation?  parts of speech? Look in an Lookin an
synonyms? antonyms? P encyclopedia > almanac.
No : A :
\/ E E \
. - . . N mor
Do you need information on | : : dthﬁedo €
maps? population? Yes : : o
exports? imports? . Infor:(natlon ’
. es
No ; \
: : Look in an
V atlas.
Do you need general : v
information on Yesrareer More
a particular topic? information?
No Yves
M . . Look in a
Do you need information on| == Yes=====4 | newspaper.
news? weather? V
editorials? obituaries? :
business? sports? Lookina
magazine.
No v
i Even more
information?
Do you need information on Yves
locations? addresses? .
places/names?  phone NnUMbers?.. yegss=== > 'aﬁg'étg‘ Qf‘
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Practice

Use the Identifying Types of Resources chart on the previous page to answer
the following.

1. Which source should you consult for a
general overview of Florida history?

2. Which source should you consult for
specific information on Florida’s climate
and for detailed maps?

3. Where should you search for information
on current Florida politics?

4. Where should you look for the phone
numbers of two senior citizens who helped
build the Jacksonville-Miami railroad?

5. Where should you look to check the
spelling of words?

6. Where should you look to find a list of
synonyms for a word?

7. Which source would you use to find a
weather forecast?

8. Where should you look to find out how to
pronounce a word?

9. Which source should you use to find the
distance between two cities?

10.  Which source would you use to find a list
of antonyms for a word?
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Using the Parts of a Book

Now you have located the right source of
information. Your next step is to learn to locate
specific information within that particular source.
Most books contain the following parts.

Title Page. The title page is usually the first page.
Here, you will find the following;:

e the book’s title

e the author’s name

e the publisher’s name

* the place of publication.

Copyright Page. The copyright page follows the title page. Usually it is
printed on the back of the title page. The copyright date tells you when the
book was published. If you need up-to-date research, this is important.
Look for books with recent copyright dates.

Preface, Foreword, or Introduction. One or more of these often comes
next in a book. In a preface, foreword, or introduction you can find the
following;:

 information about why the book was written

e acknowledgments: thank-you messages to people who have
been helpful.

Table of Contents. The table of contents shows how the book is
organized. It tells you the following:

Florida Wildlife

Table of Contents

rl
ngered Species by | ST ..o
ntee.. . .

e titles or names of chapters or book sections

Cha

e page numbers where these begin. Hi

K
OSPIEY 20

Chapter 3
Pollution—A Silent Killer by T. Foster .21
DI 5

Boats and Oil 30

Chapter 4
An Environmenta 1 Hero by T, Sullioan ..............31
b

Unit 2: Reading—Improving a Skill for Life



Body. The body is the main text of the book.

Appendix. An appendix sometimes follows the body. In the appendix
you will find extra material that helps you understand the text. You might
find the following;:

e maps, tables, or charts
* copies of letters or official documents
e other special material.

Glossary. A glossary sometimes is included. A glossary is a type of
dictionary. It lists and defines words used in the text.

Bibliography. A bibliography often is included. A bibliography is a list of
materials about the same subject as the book.

Index

Index. The index appears at the end of the
book. This is a listing of important topics found | . . .
in the book. The index is given in alphabetical e
order. The index also lists the page number(s) b o

where the topic appears.

CAMPING e ] H
clothing. 43
equipment ..45, 87, 93 [ T
COMPOSE v 9

N/ e e
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Practice

Use the table of contents below to answer the following.

Florida Wildlife
Table of Contents
Chapter 1
Endangered Species by ]. Schuller ............ccccccccoeuevennnl5
Mantee 6
Panther 8
Brown Pelican 10
Chapter 2
Wildlife on Florida Rivers by T. Chisholm...................11
Mullet 13
Limpkins 17
Osprey 20
Chapter 3
Pollution—A Silent Killer by T. Foster .......................21
DDT 25
Boats and Oil 30
Chapter 4
An Environmental Hero by T. Sullivan ......................31
Audubon 35
Chapter 5
The Birder’s Trip by A. Fielding ........ccccovvvvvvvuviennn 41
Clothing 43
Equipment 45

1. Which chapter is about wildlife on Florida rivers?

2. Who wrote the article titled “An Environmental Hero”?

3. On what page(s) would you find information on limpkins?

4. Under which heading does information on boats and oil appear?

5. What can be found on pages 31-34?

6. Which endangered species are included in Chapter 1?
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Practice

Study the index below and decide whether the statement is correct or not correct.
Write True if the statement is correct. Write False if the statement is not correct.
(Numbers refer to the pages within a section, and letters refer to the section.)

Florida Times
INDEX
BUSINESS ...oooevieiieeieeeeeeeee e 2B
Capitol Report ..o, 1A
Classified .....coceeeeveeiieniecieceeeee e 5B
(@050 1 o/ TSRS 3C
Editorials .....cccceeevevieviieieeieieeeeeeeeeea, 15A
Local NEWS ...oooveeevereiieieeeceeeeeeeee 2A
MOVIES ovviiereeeieeeiee et etee et 4C
National News .....cccccoeeivieveevieneeeeiennnn, 4A
SPOTILS e 6C
Statewide NEeWS .....ccocvevecverienerieienienne. 3A
TeleViSioN.....ccceeeeeeieieeeeeeee e 8C
Weather .......coooveevieeiceeeeeeee e 1A

1. Page 1A will show weather conditions.
2. Section C covers sports and business news.

3. The Capitol Report appears in the same section as other
news.

4. Editorial opinions are located on page 15C.

5. Section A lists jobs that are available.
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Practice

Examine the section of an index below. Circle the correct answer to the
statements that follow. (Illustrations are indicated by an i.)

132

1.

2.

Information on agriculture can be found

&n Tp

Information on cypress cannot be found

&n o

INDEX

Agriculture
See also: Uses

Apalachicola River ..............

See also: Rivers

Basins ......cccoovvvevevviieeeeeeen

See also: Rivers

Cross-Florida Barge Canal

Cypress

pond ...
PIairies. ...

See also: Wetlands

Development .......................
Energy (U.S. Dept. of)

Everglades.........cccccoeeveinunnne

..................................... 6,15,93

................................. 54-66, 286

on page 6, 15, 93
under Uses

on page 6
under Farming

on page 93

under Cypress prairies
under Wetlands
under See also: Rivers
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3. Page 266 contains information on

U.S. Department of Energy
Florida Department of Energy
energy sources

national energy policies

&n o

4. On page 138i there is

an essay on the Everglades

a description of the Everglades
an illustration of the Everglades
a story set in the Everglades

&n T

5. Under Rivers, you could find information on

basins and the Apalachicola River

basins and the Cross-Florida Barge Canal
the Chattahoochee River

the Apalachicola River and estuaries

&n oTp
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Checking a Dictionary

A dictionary is the best source for finding word
meanings. One word of caution: words often have
more than one meaning. Read them all. Dictionary
entries are arranged in alphabetical order. The following
will be helpful as you use a dictionary.

Guide Words. Guide words are at the top of each page. They list the first
and last words found on a page.

Entry Words. Entry words are the words being defined. They are listed in
bold print. Entry words appear in alphabetical order.

Syllable Divisions. Syllable divisions show where each word can be
properly divided into syllables.

Parts of Speech Labels. Labeling the different parts of speech of a word
shows you all the ways a word can be used. For example, you will find

out if the word can be used as a verb or noun. Often words can be used
more than one way.

Pronunciations. Pronunciations respell words phonetically. This means
they spell them the way they sound.

Spelling and Capital Letters. Often a word can be spelled more than
one way. The dictionary shows this. If an entry is capitalized, you should
capitalize it by using an uppercase letter.

IlNlustrations. Illustrations are sometimes provided. An illustration could
be a picture or diagram used to make the definition clearer.

Accent Marks. Accent marks show which syllable should be stressed
when you say a word.

Synonyms. Synonyms are words with similar meanings.
Antonyms. Antonyms are words with opposite meanings.

Etymology. Etymology is the history of the word. A word’s history may
trace the origin of the word and tell which languages it came from. This
information is placed in brackets.

Pronunciation Key. The pronunciation key explains the symbols used to
help you pronounce the words.
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Dictionary --------
Page
Guide WOrds ----f---semmmmmme e griddle - grieve
Entry word -------- ... gridedle (grid1) n. A heavy, flat metal plate with a handle used
for cooking. [MEgridel, gridiron < ONFrgredil < Lat.
craticula, dim. ofcratis, hurdle, lattice.]-grid’dle v. ﬁ
Syllable .| .... grideieron (grid’i’arn) n. 1. Football.a. The field of play i
divisions b. The oame | - griddle
. game itsel2. A metal structure high above the stage
Definition with | of atheater, from which ropes or cables are strung to scenery
two closely and lights 3.a. A flat framework of parallel metal bars for
broiling food.b. An object resembling a griddle. [M

related meanings

gridirne, alteration ofgridere, alteration ofgridel. See
GRIDDLE.] _ G
gridelock (grid’lok’) n. 1. A traffic jam in which no vehicular

movement is possibl@. A complete lack of movement or

o progress. —grid’lock’ v. —grid’locked’ adj.
Pronunciation T grief (gref) n. 1. Deep sorrow; great sadne2sA source of
deep mental anguish, cause or source of sorrow. f g
. 3. Archaic. A grievance. [ME < OFr. < grever, to harm. See Prom':(r:;latlon
Spelling and GRIEVE.]
capital letters........ Grier (grir), Robert Cooper. 1794-1870. Amer. jurist; associate !
justice of the U.S. Supreme Court (1846-70). o _
Accent mark -+, grieveance (gre’vaens)p. 1.a. A circumstance seen as just a fat 00 foot
cause for protesh. A complaint or protestation based on a oy u fun
a grievance2. Indignation or resentments stemming from ar are ur-urge
Parts of speech feeling wronged. [MEyrevaunce< OFr.grevance< grevey a tarm - th th!n
(principle parts to harm. SeerIEVE.] g th this
of the verb) ------1----- grieve (grev),v. grieved, grieveing, grieves.—vt. 1. To 1 bit hwwhich
cause grief or sorrow t@. To feel or express grief. 0 note zh wsual
Etymology -------{-------- [ME greven, to harm < Lat. gravare, to burden < gravis, ° "¢
heavy.] ‘ primary
Synonyms .-....foceeeeeuen Syn.s:g_rlt_eve lament mourn * secondary
Antonyms -------{---=c--mce- Ant: rejoice
331
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Practice

Part1

Use your science textbook to answer the following.

1. In what city was your textbook published?

(Hint: Often several cities are listed. Usually the city your book
came from is in bold print. If not, choose the city nearest to you. If
you need help with this, ask your teacher.)

2. In what year was your textbook published?

(Hint: If several years are given, choose the most recent.)

3. How many chapters are in your textbook?

4. Write down the first two terms in the glossary and their definitions.

PartII

Use a dictionary to answer the following.

5. What does the word osculate mean?

6. From what language is the word assassin derived?

7. What are three synonyms for the word confuse?
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8. How many years are there in a millennium?

9. How many different parts of speech can the word scourge be? ___

What are they?

10. What does the word scourge mean?
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Responding to What You Read: Interacting with Material

Part of the reading process is responding to what you are reading. There
are many ways you can respond to something you have read. You can
make a list of important ideas, write a summary or abstract, write a
paragraph or essay in response, draw a picture that illustrates a concept,
or rewrite an ending to a story or play. In this section you will respond to
what you are reading by summarizing information and evaluating the
material.

Summarizing Information: Telling the Main Points

A summary is to a piece of writing what a skeleton is to a body. It outlines
in brief the structure and central ideas of the writing. From a skeleton you
could summarize the form and purpose of the body. From a
summary you should be able to understand the content and
purpose of a piece of writing. Being able to summarize
well is a skill that will benefit you in your high school
classes, in college, and in the work place. A good
summary can provide you with a useful easy-to-use
source of information for essays, papers, test
preparation, letters, and other documents you may
need to write in your future jobs.

When you write a summary you will use two
important skills: understanding what you read and
reorganizing important information. Once you
understand what you have read, recognize the main
ideas and supporting details, and reorganize your
information, you are ready to put the writing into
your own words. A good summary is not a list of
quotations from the original material.

A summary is to a
piece of writing what a
skeleton is to a body. Before you begin to write your summary, read the
passage twice. Read it the first time to get an
overview of the passage. Read it a second time to discover the details that
support the main idea. Pay careful attention to introductions, conclusions,
topic sentences, subtitles, and specific details during the second reading.
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During or after your second reading, take notes on essential information.
(See Unit 3 for ideas on taking notes.) One way to recognize essential
information is to see if the passage would make sense without it. If you
removed the spine from a skeleton, the body would look very peculiar
and probably collapse! If information is essential to a passage, the passage
would not make sense without it. Information that may not be essential to
a passage includes examples, anecdotes, stories, words in parentheses,
and minor details. Your summary should be about one-quarter of the
length of the original passage.

The last step in preparing a summary is to reread it and compare it to the

original passage. Make sure you have not left out anything essential or
have not added anything that was not there to start with.

Preparing a Summary

1. Record the title of the chapter or article and the author.

2. Record the name of the source containing your selection and the
date it was published. This could be the name of a book, magazine,
newspaper, movie, or other original source.

3. Preview the reading selection.

4. Read the selection to get an overview.

5. Reread the passage carefully for essential information. Write down
any unfamiliar words, and use the dictionary or context clues to find
out what they mean.

6. On a planning sheet, write down the following:

a) what you think the main idea of the selection might be
b) the most important facts you learned from reading the selection.

Record facts using fragments or phrases: Do not copy complete

sentences or paragraphs. Set off each fact with a number, letter, or
bullet.
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7. Note the method used to present information: listing of facts,

comparison or contrast, chronological order, illustration, cause and
effect, and order of importance.

8. Use this information to write a summary of your selection. Make
sure to turn your notes into complete sentences as you write.

The following chart lists some key words and phrases you should look for
when you are reading and use when you are summarizing.

Examples of Key Words Indicating Key Points

A vital factor A major reason
A central concern Most importantly
In conclusion Because of
Essentially In response to

140
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Practice

Read the selection below. Use the steps outlined on the previous page and the
Summary Planning Sheet on the following page to write a draft summary of
the selection. Use your own paper to write a final summary.

The Anglo-Saxon Period: Age of Legends and Heroes, 449-1100

by Suzy Williams
May 2005

Here in the United States, we know exactly = The Romans occupied Britain for nearly
when our country was born. However, this 400 years. They withdrew in order to defend
is not true in England. England is a very old their own city of Rome, which was under
country, not a relatively new one like the | attack from European invaders. The Celts
United States. For this reason, much of again took over but never as a unified nation.
England’s early history was not written down. The Celts were again overrun by Germanig
The first written history came in B5c., when | invaders that included the Angles and Saxons.
Julius Caesar, the Roman Although the date assigned to this invasion
general, invaded the is 449A.D., several decades passed before
largest of the British Isles.| the Anglo-Saxons were firmly in control of
He recorded the events of Britain.
the invasion and described One of the Celtic chiefs defeated by the
the civilization he found: | Angles and Saxons was Arthur, who becamle
one with a long history famous through legends of his kingdom calle
of war. Camelot. The new invaders organized the

Prior to the Romans’ arrival, small bands country, which they called Angle-land, into
of warriors constantly fought for authority | seven kingdoms. These seven kingdoms were
among themselves. None of them were strongpowerful enough to successfully defend
enough to hold power for long or to unite | themselves against the Viking invaders from
these early inhabitants into one nation. TheseDenmark.
tribal civilizations were overrun by a people  In 1066 Britain was again invaded
called the Celts. It is the Celtic civilization | successfully. Warriors from France, called
that Caesar encountered and later drove to the Normans, defeated the Anglo-Saxons at
the west and the north. The particular tribe the Battle of Hastings. This was the last tim
that greeted the Romans were called the | that an invading army defeated Britain. The
Britons, and it is from them that Great Britain successful Norman king became known as
takes its name. William the Congueror, and he was crowned

[

General Julius Caesar

1%

8 European History Magazine3$ page 79
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continued

on Christmas Day of 1066. William united|  this epic to be the first major work in
England, paving the way for the eventual English literature. Nothing is known about
establishment of Parliament, the democratic the poet who wrotBeowulf Scholars
assembly which governs England to this believe that the poem was composed
day. sometime in the 8th century and written
It is not surprising that England’s early down about 200 years later.
literature included accounts of battles an The poem tells the -
glorified brave warriors as heroes. Most of ~ story ofBeowulf a
these heroic accounts are preserved in varigus great war chief, who
types of poetry. The Celtic poetry was fought and killed a
enjoyed as stories told by a special group of terrible monster
individuals known as bards. The bards recited named Grendel and
their tales, mostly about the adventures of  then died killing the
their tribes. These tales were not written monster’s mother
down, so bards became the historians of after she came to se
their respective tribes. They would pass thejr  revenge for the deathg e
tales and the history these tales contained  of her son. The Beowulf fought and killeda
down to their successors, and many of th prologue or
legends survived in this way.

introduction of the poem relates the history
of the place where Grendel attacked. In it
you will read about Scyld, King of the
Danes.

The Anglo-Saxons also preserved thei Beowulfwas written in Old English, a
legends in poetry. Most often used was the language very different from the English
epic poem. These epics were recited by poet- we speak today. The tale has been
singers called scops, whose chant-like translated many times throughout the years
recitations were accompanied by the musjc and it is somewhat challenging to read.
of a harp.

The most important piece of literature t
come from the Anglo-Saxons was the epi
poemBeowulf Many historians consider

The Anglo-Saxons: Singing Their Stories

8 European History Magazine3t page 80
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Summary Planning Sheet

Name of Source: Date:
Title of Selection: Author:
Main Idea:

Supporting Details or Most Important Facts:

Unfamiliar Words or Phrases:

Method Used to Present Information:

Draft Summary:
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Practice

Select a story, chapter, or article that you are expected to read for one of your
classes. Read and summarize your selection using the Summary Planning
Sheet below. Use your own paper to write a final summary.

Summary Planning Sheet

Name of Source: Date:
Title of Selection: Author:
Main Idea:

Supporting Details or Most Important Facts:

Unfamiliar Words or Phrases:

Method Used to Present Information:

Draft Summary:
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Practice

Circle the letter of the correct answer.

1. Reading materials are filled with , including tables and
graphs.

a. visual references
b. connotations
c. metaphors

2. Graphs are usually divided into three kinds:

o

people graphs, alphabet graphs, and number graphs
b. line graphs, pie graphs, and bar graphs
picture graphs, computer graphs, and reading graphs

n

3. A is in the shape of a circle.

a. comparison table
b. line graph
pie graph

n

4. One of the most important skills you can acquire is to

a. learn how to find, understand, and use information
b. learn how to read a graph
c. change the ink cartridge in your printer

5. The shows how the book is organized.
a. copyright page
b. title page
c. table of contents

6. A is a brief restatement of the main points of a piece of
writing.

a. visual reference
b. summary
c. prefix
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7. The sentence that tells the focus or main point of a paragraph is
called the

a. topic sentence
b. introductory sentence
c. title sentence

146
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Evaluating What You Read: Recognizing Fact and Opinion

Much of what you read has been written by
people who hope to convince you that one
particular opinion, idea, or commercial
product is better than another. Many of these
writers are quite skillful with words. For this
reason, you must learn to evaluate reading
materials in order to determine whether the
content is reliable or prejudiced. Such evaluations will also
help you to understand the writer’s purpose and reasons
for presenting information in the manner the writer
presents it.

Is this content
reliable or
prejudiced?

In order to evaluate a piece of writing you must decide
whether what is being said is true or not. A good reader
draws upon her knowledge in order to decide if something is true or not.
Each time you read, you bring your store of knowledge to the facts and
ideas expressed in the selection you are reading. You are constantly
comparing what you know with what you read or hear. After making this
comparison, you decide if a statement is true or false.

Consider the following statements:

The first bicycle was invented by Karl D. von Sauerbronn
in Germany in 1816.

The new NP 9000 automobile fits everyone’s lifestyle and
everyone’s pocket.

Even though you may not know for sure that the first statement is true,
you could easily check by looking it up in an encyclopedia or almanac.
Your previous knowledge probably told you that this statement is
probably true because the facts are verifiable.

The second sentence is probably not true. It would be very hard to check
this statement for accuracy. In order to do so you would have to match the
car to every single person’s lifestyle and income. Even without checking,
your previous knowledge probably told you that not everyone can afford
a car nor would one car ever be able to fit everyone’s wants and needs.
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Ask yourself the following questions when evaluating something you are
reading:

1. What is the author’s purpose in writing?

* Is the author trying to convince you to change your mind about
something?

* Is the author angry about an injustice and hoping to have this
injustice corrected?

 Is the author attempting to sell or promote a product or idea?
2. Are the statements true?

e How do these statements compare to what you already know?

e  What facts does the author use to support or justify the
statements?

e Do these facts justify the author’s opinion?

e Is the author qualified to make these statements? If so, how?
3. Do the statements make sense?

e Does the author recognize the other side of the position?

e Can you tell which side of the argument or position the
author favors?

* Are the reasons for favoring this position understandable
and clearly stated?

4. What techniques does the author use to convince you of her point of
view?
e Does the author appeal to your vanity?

¢ Does the author assume that the reader has certain biases
and prejudices?

e Does the author emphasize or leave out important facts in
an effort to influence your thinking?

5. How effective are the techniques the author uses?

* Do you feel inclined to agree with the author’s argument?

* Do you feel insulted or angry in any way because the author
assumed you possessed certain biases or opinions?

e Has the author touched on certain likes, dislikes, or fears
that you have about a certain subject?
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Practice

Read each of the following statements. Then, based on what you know, write
True if the statement is correct. Write False if the statement is not correct.
Remember: In order to be true, a statement must always and under any
circumstance be true.

1. Girls are always better math students than boys.
2. Smoking is a cause of lung cancer and emphysema.

3. Everyone who smokes will fall victim to either lung
cancer or emphysema.

4. Graduating from high school guarantees that you will
be accepted into college.

5. Young men must register for selective service upon
turning 18 years of age.

6. Itisillegal to sell alcohol to minors.
7. Tallahassee is the capital of Florida.
8. The sun always shines in Florida.

9. Big Bear Tires are bigger and better than any other tires
on the road.

10. The earth revolves around the sun.
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Practice

Use the two editorials or letters to the editor from your local newspaper
that present two opposing views on the same subject from your teacher.
Read each editorial or letter and answer the following.

1. What is the author’s purpose in writing this piece?

Item A:

Item B:

2. Are all the statements true?

Item A:

Item B:

3. Do all of the statements make sense?

Item A:

Item B:

4. What techniques (prejudice? vanity? fear?) does the author use to
convince the reader?

Item A:

Item B:

5. Are techniques effective? Why or why not?

Item A:

Item B:

6. On your on paper, use the answers to the questions above to write a
paragraph that explains which article is more effective and why.
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Unit 3: Writing—Making Words Speak

Unit Focus

Reading

Select and use prereading strategies that are appropriate to the text,
such as discussion, making predictions, brainstorming, generating
questions, and previewing to anticipate content, purpose, and
organization of a reading selection. (LA.A.1.4.1)

Apply a variety of response strategies, including rereading, note
taking, summarizing, outlining, writing a formal report, and relating
what is read to his or her own experiences and feelings. (LA.A.1.4.4)

Determine the main idea and identify relevant details, methods of
development, and their effectiveness in a variety of types of written
material. (LA.A.2.4.1)

Locate, gather, analyze, and evaluate written information for a
variety of purposes, including research projects, real-world tasks,
and self-improvement. (LA.A.2.4.4)

Identify devices of persuasion and methods of appeal and their
effectiveness. (LA.A.2.4.5)

Select and use appropriate study and research skills and tools
according to the type of information being gathered or
organized, including almanacs, government

publications, microfiche, news sources, and information
services. (LA.A.2.4.6)

Analyze the validity and reliability of primary
source information and use the information %
appropriately. (LA.A.2.4.7)

Synthesize information from
multiple sources to draw
conclusions. (LA.A.2.4.8)




Writing

 Select and use appropriate prewriting strategies, such as
brainstorming, graphic organizers, and outlining. (LA.B.1.4.1)

* Draft and revise writing that

is focused, purposeful, and reflects insight into the writing
situation;

has an organizational pattern that provides for a logical
progression of ideas;

has effective use of transitional devices that contribute to a
sense of completeness;

has support that is substantial, specific, relevant, and concrete;

demonstrates a commitment to and involvement with the
subject;

uses creative writing strategies as appropriate to the purpose of
the paper;

demonstrates a mature command of language with precision of
expression;

has varied sentence structure; and

has few, if any, convention errors in mechanics, usage,
punctuation, and spelling. (LA.B.1.4.2)

e Write text, notes, outlines, comments, and observations that
demonstrate comprehension and synthesis of content,
processes, and experiences from a variety of media. (LA.B.2.4.1)

* Organize information using appropriate systems. (LA.B.2.4.2)

¢ Write fluently for a variety of occasions, audiences, and
purposes, making appropriate choices regarding style, tone,
level of detail, and organization. (LA.B.2.4.3)

e Select and use a variety of electronic media, such as the Internet,
information services, and desktop-publishing software
programs, to create, revise, retrieve, and verify information.
(LA.B.2.4.4)




Unit 3: Writing—Making Words Speak

Overview

Writing has been a part of your life for a long time;
for most of you, since you began school. Since then,
you have learned more each year. This unit will
help you improve the skills you have. It will also
help you to build new writing skills.

The unit begins with a guide to prewriting, the
steps you take to plan a writing project. Writing has been a part of
Prewriting is important to a successful project. It your life for a long time.
helps you lay a solid foundation for your draft.

You will be given strategies for prewriting, and you will practice choosing
a topic. You will also be given ideas for collecting information and for
organizing this information.

You will also learn about writing for an audience. The unit offers
strategies for shaping your writing for specific readers.

The unit continues with a focus on paragraph writing and will help you
become familiar with the parts of the paragraph. You will learn about the
different ways to organize a paragraph and the different types of
paragraphs.

You will write first drafts of several paragraphs and use these drafts as
you work through the next unit. Please save all your drafts, you will need
them in Unit 4. The steps and skills included in this process will be
helpful. You can use them anytime you need to write anything. You can
use them for any topic or subject.

Unit 3: Writing—Making Words Speak 153






Vocabulary

Use the vocabulary words and definitions below as a reference for this unit.

AUAICNCe ..o,

body paragraphs ..........................

closing sentence or clincher-........

descriptive writing .......................

detailS ..ooooeeeeeeeeeee e,

expository writing ........................

main idea .....oooeveeeeeeeeeeeeeeeeeeeeeeeanne

narrative writing ...........................

paragraph ...

persuasive writing ........................

Unit 3: Writing—Making Words Speak

the readers to whom a piece of writing
is directed or the listeners to whom a
talk is directed

the sentences between the topic sentence
and the ending sentence that develop
the main idea of the paragraph

the final sentence of a paragraph

writing that paints a colorful picture by
using vivid details to present a person,
place, thing, or an idea

the added information about a topic

writing that explains something or
informs readers

the most important idea or point in a
paragraph or piece of writing

writing that tells a story or recounts an
event

a group of related sentences that present
and develop one main idea

writing that focuses on convincing
readers of an opinion or claim, or to take
a particular action
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purpose ......

subject ........

supporting details ........................

the specific reason a person has for
writing

whom or what a sentence is about

the words used to support the main idea
or topic sentence

Examples: Supporting details can
describe a person, persuade an
audience, or explain a process

the subject of written material; what the
material is about

the sentence that tells the focus or main
point of a paragraph

words or phrases that link ideas,
sentences, and paragraphs together

a topic that has been limited and that
points to something specific about the
general topic
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Prewriting: Sharpening Your Point and Gathering Materials

The first step in the writing process is selecting the writing topic. Often,
you will be given a general topic. For instance, your social studies teacher
may assign you to write an essay on the city in which you live. Let's call
your city Dynamotown. First, you will list what you knew about
Dynamotown. You know that it was founded about 200 years ago by
English settlers. You also know that it is surrounded by water. Other than
that, you know little about your city. You are ready to begin your research.

As you begin to collect information on Dynamotown, you realize this
topic is very broad. It would take many books to hold everything there is
to say about this city. Of course, there is the 200-year history of your city—
exactly when and how it was founded. There is the geography of
Dynamotown, including its waterways and climate. There is the
government—whether Dynamotown has an elected mayor or a city

R manager. The list goes on and on.

)

You find you have too much information. You
must then narrow this topic—the city of
Dynamotown. You need to create a useful
topic. A useful topic narrows your focus to a
specific part of the general topic. A limited—
useful—topic provides you with something
You may find you have too much specific to research, think about, and then

information on Dynamotown. write about.

Imagine that during your reading on Dynamotown, you made an amazing
discovery.

* You found that much of Dynamotown was once under a wide river.

o At the beginning of the 20" century, dikes were built to narrow the
river.

e These dikes doubled the size of Dynamotown. Imagine, where your
house now stands there was once nothing but water!

You decide to research how and why these dikes were built. You have
successfully narrowed your topic.
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You began with a broad subject—the city of Dynamotown, your home city.
You then narrowed this to a useful topic—how and why the dikes
surrounding the city were built.

1. You used the information you gathered.
2. You used what you already knew.

3. You found a topic that interested you.
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Practice

Read your school’s student handbook. Choose three topics that interest you.
 List these three topics in the chart below.
e [fitis specific, list it under Useful Topics.
e Ifitis too broad, list it under General Topics.

* Ifyour topic is too general, limit it in some way. Use the three
steps outlined on the previous page to narrow the topic. List
your narrowed topic under Useful Topics.

The chart below provides examples. They show how general topics can be shaped
into useful topics. Add your three topics to the end of the chart.

General Topics Useful Topics

The geography of

Dynamotown How and why dikes were built

The effects of a nuclear dump on the
groundwater of Dynamotown

The effects of a nuclear
dump on Dynamotown

How Wilt Chamberlain changed the

Basketball rules of basketball

VYYVYYY

Now think about your three useful topics. Which of these inspires your
interest and emotions the most?

My useful topic is
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Gathering Information

Carolina recently completed an essay. She was asked to describe a
pleasant memory with her favorite relative. Carolina wrote about making
a Christmas pifiata with her sisters and brothers when she was five years

old. Carolina knew all the details herself. She
Caroling wrote about did not have to research her topic because she
making a Christmas /. was relating a personal experience. You will
often be asked to write about personal
experiences. Like Carolina, you will
already know exactly what to say.

pifiata with her
sisters and brothers
when she was five

For other assignments, you will know very
little. You will need to gather details. This
involves collecting information and planning

how you will use the details that you find. You
will gather information for research papers,
reports, essays, and articles.

The following three steps will help you gather details.

Collecting Your Thoughts

Think about your topic: What do you actually know? Often, you will be
surprised. You sometimes know much more than you think you know.
Other times, you know very little. Use the following strategies to help

organize your ideas. /

* Keeping a Journal: Each week write in a personal 3 ournd
journal. Write about what you do each day. Write &
about how you feel. Reread these entries.
Underline ideas you would like to write more
about. Add any new ideas that come to mind as
you read these entries.

Each week write in
a personal journal.

* Clustering or Webbing: Think of your topic.
Choose a focus word. This should be a general word that relates
to your assignment. Write down the focus word. Then think of
other related words and phrases. Cluster these related words
and phrases as in the Cluster or Web Model on the following

page.
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As you can see below, clustering or webbing is an excellent
way to organize information. Clustering helps you to picture
how words and phrases connect to a topic.

lots of
World
good food @ @

Cremion ——Cparties oty - Cresens

good-bye @

i @’ II'm
Dottie's end of all my
lots of
friends

promotion

Cluster or Web Model

Cluster words for about five minutes. Scan your cluster. Are
any terms similar? If so, can you group them under one
word? As you look over your cluster, can you think of other
words to add? If so, add them. You will probably find
several possible topics.

e Listing: Think of your topic. Write down
details you already know. Write down any
questions you have. Add as many details as
you can.

* Freewriting: Begin writing with your topic in
mind. Write nonstop for five to 10 minutes.
Look back over your writing. Underline any
ideas you would like to develop. you already know.
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e Analyzing: Ask the following types of questions about your
topic:

1. What parts does it have?

2. How does it ook, sound, or feel?

3. What is it like? What is it not like?
4. What can I do with it?

5. What is good about it? What is bad?

* Asking the 5W-How Questions: Who? What? Where?
When? Why? How? Answering these questions will give
you basic information. This will also help you go from a
broad subject to a specific topic.
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Practice

A wvery famous song is entitled "My Favorite Things” and is, truly, a listing of
favorite things. The speaker/singer explains that when life is going badly for him
or her, he or she just thinks of this list and feels better. Most of us, even if we do
not like to admit it, have a similar list of favorite things that make us feel better.
Think for a few moments about yours.

Below, list 10 of your favorite things. Write down those that make you feel
better.

9.

10.

Choose one of your favorite things. In a nicely structured essay on your own
paper, explain to one of your friends how it came to be a favorite thing. Also,
give an example of how you are able to "use” the thought of this item to make you
feel better when things aren’t going well for you.
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Practice

All of us have been fortunate enough to have near-perfect moments in our
lives. Perhaps it was a special birthday or a holiday celebration. Maybe it was as
simple as an afternoon with a best friend. Usually, we remember these occasions
all our lives, and we never think of them without smiling and feeling our mood
lighten.

Think for a few moments about such occasions in your life. Then, thinking about
these moments, freewrite for 10 minutes. If you cannot think of anything right
away, just begin writing. Repeat the instructions. Allow your thoughts freedom
and write down what you think. Do not worry about punctuation or spelling.
Also, there is no need to set speed records. Simply write steadily for 10
minutes. Use additional paper as needed.
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Review your freewriting. Answer each question. Write down your answers to
each of the 5SW-How questions.

Who?

What?

When?

Where?

Why?

How?
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Practice

All of us have favorite characters from television, movies, or literature. Think
for a few moments about yours.

Once you have decided who your favorite character is, put her/his name on the
blank space in the circle below. Then complete a cluster around this
character. Look on pages 160-161 before you begin if you cannot remember how
to do a cluster or web. Continue to work until your teacher tells you to stop.

character’'s name
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Now freewrite about your favorite character for five minutes. Record all of
your thoughts and feelings about this character. Use the space below.
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Practice

Choose one of the three useful topics that interested you on page 159. Use one
of the methods on pages 160-162 to collect your thoughts. How much did you
know about your topic? Probably quite a bit. You now need to record this
knowledge. Below is an example of an Inventory Chart. It will help you
organize your information. Note that the first column is labeled What I Know.

Look over the information you just collected. Decide which details are
important. Write them down under the What I Know column. It is not
necessary to write in complete sentences. Number each detail as you list it.

Inventory Chart

What | Know

What | Want to Know

Look back over the details you wrote down. Think about your topic. What
information do you still need? What questions do you have? Write these
down in the What I Want to Know column. This column will help you focus

your research.
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Researching

At one time, researching meant reading. It still includes reading. However,
researching now means much more. It now also includes watching videos,
digital versatile discs (DVDs), and television programs. It also includes
listening to tapes or compact discs (CDs) about your topic. Surfing the
Internet will also provide a wealth of information. (See Unit 1.)

Researching also includes making notes. Once you
have good notes, you can organize the information.
Good notes lead to good organization. This, in
turn, leads to a well-written paper.

Good notes should be readable. They should - \\\\\?\‘ @“/«\///“\\\\

also include all important information about
your topic. Finally, they should be as brief as Once you have good notes, you
possible. Use the following tips when taking can organize the information.
notes.

e Reread material before making notes. Read a selection the first
time to get an idea of its contents. Read it a second time for
more specific information.

e Keep your topic in mind. Select only information that relates to
that topic. Do not write down everything there is to write.

¢ Write complete sentences only if you want to use a quotation. If
you are going to quote the sentence, you must give credit to the
source. Remember to write down

1. the author’s name
title of the book
publishing company

city of publication

S

date of publication

6. page number(s) where quote is found.
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If you are quoting an Internet or electronic reference you must
also give credit to the source. See Unit 1 pages 45-47 for the
information you should obtain to give credit to the source.

Most of your research will come from nonfiction materials. These
nonfiction materials are usually written in common patterns. Knowing
these patterns can help you take notes.

Common Patterns of Nonfiction Writing

Description

The following selection describes the creation of men taken from Greek
mythology. This essay follows the description pattern. It opens with a
general description of man's creation. Then, it continues to describe two of
the different races of men created by the gods.

Greek Mythology—The Creation of Humankind

Greek mythology offers several accounts of how human beings were
created. All of these accounts have certain things
in common. In each, the gods were responsible for
humankind’s creation. Also, each version tells of
how humans devolved from near gods to very
imperfect creatures. One of the most famous
accounts is told by the writer Hesiod. His version
of the myth included five different races of mortals.
A description of the first two illustrates how the
race declined.

Hesiod tells us the first race was a race of
golden mortals. They lived very much like the
Olympian gods. These mortals lived together
without war or sickness. They then died peacefully ~ Each version tells of how
in their sleep without pain. These men and women  /#mans devolved from
honored and loved the gods. They, in turn, were Z’i”reff‘; i: (ffezzzes
loved and blessed by the gods. However, this race P ’
disappeared from the earth, but not completely.
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They still exist as spirits and the protectors of mortal
humans. These beings still receive great honor from
gods and humans alike.

The gods then created a silver race of beings.
Children were reared by their mothers for 100 years,
and they played as babies. When they grew up, they
lived only a short time. Their lives were stressful and
painful, largely because they lacked common sense.
These men and women were unkind to each other and
arrogant. They did not worship the gods or make proper
sacrifices to them. They angered Zeus, who hid them
away until they disappeared from the Earth. The spirits 1y, itver race of
of these mortals live under the Earth. Despite their beings angered Zeus.
shortcomings, they are honored by living mortals.

One of the best ways to organize important information from a
description is with a cluster or web. Clustering or webbing is creating a
graphic organizer that pictures a plan for arranging information.
Clustering words and phrases around a central topic to show how they
connect to a topic. Look at the following example of the cluster (web) for
“Greek Mythology—The Creation of Humankind.”

Cluster or Web Model of Greek Mythology—The Creation of Humankind

includes five Hesiod's account of the shows decline

different races creation of humans of mortals
godlike unkind to each
first two races other and gods

lived 100
lives

years as
children stressful and
painful

loved each
other and
gods

lived
without
war or

sickness

died
peacefully in
their sleep

still exist

on Earth

honored as
spirits

First: center topic in cluster or web.
Then: write important details on the arms of cluster or web.

lived a
short time
as adults

receive
honor from
mortals
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Practice

Read over the following article about an early form of a canoe. Then take
notes over the article. Use the cluster or web started below to organize your
notes.

An Unusual Canoe

A bull boat is a type of canoe. Most early civilizations used logs
for their canoes. They simply dug out the inside of the log. However,
trees were scarce in some areas. Here, frame- and skin-canoes
were made. The bull boat is an example of one of these. The bull
boat is a circular canoe. It is made with a round framework of sticks.
This frame is then covered with animal skins. In the early American
West, the Plains Indians used buffalo hides. Later, cowhide was
used. A similar round canoe is still used in the Tigris-Euphrates
area. This boat is woven of dried grasses or reeds. The craftsmen
use pitch to make it waterproof.

The Bull Boat

First: center topic in cluster or web.
Then: write important details on the arms of cluster or web.
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Main Idea and Supporting Details

The information in the article below follows the main idea and
supporting details pattern. The first two sentences introduce the topic and
the main idea. The following sentences support the main idea.

A Shameful History

We often hear today about unfair treatment of workers by factory
owners and supervisors. However, these instances usually cannot
compare to the cruelty shown to 19" century workers. Often, during
this time, the owners of factories and mills hired young orphans.
They would then force these children to work 15 hours a day. There
are stories of employers chaining children to their machines because
the employers did not want them moving about too much. Many
factory owners preferred to hire women but not because they
believed in equal rights. Women were smaller than men and could
move easily among the machinery. They were considered more timid
and easily frightened if they were threatened with losing their jobs.
Any worker who complained about the hours or working conditions
was fired. Whenever possible, the employer would make sure the
trouble-making worker was thrown into jail.

The top of the table states the main idea.

!

Nineteenth century factory owners
treated their workers cruelly.

Owners hired Owners hired Owners would

orphans and women because fire workers
forced them they could who complained
to work long move between and throw
hours machinery and them in jail if
were possible
considered to
be easily
frightened

The table “legs” list supporting details.
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Practice

Read the following article offering tips for a successful job interview. Then
take notes over the article. Use the table organizer started below to record
your notes.

174

You’re Hired!

Several things can help you prepare for a job interview. First, do
some research. Know what product or service the business offers.
Also know what specific job you are applying for. It is important to
know the skills and duties you need to have. This way you can
convince the interviewer you are the best person to hire. Next, pay
attention to your appearance. Be clean and neat. A good rule is to
dress in the way you should if you have the job. Finally, be positive,

friendly, and confident.

main idea

l

The table “legs” list supporting details.
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Practice

Use the list below to write the correct term for each definition on the line provided.

details supporting details
main idea topic
subject useful topic

1. the subject of written material; what the
material is about

2. the added information about a topic

3. atopic that has been limited and that
points to something specific about the
general topic

4. whom or what a sentence is about

5. the most important idea or point in a
paragraph or piece of writing

6. the words used to support the main idea or
topic sentence
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Comparison and Contrast

The information below compares two decades [ Compare and Contrast
in American History. The first paragraph

points out similarities between the 1920s and
the 1960s The remaining paragraphs deal with the differences.

Our Rebellious Grannies

In the 1960s, several feminist writers pointed out that their decade
bore a strong similarity to the Roaring Twenties. They
pointed out how young women of both decades were
rebellious. These individuals refused to accept the
traditional image of women society held for many
years. They redefined female morality and fashion.
They also rejected their parents' beliefs in traditional
women's roles. Instead, these young women wanted
more equality with men.

However, certain differences do remain between
the decades. Young women in the 1920s were
breaking completely new ground. Their attempts
at rebellion did not greatly change things for
many years. They did, after much work, gain the
right to vote in 1920. However, it took years for
many of them to actually do this. Also, few women
had jobs outside the home. Most found it almost
impossible to own property in their own names. Only a
handful of professional positions were filled by women.
This was probably because so few women completed their education
beyond high school, if that. The rebellious young women of the 1960s
were, for the most part, college-educated. They worked to gain equal
status within the professional job market that had been completely
closed to their grandmothers. While their grandmothers had marched for
the right to vote, these women worked to put themselves on the ballot.
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A Venn diagram is useful in organizing information that shows how two
things are alike and different. See the Venn diagram below.

Our Rebellious Grannies
Young Women of the 1920s and the 1960s

Young Women Young Women
of the 1920s of the 1960s

1. 2.

* slow to use * college-

newly won educated
vote

3.

 rebellious

» few held jobs

» worked for

ggﬁlge the » refused to accept equal status
traditional image of within job
women market

» found it almost
impossible to own
property

* redefined female
morality and fashion

» worked to put
themselves on
the ballot

 few held
professional
positions

» wanted more equality
with men

« few highly
educated

Areas 1 and 2 list details showing how subjects are different.

Area 3 lists details shared by subjects.
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Practice

Read the article below about cookies. Then take notes over the selection. Use
the Venn diagram on the following page to organize your notes.

Chocolate, Anyone?

Two favorite chocolate snacks are the brownie and

the chocolate chip cookie. The brownie is square. It is '
dark brown, sometimes almost black in color. Its

color depends on how chocolaty it is. The texture of the
brownie is distinctive. It is soft and chewy. The taste is
intensely chocolate. The chocolate chip cookie is like the
brownie is some ways. It is sweet. It is brown. It contains chocolate.
However, the cookie is round. The most popular chocolate chip
cookies are a golden brown. They have flecks of dark chocolate from
the chips. The texture of the cookie is different from the brownie. The
cookies are usually crispy. Finally, the taste of the cookie is different.
You can taste the chocolate. It is not, however, as intense as the
brownie’s taste.
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Chocolate, Anyone?

Brownie Chocolate Chip Cookie

Areas 1 and 2 list details showing how subjects are different.

Area 3 lists details shared by subjects.
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Chronological Order

The following information provides details in chronological order.
Chronological order means that the details are listed in time order. The

selection discusses the history of the Nancy Drew mystery books. Some of
you may be familiar with these books. More than likely your mothers will
be. Your grandmothers will almost certainly be familiar with Nancy Drew.

Nancy Drew: A Heroine for All Seasons

In March of 2004 an American tradition was reborn. Publisher Simon
& Schuster launched a new Nancy Drew: Girl Detective series of books.
To thousands of mothers, grandmothers, and even great-grandmothers,
this was good news. Reading Nancy Drew mysteries has been a part of
growing up for American girls for over 72 years. As these years passed
and the country changed, so did the character of Nancy.

The first Nancy Drew mystery was published in 1929. This novel, The
Secret of the Old Clock, was written by Mildred A. Wirt. Ms. Wirt wrote 23
of the first 30 books in the series. However, she was not credited as the
author. She wrote for Stratemeyer Syndicate, who published this and all
- —  following novels under the name of author Carolyn Keene.
This Nancy was different from the "namby-pamby" girl
characters seen in most girls' books of the time. She was
strong-willed and independent, much like the "new woman"
of the “Roaring Twenties.”

These mysteries, which appeared through the 1930s and 1940s, were
illustrated by Russell H. Tandy. He portrayed Nancy as bright and
adventurous. She was sophisticated and glamorous, reflecting the
sophistication and glamour of the time period. He drew his last cover in
1949.

In 1950, a different Nancy appeared. lllustrator Bill Gillies created this
version. This Nancy was less sophisticated and more innocent than the
first.

This reflected post-World War || America's attempt to restore the
country to simpler, more innocent times.
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Within the next 20 years, entertainment interests shifted. Young people
became more interested in television than in reading. To respond to this,
in 1977, Nancy Drew appeared on television with the Hardy Boys in a
weekly mystery hour. However, the mystery books were still published
and were still best sellers.

Nancy herself underwent more change in the 1980s and 1990s. The
Nancy Drew Files series was launched in 1986. In these, Nancy's image
was modernized, and she was more interested in romance. In 1995, the
On Campus series debuted, sending Nancy (finally!) off to college.
Inevitably, Nancy entered the computer age in 1998 with the release of
the first Nancy Drew computer game, Secrets Can Kill.

The year 2003 saw a historic end as the Nancy Drew Mystery Stories
series ended. Volume number 175, Werewolf in a Winter Wonderland,
was published in November of that year, the last to be published since the
series began in 1929.

However, you can't keep a good girl down. In March of 2004, the new
Nancy Drew Girl Detective series debuted. The series began with the
reintroduction of the first episode, The Secret of the Old Clock. This will
allow a new generation of readers to collect their Nancies from the
beginning. These books offer richer description and a 21st century
heroine. Once again, Nancy Drew has changed as her readers have
changed.

A timeline will help you organize details given in chronological order. See
the example on the following page.
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Timeline of the Nancy Drew Mysteries

1929 — — Mildred A. Wirt writes the first Nancy Drew book—The Secret
of the Old Clock

1949
1950

Russell Tandy drew last illustration of the original Nancy Drew

Bill Gillies presents first illustration of new, less sophisticated
Nancy

1977 Nancy Drew/Hardy boys weekly mystery debuts

1986 Nancy Drew Files series debuts: Nancy modernized and

interested in romance

1995 On Campus series debuts: Nancy goes to college

1998 First Nancy Drew computer game—Secrets Can Kill

2003 Publication of Nancy Drew series ends with volume number

175—Werewolf in a Winter Wonderland

New Nancy Drew series relaunched: begins with first book—
Secret of the Old Clock

2004
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Practice

Read the article below about the history of paper. In the space below, take
notes about the article. Then on your own paper, create a timeline to arrange the
important events in chronological order.

The History of Paper

Paper was invented in China in 105 A.p. Ts’ai Lun found that the
inner bark of the mulberry tree was useful. He broke it into fibers. Then
he pounded it into a sheet. This sheet made a good writing surface.
The Chinese art of papermaking spread as a result of war. Several
Chinese papermakers were captured when fighting against the Arabs.
These individuals helped begin the paper industry in Baghdad. It was
established in 795 a.p. The Crusades spread papermaking to Europe.
This occurred between the 11" and 13" centuries. In 1798 the
Frenchman Nicholas-Louis Robert invented a paper machine. It could
produce long rolls of paper. Previously, paper was made only in small
batches. In 1840 a German named Friedrich Keller helped the paper
industry grow. He invented a process for grinding logs into pulp. In
1867 the American Albrecht Pagenstecher discovered how to separate
wood fibers. He dissolved them in a solution of sulfuric acid. European
chemists improved this process. As a result, by 1882, paper was made
the same way it is today.
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Now your research is finished. You have taken notes on your

topic. You have also organized these notes. You probably
have more information than you need. Now you need to
choose details. You need to write your paper.

Look back over your initial Inventory Chart on page 168.

Did you find the answers to your questions? Did you find
the details you needed? If so, write these details on your new Research
Inventory Chart on the following page. Put them in the “What I Learned”
column. Make sure to write down where you found each fact.

Take another look at your new Research Inventory Chart on the following
page. Do you have enough information to write your paper? If you do, you
are ready to begin. If not, you will need to do more research.
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Practice

Look back at your initial Inventory Chart on page 168. Now think about what
you learned as you researched your topic and where you found it. Write
this down in the new Research Inventory Chart below. This will help you as

you write.
Research Inventory Chart

What | Learned > Where | Found It

Take one final look at your Research Inventory Chart. Do you have enough
information to write your paper? If you do, you are ready to begin. If not, you will
need to do more research.
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Writing for an Audience: Tailoring Your Words and Content to
Fit Readers

Writing is communication. Sometimes, however, language gets in the way.
In order to communicate, you must choose words your audience can
understand. Have you ever had a situation like the following?

Tara's uncle was visiting with her family over the holidays. Her Uncle Nathan
teaches English Literature at a very respected college in the East. The two
of them get along well, and they enjoy many of the same interests.

At dinner, Tara mentioned that her favorite band was currently touring the
Southeast. They would be playing in 53 cities in the next 65 days.

Uncle Nathan, who enjoys the band's music, replied, "l am sure those
peripatetic’ buskers? will acquire much erudition® about many geographic
locales* in their various sojourns®."

Needless to say, Tara had no idea what her Uncle Nathan was saying.
Uncle Nathan had forgotten that he was speaking to his 14-year-old niece
at a family dinner. He was not lecturing to his graduate students or talking
with his fellow professors.

Uncle Nathan missed one of the most important points about
communication. He failed to change his
words to suit his audience.

Those musicians sure do travel
alot! 'l bet they learn all kinds
of things about the different
places they visit.

Had Uncle Nathan done this, his might have

said, "Those musicians sure do travel a lot! I'll bet
they learn all kinds of things about the different places
they visit."

! peripatetic—traveling

2 buskers—musicians

3 erudition—knowledge; learning
* locales—places
®sojourns—travels; journeys
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You adjust your words to your audience every day when you speak. You
use a different set of words with your friends than with your teachers. You
probably do this without thinking. You need to do the same thing when
you write. You need to change your words as your reader changes.

Communication involves more than using the right words for your
audience. You must also include the right amount of information for the
reader as well. An incident between Tara and Uncle Nathan on the
following day shows this. This time, Tara forgot her audience.

Tara's violin recital was to be held after school. Since the performing
group was small, the event was to be held at her teacher's home. Uncle
Nathan was excited about attending, and Tara was pleased that he wanted
to attend. She gave him directions to her teacher's house and wrote down
the street name and number. Tara even told Uncle Nathan the color of the
house and where he should park.

However, Tara forgot to tell Uncle Nathan

that the house was located on a one-way mm
street. Because of this, Uncle Nathan had to

drive out of his way and got lost. Fortunately,  Tara forgot to tell Uncle

he arrived before Tara performed. He was, Nathan that the house was
however, half an hour late. located on a one-way street.

Tara forgot that her Uncle was unfamiliar with the city. She did not give
him enough information. Therefore, she failed to communicate correctly
with him.

Every time you use words, your words are meant for a specific audience.
This is true if you speak, and it is true if you write. In order to write well
you must use words that the reader can understand. You must also give
the reader the right amount of information.

Choosing the Right Words for an Audience

Use the right words—Choose words that your readers will understand.
Also, choose words that are right for the occasion. Don't try to sound
overly-educated with your friends. Don't use street slang with your teachers.

Provide enough information—Not every reader needs the same amount
of explanation. Adjust the amount of details you provide to your readers.
Also, provide the correct kind of details you give—definitions, background
explanation, etc.
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Remember: Everything you write has an intended reader or audience—
one or more persons who will read what you've written.

Before you begin to write ask yourself the following questions:
e  Who are my readers?

Are they your classmates, teacher, parents, best friend, the
readers of a particular magazine, or the readers of “letters to
the editor” in your local paper?

e What do I know about these readers?

Are they young or old? How much formal education have
they had? What kinds of experience have they had? How do
they feel about the topic? What do they already know about
the topic? Are they already interested in the topic or will
you have to generate their interest?
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Practice

Read the following paragraphs. Circle the letter that identifies the best audience
for each.

1. It depends what kind of food you like. If you
enjoy Italian food, try Rosa’s Restaurant. iﬁ m
Everybody loves Rosa’s food. To get there, go e
east on this road, Main Street, to Highway 29.
At the intersection you’ll see a giant plastic,

turquoise elephant. His trunk points north on
Highway 29. Go north on Highway 29 for

three miles. You’'ll see Rosa’s on the left. RESTAURANT

a. The audience is someone who lives in your hometown or city.

b. The audience is a visitor to your hometown or city.

2. A story has a plot and one or more characters. The plot includes the
events and actions, and the order in which they occur.

a. The audience is a child in preschool.

b. The audience is a junior high or high school student.

3. You and your team try to hit the ball over
the net. Then the team on the other side will
try to hit the ball back over the net.

a. The audience is an adult who wants to

improve her volleyball skills. OLLEYBAL

b. The audience is a young child who
doesn’t know how to play volleyball.

4. Think about your heart as being like a pump. It pumps
blood through your blood vessels, just like a water
pump pushes water through pipes.

a. The audience is a student studying to be a doctor.

b. The audience is a child.
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Practice

Below are pairs of synonyms. Circle the synonym in each pair that would be
most appropriate for a formal essay written for a teacher.

1. confused spaced out
2. wheels car

3. split exited

4. clear cool

5. bread money

Write a slang word or phrase for each of the following.

6. hello:

7. hat

8. graffiti:

9. wonderful:

10. handsome or beautiful:

11. good:
12. man:
13. girl:

14. car:

15. parents:
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Writing the First Draft

So far in this unit, you have done the following:
* created a useful topic

¢ learned to take good notes
take good

e organized these notes notes

* learned to write for your audience.

Now, you are ready to write a first draft.

Most first drafts are messy. They are also in need of much revision. When
you write a first draft, you begin to mold your organized notes into
sentences and paragraphs. Your goal in doing this is to make sense to your
readers.

It is almost impossible to do this perfectly in one draft. You will find your
work develops as you write. You will think of changes to make your
paragraph better. The first draft is the perfect way to try different words,
reorganize sentences, and add or take out details. In other words, the first
draft will help you say exactly what you want to in your writing.

Developing a Paragraph

Many students seem to be born writers. They just "know" how to organize
and write without much help. Other students, and this seems to be a
majority, must work hard to write well. However, writing well is a skill
that can be mastered.

The key to doing so involves three steps.

¢ First, you must select a good subject. o0 © 0O

e Then, you must stick to that subject
as you write.

e Finally, you must support this subject
with plenty of details.
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These three steps apply to long essays and to single paragraphs as well.
We will begin by organizing and writing a paragraph. Later, you can use
these skills for longer essays.

A paragraph is a group of sentences that develops a central idea. Although
the length of a paragraph can vary greatly, a standard paragraph is
usually made up of four or more related sentences. (Keep in mind as you
read that creative writers often vary paragraph length. They do this when
their characters speak. They also do this for emphasis or word flow.)
Paragraphs are developed according to purpose. They can explain, which
we call expository paragraphs; they can attempt to persuade; they can
describe; and they can tell a story. We refer to this last type of paragraph as
a narrative. Any of these paragraphs must do the same thing. It must give
readers a clear picture of the topic.

Ways a Paragraph Can Be Developed

e It can be an explanation—called expository writing.
e It can be an opinion—called persuasive writing.
¢ It can be a description—called descriptive writing,.

¢ It can be a story—called narrative writing.
\. J

As you prepare for your FCAT and Florida Writes assessment, you will
probably be asked to become especially familiar with the expository and
persuasive types of paragraphs and essays. The expository paragraph is
especially important to review, as it can be developed in several ways.
These are listed below.

1. Definitions. Use a definition to define a word, a process, or a
concept.

Example: A decade means 10 years.
2. Examples. Use an example to give readers a specific instance.

Example: A ball tossed into the air shows the force of gravity.
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3. Facts. Use a fact to support an opinion or claim you are making.

Example: The timer on the security camera shows that they got home
before 8:00 p.m.

4. Statistics (numbers or percentages). Use statistics to prove what
you are claiming is correct.

Example: Twenty percent of the class got an “A” on the test.
5. Reasons or Causes. Use a reason to justify a statement.

Example: Driving under the influence can cause accidents.

Sometimes writers have a hard time including enough details to support
the main idea. If this happens to you, check the list above for ideas on the
kinds of details you could add to your paragraph.

Remember: Readers need clear and accurate details to understand what
you have written.
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Practice

Match each definition with the correct term. Write the letter on the line provided.

1. writing that focuses on
convincing readers of an
opinion or claim, or to take a
particular action

2. writing that paints a colorful
picture by using vivid details to
present a person, place, thing,
or an idea

3. the readers to whom a piece of
writing is directed or the
listeners to whom a talk is
directed

4. the specific reason a person has
for writing

5. writing that explains
something or informs readers

6. a group of related sentences
that present and develop one
main idea

7. writing that tells a story or
recounts an event

A. audience

B. descriptive writing

C. expository writing

D. narrative writing

E. paragraph

E. persuasive writing

G. purpose
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The Parts of a Paragraph

One of the sentences in a paragraph tells what the paragraph is mainly
about. This sentence is called the topic sentence. The fopic sentence also
suggests how the rest of the paragraph is organized. This sentence is
usually very general and will not contain specific details such as color or
size. Often, a paragraph begins with the topic sentence. However, it can be

located anywhere in the paragraph, even at the end.

The second part of the paragraph is the body. The body paragraphs make
up the detail sentences, which give specific details about the topic. These
details give important information and help readers understand the
central idea of the paragraph. As you write these detail sentences,
remember your purpose and your audience. These will point you to the

right specifics to use in your paragraph.

Some paragraphs also include a concluding sentence. It may summarize a
very long paragraph or reach a conclusion if needed. Like the topic
sentence, the concluding sentence is very general. It will not offer specific

facts or details.

The Parts of a Paragraph

The topic sentence...
» tells what the paragraph is about.
» suggests how the rest of the paragraph is organized.
* usually is very general.
» will not contain specific details.

The body paragraphs...

* make up the detail sentences.

understand the central idea of the paragraph.
The concluding sentence...

* may summarize a very long paragraph.
* may reach a conclusion if needed.

e is very general.

»  will not offer specific facts or details.

* The detail sentences give specific details about the topic.

* These details give important information and help readers

Unit 3: Writing—Making Words Speak

195



The Topic Sentence

A good topic sentence serves as a guide for your readers. It previews the
contents and the organization of the paragraph. The topic sentence serves
a similar purpose for you, the writer. It helps you stay on topic as you
provide specific details.

A good topic sentence should contain two things.
¢ [t must contain an interesting subject.

e Italso must tell your feelings (attitudes or opinions) about this
topic.

For example, look at the following topic sentence:

Until 150 years ago, most children were denied the lengthy
childhoods most of us today are privileged to enjoy.

It contains a good subject. It also tells how the writer feels about it. It is a
good topic sentence.

Look at a similar topic sentence that could introduce the same paragraph.

Until about 150 years ago, most parents thought of and treated
their children as younger adults.

It contains a good subject. However, it does not tell how the writer feels
about it. It is a weaker topic sentence than the first.
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Practice

Read each of the following topic sentences. Write yes in the blank if it is a good
topic sentence. Write no if it is not.

1. Most often, adolescence begins around the age of 12.

2. My bike trip to the top of Grandfather Mountain was the
most exciting experience of my life.

3. Cigarettes are killers.
4.  Violence in public schools is on the rise.

5. A world without books would be a world without hope.
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Practice

You are given a list of very general topics. For each, write a good topic sentence.
Remember, you must be specific about the topic. However, it must be broad
enough for an entire paragraph. You must also indicate how you feel about it.

Example: music _Classical music can offer enjoyment to anyone

who listens with an open mind.

1. food

2. the opposite sex

3. animals

4. television

5. your future career

198
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The Body Paragraphs

The main part of the paragraph is the body, which contains information
the reader needs to understand the topic. The body paragraphs make up the
detail sentences. Unlike the topic sentence, these detail sentences are very
specific.

However, it is very important that the topic sentence and detail sentences
work together. Look at the following example paragraph. You will
recognize the topic sentence stated earlier.

Topic Sentence:

Until 150 years ago, most children were denied the lengthy
childhoods most of us today are privileged to enjoy.

Detail Sentences:

1. Many children worked beside their parents as soon as they were
old enough to work.

2. If the father was a cobbler, his children most likely helped to make
and fix shoes.

3. Parents who worked in factories thought themselves lucky if they
could get their children jobs working beside them.

Notice how the two types of sentences work together.

* The topic sentences states a general topic and indicates the writer's
opinion about this topic.

* The detail sentences offer reasons why the writer feels as she or he
does. They support the opinion. The reasons and examples given
are specific, visual, and accurate.

These supporting details must be organized in some way. How you
organize them depends on the purpose of the paragraph. There are three
main ways to organize a paragraph.
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Chronological or Time Order

First is chronological or time order. Time order
organizes details according to when they

happened.

Time Order

First Next Last

Writers should use certain key words or phrases, also called transitions, in
these paragraphs. Transitions help link ideas, sentences, and paragraphs,
and make your writing flow smoothly. These words and phrases also help
the reader follow your thought process by seeing the connections between
your ideas. Some of these transitions are listed below. (Also see

Appendix A for a list of other transitions and connecting words.)

( Examples of Key Words to Chronological Order )
after instantly
at that time last
at the same time later
before next
during now
during that time on that day
finally second
first then
immediately until
in that month, week, year when
- J

You can use chronological order to tell a story. You might also use it to
discuss historical causes. You could also use it to describe a process.

@[> Remember: To use chronological order, organize your supporting

details according to time.
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Practice

The following paragraph is arranged in chronological order. Underline the
transitional words and/or phrases that you find.

For centuries, legends existed about the dangers of the
Bermuda Triangle. However, in the 20* century, historical records
confirm these legends. An early recorded incident occurred a few
years after World War II on July 3, 1947. On that date, a United
States C-54 Superfortress bomber vanished while flying near the
Bermuda Triangle. The plane was never heard from again. About
six months later, on January 30, 1948, the Star Tiger, a British
airliner, disappeared over the same region. Like the Superfortress,
the Star Tiger and its passengers disappeared completely. A third
incident occurred in 1968 when the Scorpion, a nuclear submarine,

disappeared. After several months of lengthy searching, rescuers

found the ship on the edge of the Triangle. However, not one of the

100 crew members who had been on board was found.
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Order of Location

The second way to organize details in a paragraph is Place Order
order of location. Order of location is helpful in I - /
describing places. This organization “leads” the j L= f

readers’ eyes. It lets them “see” description in a logical

order.

Again, special key words are helpful. The following key words show

location:

( Examples of Key Words That Show Location )
above g at between inside outside
across away from beyond into , over
againsfzf behind.;ﬁ by near throughout
along below 1 down off to the right
among beneath in back of onto under
around beside in froztofj on top of 1

S st J
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Practice

The following paragraph is arranged by order of location. Underline the
transitions and/or transitional phrases that you find.

For years I had wanted to return to the house we lived in when
I was born. Last summer, my family and I did, and I wished we
had not because it bore no resemblance to the cheerful home I
remembered. No longer did the little house sit behind a neat lawn.
Instead, the yard in front of the porch was overgrown with weeds.
The flowers that used to grow beneath each window were gone,
leaving only bare ground. Although it was July, Christmas lights
still dangled across the front of the house, making the house look
even more neglected. Gone was the huge orange grove behind the
house where my brother and I used to play. Instead, a concrete
block fence ran along the back of the property. Weeds and grass
had grown up and over the walls, almost covering the graffiti
barely visible. None of us had the heart to look inside, hoping to
hold onto the memories we had of more cheerful times. We wanted
to remember the little house as a home, not as the rundown shack

at the end of the street.
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Order of Importance Order of Importance
The third way to organize details in a Ie?& r%ﬁ
paragraph is order of importance. This is helpful

in discussing reasons or examples. Persuasive
paragraphs often are written this way. Persuasive writing is used to
convince a reader of something. The writer might list reasons to believe
something in the order of importance.

most least

You can organize the order in two ways. You can begin with the most
important idea. However, it is usually more effective to end with the most
important idea. This makes the most important idea the last one the reader
sees.

As with the other two methods of development, transitions or transitional
phrases help develop your paragraph. Following are examples of such
words and phrases.

! Examples of Key Words to Order of Importance )
a more important reason in the first place; in the second place
also more importantly
at times moreover
besides most importantly
for this reason next
furthermore to begin with
in addition

- J
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Practice

The following paragraph is arranged by order of importance. Underline the
transitions and/or transitional phrases that you find.

Despite being called "the golden years," old age can be a very
painful time of life. To begin with, the body literally is feeling pain
as it begins to wear out. Many elderly people find they are plagued
with arthritis, joints that don't function, and easily broken limbs.
Moreover, constant physical pain often leads to depression, a
source of great emotional distress. This emotional pain is also
enhanced by feeling useless. Often, after retiring from important
and satisfying careers, the elderly come to believe they have little or
nothing to offer society. For this reason, they feel unneeded and
often in the way. However, probably the most important source of
pain for aging citizens is loneliness. They are left by themselves as
their friends die and their families pursue their own lives. Too
often, the younger generation regard the elderly as too old and

worthless to be of any use.
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The Closing Sentence

Not all paragraphs contain a closing sentence, but many of them do. The
closing sentence is sometimes called the clincher. This sentence comes after
all the details have been included. The closing sentence should do two
things. First, it should remind readers of the subject. Second, it should
keep them thinking about it.

Some specific ways of doing this include the following;:
e reaching a conclusion
* suggesting any future courses of action
e summarizing the details
e restating the topic sentence.

There are key words to help you conclude. They include the following:

( Example of Key Words That Help You Conclude w

all in all finally lastly
as a result in conclusion therefore
because in summary to sum up

Look at the closing sentences of the example paragraphs on the previous
pages.
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Practice

Paragraph 1 below and Paragraph 2 on the following page have each had their
sentences scrambled. Read each one carefully. Place the sentences in their
correct order using numbers. Write the numbers on the lines provided.

Hint: Use the transitions (key words and phrases) to help you arrange the
sentences in correct order.

Paragraph 1

1. Then one night the electricity went off and I couldn't
watch, so I found something else to do.

2. Now, whenever I realize I'm just turning into mold on
my couch, I find something real to do.

3. For along time, once I turned the TV on, I just sat and
watched, even when there was nothing on I liked.

4. It was too quiet for a few minutes, but I waited it out
and started to like the silence.

5. The next night I watched a show I liked and then I just
pushed the remote control and shut the TV off.

6. Iwould sit in front of the TV for hours, not really aware
of what was happening on the screen.

Unit 3: Writing—Making Words Speak 207



Paragraph 2

1. If your conclusion continues to prove true in your and
other scientists' experiments over a long period of time,
then you can construct a theory that answers your
question in a general way:.

2. Next you gather more information to determine a
possible answer to your question.

3.  The scientific method involves several steps.

4. The scientific method makes sure that the answers we
find to our questions and mysteries will be accurate and,
most likely, useful.

5. Then you carry out an experiment to test your

hypothesis.

6. First you identify a problem—a question that you think
you can answer through further investigation.

7. This possible answer is called a hypothesis.

8. Through observations of the results of your experiment,
you draw a conclusion.
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Practice

Use the list below to write the correct term for each definition on the line provided.

body paragraphs topic sentence
closing sentence or clincher transitions
supporting details

1. the sentence that tells the focus or main
point of a paragraph

2. the final sentence of a paragraph

3. words or phrases that link ideas, sentences,
and paragraphs together

4. the sentences between the topic sentence
and the ending sentence that develop the
main idea of the paragraph

5. the words used to support the main idea or
topic sentence
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Paragraph Types

Paragraphs are written for many purposes. Most paragraphs fall into one
of four types. Each type requires a different kind of planning.

The first two types of paragraphs are descriptive and narrative. These are
often used for personal writing.

The second two types are expository and persuasive. These are most often
used to communicate information to your readers. These are the two types
of writing you will be most often asked to do during your FCAT and
Florida Writes preparation and assessments.

Expository Writing: Delivering Information

Another word for expository is explanatory. An expository paragraph gives
information. Often, you will use descriptive details in expository prose.
However, expository writing is less interested in the reasons why you did
something and more concerned with how it was done or will be done.
Usually, your goal in writing an expository paragraph or essay is to teach
or inform, not to explain your feelings about a possession or event.

Look at the following example of an expository paragraph. What kind of
information does it give?

Calvinism, which greatly influenced America's first settlers, was a
frightening religion. Calvinist doctrine stated that people were born evil.
Furthermore, they were doomed to eternal damnation. The only
exceptions were those individuals referred to as "the Elect." The Elect had
been chosen by God to enter heaven. The rest of humanity would suffer
in hell. No amount of good works would change their fate.

The details of the paragraph explain the doctrine of Calvinism. Every
sentence is relevant and each provides information about the topic. None
of the details are irrelevant.

For example, read the following sentence. “Religion is still important to
people today.” If that sentence was part of the expository paragraph
above, it would have been considered an irrelevant sentence because it
does not provide information about the topic. It is unrelated to the topic
sentence.

Writing a focused paragraph with relevant details is very important to
good expository writing.
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Practice

The following is a topic sentence for an expository paragraph:

Although they have often been overlooked, many American
women authors have contributed greatly to our country's literary
heritage.

* Some of the sentences below support this topic sentence.
* Some of the sentences do not support the topic sentence.

Put an X in front of any sentence that is an irrelevant detail or unrelated to the
topic sentence. If a sentence is a relevant detail, or provides information about
the topic sentence, leave it unmarked.

1. Dorothy Parker, a frequent contributor to the New Yorker
magazine, wrote a number of witty short stories and poems.

2. Kate Chopin is today considered an excellent local colorist of
the Louisiana Bayou country.

3. Ms. Chopin had a very happy, but very short marriage.

4. Lillian Hellman wrote plays about everyday problems many
writers, including men, were afraid to deal with.

5. Ms. Hellman and Ms. Parker were very good friends.

6. Tess of the d'Urbervilles is a famous novel about the unfair
manner in which women are often treated.

7. Willa Cather wrote hauntingly realistic stories and novels
about the immigrant experience in America.
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Practice

You will be given a topic for much of the expository writing that you do.
Often, you will need to do a bit of research to complete your expository
assignment.

Below are several possible topics for an expository paragraph. Next to each
topic are listed suggested sources you can research. The list might give you
ideas for your own topic.

Ask your teacher to help you select one of these topics that might interest you or
to help you find your own topic to write about. Then complete the activities
that follow. They will help you plan and draft an expository paragraph.

Step One: Determine Your Purpose and Select Your Topic

Choose one of the following topics for your expository paragraph.

1. Explain how clouds are formed. (your science textbook, the Internet
or an encyclopedia)

2. Explain how a tree gets its nourishment. (your science textbook, the
Internet or an encyclopedia)

3. Explain the causes of the Civil War. (your social studies textbook,
the Internet, or an encyclopedia)

4. Explain how to convert fractions to decimals. (your math textbook
or your notes from your math class)

5. Share a favorite recipe that you often make for your family and
friends. (your recipe files or the Internet)

6. Explain the rules for playing your favorite board game. (the
instruction manual that came with the game)
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Step Two: Determine Your Audience

Determine your audience. This will help you decide the type of details you
need to include. In an expository paragraph, you usually write for someone
who knows very little about your topic. You will want to use standard English
and avoid slang or jargon.

To whom will you write?

What arguments will be effective with this audience?

What arguments will be ineffective?
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Step Three: Collect Your Information

Collect your information. On pages 160 through 162 of this unit, you were
given several methods of generating information. These included keeping a
journal, clustering, listing, freewriting, and analyzing by answering the 5W-How
questions. Any of these would be a good way to begin. However, listing might be
the most time efficient. Look at the instructions on page 161 for listing. Then
complete your list below.
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Now review the instructions for completing the inventory chart below. These
instructions are given on page 168. Use the appropriate research source to
complete the "What I Want to Know" column.

Inventory Chart

What | Know What | Want to Know

Step Four: Write a Topic Sentence

Write your topic sentence. On page 196 of this unit, you are given instruction
on how to write a topic sentence.
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Step Five: Write Supporting Sentences Using Details from Your
Research

Write supporting sentences using details from your inventory chart.
Write at least one sentence for each detail: don't try to list them all at once.
As you write, try to think of transitions that will link the ideas together.
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Step Six: Write a Closing Sentence

Write a closing sentence. See page 206 for instructions on writing a closing
sentence.
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Practice

Write your first draft of your expository paragraph. Use what you have
written for Steps One-Six on pages 212-217 to write this first draft.
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Persuasive Writing: Offering an Opinion

Persuasive writing tries to change the reader's mind in some way.
Persuasive writing focuses on convincing readers of an opinion or claim, or
to take a particular action. Very often, persuasive writers are explaining
their own viewpoint, giving reasons why it should be followed. For this
reason, they attempt to be as convincing as they can be.

Being convincing means being thorough and doing your research. You
must provide very specific reasons why people should support your
ideas.

Imagine you are given the following paragraph on why you should elect
Juanita as president of your school's student council. As you read, ask
yourself: "Are there good reasons why I should vote for Juanita?"

Juanita is the best choice for president of our student council. Let me
say it again: She is the best! | know her and you can take my word for it.
She's done many good things for our school. Also, she cares about our
school and her fellow students. Elect her or be sorry!

There may be good reasons to elect Juanita, but you still don't know what
they are. What kinds of good things has Juanita done? How do you know
that she cares about her school or fellow students? Why should you take
the writer's word? More than likely, you don't know this person any better
than you know Juanita. The fact that the writer likes Juanita says little to
convince you that she will be a good president.

Now read another paragraph with the purpose of persuading you to vote
for Juanita.

Through her contributions to Peaceful High
School, Juanita has earned our vote to elect her as
president of the student council. To begin,
consider her work as a student representative during
this past year. She began and still runs the Student
Mediation Center. This student agency brings feuding students
together to work out their differences through peaceful
negotiations. Her work and this agency has helped reduce
violence among students by 42%. Juanita also raised more than
$1,500 to buy books and clothing for students at this high school who are
experiencing hard times. And finally, she helped persuade the school
administration to give students a voice in making school policy. There is
no better candidate to be our next student council president.
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After reading this paragraph, you are most likely thinking, "Wow, Juanita
is a great candidate. Look at all her accomplishments, right here in print
for everyone to see!"

Let's analyze the paragraph on the previous page. The steps used to
develop the expository paragraph are the same ones you will use to
develop a persuasive one.

Step One: Determine Your Purpose and Select Your Topic

The writer's topic is Juanita's credentials to be student body president.
His or her purpose is to convince readers to vote for Juanita because
these credentials make her the best candidate.

Remember, in persuasive writing, you are stating an opinion,
something someone could agree or disagree with. The writer's opinion
(readers should vote for Juanita) fits this criterion.

Step Two: Determine Your Audience

The paragraph about Juanita was written for students just like you.
The writer's words fit the reading ability of high school students. So
did the sentence structure. The writer also chose evidence that high
school students would think important: reducing violence and raising
money for needy students.

Step Three: Collect Your Information

The writer obviously did this. The paragraph states exact details.
Readers are told three specific accomplishments that Juanita has made.
Not only that, exact figures are given to show her success. Violence has
been reduced by 42%. Juanita has helped to raise more than $1,500.
These figures are more convincing than simply using general
statements like "greatly" or "a lot." You can tell this writer did some
research.

Step Four: Write a Topic Sentence

Remember that a topic sentence for a persuasive paragraph must
contain two things: a useful topic and the writer's opinion. The writer's
topic sentence does both. It clearly states that the writer feels Juanita is
the best candidate and wants readers to accept this.
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After reading this topic sentence, readers know what to expect from
the paragraph. They know it will be organized according to several of
Juanita's contributions to the school. Readers could expect to read
about a first contribution, another contribution, and so on.

Step Five: Write Supporting Sentences Using Details from Your
Research

You must use specific evidence that supports the claim that you have
made in your topic sentence. Remember that types of evidence can
include the following:

¢ descriptions
e examples

e facts

* reasons

Here, the writer used examples. All of her accomplishments are
examples of why Juanita has earned students' votes. In addition, each
of these examples are supported with facts: violence has decreased by
42%; Juanita raised more than $1,500.

Take note of the writer's use of transitions. The transition words—to
begin, also, and finally—clue the reader that they are moving through
a list. This helps them organize the details about Juanita's credentials.
Transitions also make the paragraph read more smoothly.

Step Six: Write a Closing Sentence

The closing sentence should remind your readers in some way of your
opinion. Note how the writer found a brief way of doing this without
repeating word-for-word what had already been stated. The writer
also makes it clear how readers can actively support the opinion
stated: vote for and elect Juanita.
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Practice

Match each audience with the piece of evidence you would use first to
persuade that audience that taxes in town should be raised. Write the letter
on the line provided.

Audience Evidence
1. Young professionals A. Taxes will be used to
who are not planning improve schools.

on having children . .
B. Taxes will be used to build a

2. Parents of school- senior center.
aged children .
C. Taxes will be used to
3. Parents of children improve bus service to the
not yet in school city’s work district.
4. Senior citizens D. Taxes will be used to build a

day care center.
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Practice

Use the list below to write the name of the best source in which to find support
for each opinion.

census records research reports
encyclopedia university professors
people with experience

1. This country’s population will double in
size by the year 2050.

2. Sloths are the laziest animals on the planet.

3. Plumbers often end up with bruised bodies
from crawling into tight spaces to repair

pipes.

4. College students today are more interested
in political issues than ever before.

5. Although women have made advances in
the workplace, they often still are not
promoted to the highest positions as often
as men are.

6. When passengers first enter a city bus
driven by a woman, they often show
surprise on their faces.

7. Although most people think baseball is
only a hundred years old, a game very
similar to baseball was played in the
Middle East over a thousand years ago.

8. People who build quiet time into their
daily routine tend to feel less overwhelmed

by daily life.
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Practice

Match each opinion with the correct expert. Write the letter on the line provided.

Opinion

1.

10.

224

Unemployment will go
down as more people
receive education.

The only foolproof
prevention for AIDS is
abstinence.

Many landowners treated
their slaves as though they
were less than human.

Teens need help to cope
with the divorce of their
parents.

It is important to dress
professionally for an
interview.

The hardest part about
acting is waiting for the
right part.

It is important to eat
breakfast every morning.

The reason Claude Monet is
so highly regarded by the
art world is because his
paintings perfectly illustrate
the effects of light.

Probably the best way to
reduce cavities is to add
fluoride to public drinking
water.

The Vietnam War was a
waste of time and money.

Expert

A. actress

dentist

doctor of infectious
disease

doctor of nutrition

economist

employer

family therapist

former slave

. historian

. professor of fine arts
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Practice

Read each statement below. Write expository if you would use expository
writing to present the topic. Write persuasive if you would use persuasive
writing to present the topic. Be prepared to defend your answers.

1. Your best friend is the best candidate for student body
president.

2. Television increases violence.
3. Humans need oxygen to live.

4. The city commission should not impose an 11:00 p.m.
curfew on teenagers.

5. Everyone in America should vote in all local, state, and
federal elections.

6.  Your school’s swim team had the most improved record
of any athletic team in the state.

7. Mr. Smith is the best principal your school has ever had.
8. Everyone has a right to health care.
9. Wearing a seat belt can save your life.

10.  Car racing is the most exciting spectator sport in the
world.
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Practice

Just as with expository writing, you will often be given a topic for much of the
persuasive writing that you do. And again, you will find that you need to do
some research to complete your assignment. Often this will include taking a
survey of your classmates or teachers.

Below are possible topics for a persuasive paragraph. Next to each topic are
listed suggested sources you can research. The list might give you ideas for
your own topic.

Ask your teacher to help you select one of these topics that might interest you or
to help you find your own topic to write about. Then complete the activities
that follow. They will help you plan and draft a persuasive paragraph.

Note: These are hypothetical situations—"what-if." You will need to use
your imagination.

1. Your teacher has agreed that your class should have a student
representative. This individual will meet with her to express the
class's viewpoint on rules, privileges, and so forth. Choose an
individual from the class that you feel would do a good job. Write a
paragraph persuading your classmates to elect this person (your
teacher, to figure out which rules and procedures could be
negotiated; the individual, to see how she or he would attempt to
represent class members and what might qualify him or her to do
S0).

2. Your school board is concerned with the growing problem of
childhood obesity. For this reason, it is considering making physical
education (PE) mandatory in all four years of high school. Take a
side in this argument. Write a letter to the school board persuading
them to change their mind or enforce the four-year requirement
(your classmates, to see how they feel about this and why; the
Internet, to find statistics on how PE classes do or do not decrease
obesity; physical fitness or health instructors).
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Step One: Determine Your Purpose and Select Your Topic

Determine your purpose and select your topic. If needed, ask your
teacher to help you select a topic that might interest you to write about. Then
complete the activities that follow. They will help you plan and draft a
persuasive paragraph.

Purpose:

Topic:
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Step Two: Determine Your Audience

Determine your audience. This will help you decide the type of details
you need to include. In a persuasive paragraph, you often will be
writing for someone who thinks differently than you. You must be careful to
avoid offending these readers. It is a good idea to acknowledge any points the
opposing side might present. That way you can give reasons why your side of
the arqument is still better.

Briefly describe your audience:

What are some good points to acknowledge that the opposing side

might present?

What are some good reasons that you can give for your side of the

argument that are still better than the points of the opposing side?
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Step Three: Collect Your Information

Collect your information. On pages 160 through 162 of this unit, you were
given several methods of generating information. These included keeping a
journal, clustering, listing, freewriting, and analyzing by answering the
5W-How questions. Any of these would be a good way to begin. However,
listing might be the most time efficient. Look at the instructions on page
161 for listing. Then complete your list below.

10.
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Now review the instructions for completing the inventory chart below.
These instructions are given on page 168. Use the appropriate research
source to complete the "What I Want to Know"” column.

Inventory Chart

What | Know What | Want to Know

It will be here that you record the specific facts and statistics that will
make your argument convincing. A word of caution—are you having
trouble finding evidence to support your opinion?

This may be a warning that your opinion is not a valid one or is not

based on truth. As a writer, you may need to reevaluate your decision to
support this particular opinion.
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Step Four: Write a Topic Sentence

Write a topic sentence. On page 196 of this unit, you are given instructions
on how to write a topic sentence. Make sure it indicates your opinion and
how you want your readers to respond to your opinion.
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Step Five: Write Supporting Sentences Using Details from Your
Research

Write supporting sentences using details from your inventory chart.
Write at least one sentence for each detail: don't try to list them all at
once. As you write, try to think of transitions that will link the ideas
together.
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Step Six: Write a Closing Sentence

Write a closing sentence. See page 206 for instructions on writing a closing
sentence. Avoid repeating word-for-word your topic sentence or the evidence
you"ve stated in your paragraph. However, you do need to remind your
readers why you 've written to them.
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Practice

Write your first draft of your persuasive paragraph. Use what you have
written for Steps One-Six on pages 227-233 to write this first draft.
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Unit 4: Writing—Using Strategies to Fine-Tune Writing
Unit Focus

Reading

* Refine vocabulary for interpersonal, academic, and workplace
situation, including figurative, idiomatic, and technical
meanings. (LA.A.1.4.3)

e Locate, gather, analyze, and evaluate written information for a
variety of purposes, including research projects, real-world
tasks, and self-improvement. (LA.A.2.4.4)

Writing

 Select and use appropriate prewriting strategies, such as
brainstorming, graphic organizers, and outlining. (LA.B.1.4.1)

* Draft and revise writing that

 isfocused, purposeful, and reflects insight into the writing
situation;

* has an organizational pattern that provides for a logical
progression of ideas;

¢ has effective use of transitional devices that contribute to a
sense of completeness;

e has support that is substantial, specific, relevant, and
concrete;

¢ demonstrates a commitment to and
involvement with the subject;

* uses creative writing
strategies as appropriate to
the purpose of the paper;




¢ demonstrates a mature command of language with
precision of expression;

¢ has varied sentence structure; and

e has few, if any, convention errors in mechanics, usage,
punctuation, and spelling. (LA.B.1.4.2)

e Produce final documents that have been edited for
¢ correct spelling;

* correct punctuation, including commas, colons, and
common use of semicolons;

* correct capitalization;
e correct sentence formation;

e correct instances of possessives, subject/verb agreement,
instances of noun/pronoun agreement, and the intentional
use of fragments for effect; and

e correct formatting that appeals to readers, including
appropriate use of a variety of graphics, tables, charts, and
illustrations in both standard and innovative forms.
(LA.B.1.4.3)

¢ Write fluently for a variety of occasions, audiences, and
purposes, making appropriate choices regarding style, tone,
level of detail, and organization. (LA.B.2.4.3)

Language

* Apply an understanding that language and literature are
primary means by which culture is transmitted. (LA.D.1.4.1)

* Make appropriate adjustments in language use for social,
academic, and life situations, demonstrating sensitivity to
gender and cultural bias. (LA.D.1.4.2)




Unit 4: Writing—Using Strategies to Fine-Tune Writing

Overview

The previous unit helped you with your initial writing
skills. You worked to select topics for two
paragraphs—an expository paragraph and a
persuasive paragraph. You also worked to collect
information you needed to develop these
paragraphs. In addition, you learned ways to
organize the information you collected. Finally,
you drafted examples of these different paragraphs.

However, these paragraphs are not quite finished. They are your first
attempts to write, or speak, to your audiences. These first attempts are
called first drafts. First drafts are seldom, if ever, perfect. Think back to the
last time you looked through a pair of binoculars or the lens of a camera.
Most likely, the picture you saw was a little blurred. You found, however,
that by fine tuning the image, you could make it crystal clear. Your
imperfect first drafts need this same kind of adjustment. You need to make
sure each paragraph says exactly what you want it to say. You also need to
make sure it looks exactly how you want it to look. Only after you have
completed this fine tuning process will your writing be ready to share
with your readers.

The process of fine tuning your writing has three steps.

e Step 1: Revising Your Writing. You will look carefully at what
you said. You will make sure your words say exactly what you
want. You will have the chance to choose better words. You can
also rearrange your sentences. You can add details. You can also
omit details.

e Step 2: Editing Your Writing. You will check for spelling
errors. You will make sure your grammar is correct. You will
look for punctuation errors.

e Step 3: Proofreading Your Writing. This final step is very
important. This step forces you to look carefully at your writing.
Have you omitted words? Have you added unnecessary words?
Last-minute “accidents” do happen. This step keeps your reader
from seeing them.
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These three steps are used by all different levels of writers. Even
professional writers don't get it right in their very first draft. Writing is a
process, and good writing has been adjusted until its message is clear and
(nearly) error free.

As you work through Unit 4, please save all of your preliminary
expository and persuasive drafts from Unit 3 and any peer evaluations
and revised expository and persuasive paragraphs from this unit. You will
need to turn those papers in as part of your portfolio for Part 1 of the Unit
Assessment for Unit 4.
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Vocabulary

Study the vocabulary words and definitions below as a reference for this unit.

action verb ..., a verb that shows physical or mental
action
Examples:
The gardener mows the grass. (physical
action)
The gardener enjoys looking at the
flowers. (mental action)

antecedent ..., the word a pronoun replaces or refers to

capitalization ... the use of uppercase letters in writing
Example: On a Saturday in April, Max
was born in Tallahassee, Florida.

closing sentence or clincher-........ the final sentence of a paragraph

COMMON NOUNS .....oovrrrrnrnrrrernen, nouns that name a general class of
persons (boys, children), places
(playgrounds, schools), things (apples,
bicycles), or ideas (love, truth)

declarative sentence ..................... a sentence that makes a statement and
ends with a period (.)
Example: These are new books.

details ... the added information about a topic

edit ..o the second step in the process of
fine-tuning your writing; to check the
grammat, punctuation, and spelling of
your writing
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end marks ..o, the punctuation marks that come after a
sentence: period (.), question mark (?),
exclamation point (!)

exclamatory sentence ................... a sentence that expresses a strong
feeling and ends with an exclamation
point ()
Example: 1 got lost!

expository writing ........................ writing that explains something or
informs readers

fragment ... a group of words that does not express a
complete thought

homophones .............ccccceuvuneene. words that sound the same but have
different meanings and different
spellings
Example:
ant—an insect
aunt—a female relative

imperative sentence...................... a sentence that gives a command or
makes a request and ends with a
period (.) or an exclamation point (!)
Example: Call home. Don’t panic!

interrogative sentence.................. a sentence that asks a question and ends
with a question mark (?)
Example: Where are you going?

linking verb ..., a verb that expresses a state of being
Examples:
George is the gardener’s boss.
The gardener has been very helpful.
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paragraph ...

persuasive writing ........................

preposition ..o

prepositional phrase.....................

pronoun

a word that names a person, place,
thing, or idea

making pronouns match the nouns they
refer to; pronouns must match their
nouns in case, gender, and number
Example: Juanita jumped for joy after she
won her first state tennis tournament.

a group of related sentences that present
and develop one main idea

writing that focuses on convincing
readers of an opinion or claim, or to take
a particular action

a word that shows the relationship
between a noun or a pronoun and
another word in the sentence
Example:

Your ring is on the dresser.

Your ring is in the dresser.

Your ring is under the dresser.
Your ring is behind the dresser.

a group of words that begins with a
preposition and usually ends with a
noun or pronoun called the object of the

preposition
object of the Erepositiom

Example:
The road led to the town.

prepositional phrasl:’—l

a word that is used instead of a noun to
refer to a person, place, thing, or idea
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proper nouns

punctuation

run-on sentence

subject-verb agreement

the third step in the process of
fine-tuning your writing; to check for
typos, omitted words, and other errors

nouns that name specific persons (John
Steinbeck), places (Florida), things (Model
T Ford)

symbols or marks that help readers
understand the meaning of a sentence
Example: Juanita asked, “John, can’t you
even make toast without needing
directions?”

the first step in the process of
fine-tuning your writing; to improve the
content and language of your writing

two or more sentences that are joined
together with commas or without any
punctuation marks to separate them
Example: John ran to the store Juanita
stayed to watch the football game.

a group of words that expresses a
complete thought and contains a subject
and a verb

whom or what a sentence is about

making the verb of a sentence match its
subject in number

Examples:

The dog plays outside. (singular subject
and verb)

The dogs play outside. (plural subject
and verb)
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EOPIC e, the subject of written material; what the
material is about

topic sentence ...........cccceuvviunenne. the sentence that tells the focus or main
point of a paragraph
transitions.............cccocoeeiiiinn words or phrases that link ideas,

sentences, and paragraphs together

Verb ... a word that expresses physical action,
mental action, or a state of being; tells
what the subject of the sentence is, has,
does, or feels; also called a simple
predicate
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Steps to Fine-Tuning Your Writing

The writing process gives you many chances to improve your writing. In
the last unit you went through the process of prewriting.

* You chose a topic.

* You explored it.

* You organized it.
Then you wrote a draft.

Now you will use a three-step process to take a second look at your
writing. You will fine-tune your writing using these steps.

Step 1: Revising the content and language of your
writing.

Step 2: Editing, by checking for errors in grammar,
punctuation, and spelling.

Step 3: Proofreading, the final check to catch any typos,
omitted words, and other errors you may have
missed.

Step 1: Revision

Revision comes from ancient words that mean seeing again. To revise your
paragraphs, you must see and read them as if you are one
of your readers. You must, temporarily, forget that you are
the writer. Your mission is to put yourself in your
readers’ place and see if they can understand clearly
what you’ve written. In addition, since each of these
paragraphs has a particular purpose, you must make
sure you achieve this purpose. In an expository
paragraph, you must make sure you are explaining
or “teaching” specific information. In a persuasive
paragraph, you must make sure your readers will be
convinced by your writing.
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Revising an Expository Paragraph

The purpose of expository writing is to give information. The type of
information will vary. You can explain a subject, give directions, or offer a
definition. As you write, you should remember that you are, in fact, acting
as a teacher. All expository paragraphs must do the following:

1. Begin with a topic sentence.
2. Give clear details.
3. Give these details in correct order.

4. Join these details with key words. These key words move the
reader from one step or idea to the next. Key words are also called
transitions or connecting words. Transitions link ideas, sentences,
and paragraphs together.

Some time has passed since you wrote your paragraph. It's time to look at
it again. It's time to revise it. Revising is the first step in fine-tuning your
writing. You revise to improve the content and language of your writing.

Before revising yours, let’s complete the following practice.
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Practice

Read “The Escaping Goat” on the following page. Then complete the activities
as instructed below.

Background information will help readers understand the information in
the paragraph.

1. Find the important background information and underline it.

2. Find the topic sentence and circle it.

3. Find each piece of specific support for the topic sentence and
number it. How many did you find?

Key words or transitions move the reader from one detail to the next.
These words help connect and link ideas.

4. Find each key word and box each key word.

The closing sentence or clincher should remind the reader of the thesis
and contents. It should keep the reader thinking about the subject.
However, it should not repeat the topic sentence.

5. Find the closing sentence or clincher and highlight it.
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The Escaping Goat

The modern definition of the word scapegoat is closely related
to its original meaning. This meaning has a long history, and it
comes from an ancient Jewish tribal tradition. The original
scapegoat was an actual goat. During a yearly religious ritual,
members of the tribe would tie ribbons or other tokens to the goat.
Each token represented a sin or misdeed. Then the goat was
allowed to escape from the village or community. As the animal
escaped, it symbolically carried the tribe’s evil acts and thoughts
with it. The community was cleansed because of this. Today, the
word scapegoat has a similar meaning. A scapegoat is a person
who carries the blame for another’s wrongdoing. Some form of
blame or guilt is transferred to this person, relieving the actual
wrong-doer. Like the tribal village, the guilty person is freed from

blame.
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Practice

Use the following chart to review and revise the expository paragraph you
completed in Unit 3 on page 218. Ask your teacher for an enlarged copy of the
check list below.

4 N
Expository Paragraph: Revision Checklist

Ask Yourself Do Revise If Needed

1. Does your opening contain

Underline any background
important background?

Add any important
information.

background information.
underline

2. Does your topic sentence state Circle the topic sentence. Rewrite your topic sentence.

the subject?
Does it give your feelings
about the subject?

Make sure it states the
subject. Make sure it includes
your feelings about the
subject.

. Do | offer specific details to
support my thesis?

Number each specific
detail. Are there at
least three?

1,2,3, ...

Make sure there are at least
three. Add details if needed.

. Have | used key words (transitions)
to guide my reader from one
idea to the next?

Box each key word.

box

Add key words. Make sure to
use the correct word. Make
sure to use them in the
correct place.

. Have | included a closing sentence
or clincher? Does the sentence
remind the reader of the subject?
Does it repeat the topic sentence?

Highlight the closing
sentence or clincher.

highlight

Add a closing sentence or
clincher that reminds the
reader of the subject. Do not
repeat the topic sentence.

o %

Now write a revised draft of your expository paragraph. Use the information
from the above chart.
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Practice

Match each definition with the correct term. Write the letter on the line provided.

10.

11.

12.

13.

the sentence that tells the focus or
main point of a paragraph

the added information about a topic

the first step in the process of

fine-tuning your writing; to improve the

content and language of your writing

words or phrases that link ideas,
sentences, and paragraphs together

the final sentence of a paragraph
whom or what a sentence is about

the second step in the process of
fine-tuning your writing; to check the
grammat, punctuation, and spelling of
your writing

the third step in the process of
fine-tuning your writing; to check for
typos, omitted words, and other errors

writing that explains something or
informs readers

writing that focuses on convincing
readers of an opinion or claim, or to
take a particular action

a group of related sentences that
present and develop one main idea

the subject of written material; what
the material is about

a group of words that expresses a
complete thought and contains a
subject and a verb
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closing
sentence or
clincher

details
edit

expository
writing

paragraph

persuasive
writing

proofread
revise
sentence
subject

topic

topic sentence

transitions

251



Revising a Persuasive Paragraph

The purpose of a persuasive paragraph is to give your opinion. In addition,
you often hope to convince someone to agree with this opinion. You are
also explaining why you feel as you do by giving the reasons you hold
this opinion. Presenting effective persuasive
writing is one of the most difficult tasks

how d . . .
OO 'I—i Tg‘;‘]r\;‘i?:ée ?nM;, ° you will encounter as a writer. This is
O reader that this because you are often presenting strong

idea is right?

feelings to readers whose opinion is
exactly the opposite of yours. Convincing
such a reader to even consider your ideas can be
difficult. It is, then, most important that you support
your opinion with specific details. It is also important
that you do not offend your reader in any way.

Although the purpose of a persuasive paragraph will vary, all persuasive
writing should do the following.

1. address the audience

state the writer’s opinion

give valid reasons to support this opinion

support each reason with evidence

arrange reasons in order of importance

6. use key words to show this order

7. list any concessions the writer wishes to make

8. end with a closing statement or clincher that calls for action.

Before reviewing your persuasive letter complete the following practice.
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Practice

Read “Let Us Earn the Right to Park” on the next page. Then complete the
activities as instructed below.

1. Write down the writer’s intended audience.
Draw a double line under the information that will appeal to this
audience and convince them to consider the writer’s ideas.

2. Find the opinion statement and circle it.

3. Find each reason that supports the opinion or thesis statement and
number it. How many reasons did you find? Are reasons listed from
least to most important?

4. Find facts, examples, or details that support each reason and highlight
each piece of evidence.

Key words and phrases move the reader from one detail to the next.
These words and phrases are also called transitions or connecting
words or phrases. They help link ideas.

5. Find each key word or phrase and box each one.

Persuasive writers realize their readers often have strong opinions.
Often these opinions are good ones. It is a good idea to
acknowledge this, or make concessions to your reader.

6. Find each concession the writer makes. Put a star (*) above the
beginning of each sentence making a concession.

The closing sentence or clincher should remind the reader of the
writer’s opinion and support for the opinion. It should keep the
reader thinking about the subject. However, it should not repeat the
topic sentence.

7. Find the closing sentence or clincher and put a squiggly line under
it.
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Let Us Earn the Right to Park

The student handbook states that no student may park his or her
car in the school parking lot. This rule makes sense in light of the size
of the lot and the need for teachers to have a nearby parking space.
However, | would like to see a few spots set aside as rewards for
students who have made the honor roll. Because the number of honor
roll students might exceed the number of special spots, parking
spaces would be given to those students who contribute to the school
or city community in other ways. All interested students would file an
application stating their grade point average and describing their
community contributions. A special parking council made up of
teachers and students would choose from the pool of applicants.
Parking spaces on campus are valuable, and that is a good reason to
use a few of them to show those students who earn good grades and

contribute their time that they are valued by all of us.
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Practice

Use the following chart to review and revise the persuasive paragraph you
completed in Unit 3 page 234. Ask your teacher for an enlarged copy of the check

list below.

Persuasive Paragraph: Revision Checklist

Ask Yourself

Do

Revise If Needed

1. Who is my intended audience?
Have | included details that my
audience will find appealing?

Write down audience. Draw
a double line under the
sentence(s) that do this.

Add one or two sentences
listing benefits that your
audience will find interesting
or appealing.

2. Do | have a clearly-stated
opinion/topic sentence?

Circle the opinion
statement.

Add to or revise opinion
statement. Make sure it
clearly states the topic.
Make sure it clearly states
your position.

3. Does the letter include at least
two valid reasons to support my
opinion?

Are they arranged from least
to most important?

Number the reasons.

1, 2,3, ...

Add valid reasons to
support your opinion.
Reorder from least to most
important.

4. |s each reason supported by at
least one piece of specific
evidence?

Highlight each piece of
evidence. Draw an arrow to
the reason it supports.

highlight

Add evidence. Add specific
details if needed.

5. Are key words (transitions)
used to signal each reason?
Are words used correctly?
Are words placed correctly?

Box each key word.

box

Add key words to signal
each reason. Make sure
each word is correctly used.
Make sure each word is
correctly placed.

6. Does the paragraph make
concessions to the reader’s
opinion?

Put a star above the
beginning of each
sentence making a
concession.

*

Revise your letter to
acknowledge valid points
in the reader’s opinion.

7. Does the paragraph end with
a clincher sentence? It should
remind the readers of the
opinion statement. It should not
repeat it.

Put a squiggly line under
the clincher sentence.

squiggly line
aVavavaVvaV

Add to or revise clincher
sentence. The sentence
should remind the readers
of the opinion statement.
It should not repeat it.

Now write a revised draft of your persuasive paragraph. Use the information

from the above chart.
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Step 2: Editing

When you edit your writing, you check it for any errors in grammar,
punctuation, or spelling. Of course, before you can check your writing for
errors, you must know what the rules of the English language are.

Grammar: The Way Words Work Together

Begin editing by checking the grammar of your writing. In this unit you
will learn or review the correct way to use the following;:

* sentence formation

* subject and verb agreement

¢ regular and irregular verbs

¢ singular and plural nouns

* noun and pronoun agreement

® possessives

Sentence Formation: Building Correct Sentences

All of your sentences should be complete sentences. A complete sentence
has a subject and a verb. It also must be a complete thought. Complete
sentences can come in a variety of lengths. Contrast the following two
complete sentences:

Sentence: Iam going.

Sentence: Iam going to the store in search of
milk and eggs but not butter and
sugar.
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Now look at the following examples:

Sentence: I have finished my homework.
Not a Sentence: My homework in history.
Sentence: The door is open.

Not a Sentence: The door to the kitchen.

Sentence: The weather report predicted clouds and rain
for this morning.
Not a Sentence: Raining all morning.

The two most common mistakes that writers make when forming

sentences are sentence fragments and run-on sentences. Neither sentence

fragments nor run-on sentences are correct, complete sentences.

Types of Complete Sentences: Declarative, Exclamatory, Imperative, and

Interrogative

There are four kinds of complete sentences. Each of these sentences ends

in a different end mark.

Types of Sentences

or
Sit down now. Be careful crossing the street.

Sentence Type Definition/Example End Mark
i A sentence that makes a statement.
Declarative o L °
Morning is my favorite time of day.
Excl ¢ A sentence that expresses a strong feeling. '
xclam
clamatory You have to taste Milton’s chocolate chip cookies! o
A sentence that gives a command or makes
a request. '
Imperative Sit down now! Be careful crossing the street!

Interrogative

A sentence that asks a question.
When will you speak to your cousin again?

Note: An imperative sentence has an understood subject. “Sit down now!”

really means “You sit down now!” There is no subject written in this
sentence. It is, however, complete, with you as the understood subject.
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Practice

Write the missing sentences in the cartoons below. Use correct punctuation
marks.

1. Write an interrogative sentence correctly for this cartoon.

2. Write an exclamatory sentence correctly for this cartoon.

e

Here's your
baseball, John.
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Practice

Put the correct punctuation mark (. ! ?) at the end of each sentence below. Then
use the list below to correctly identify the type of sentence on the line provided.

10.

declarative (.) imperative (! or.)
exclamatory (!) interrogative (?)
She’s got a loaded gun

Are you a loyal person

Please memorize your lines

I'm shocked

All citizens have the right to vote

When will the minimum wage be raised

Get lost

That suit is made in England

Who was that

Send the money immediately
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Practice

Use your own paper to complete the directions below.

1. Write five declarative sentences about your personality.

2. Write five exclamatory sentences that a person might say after
seeing aliens land in his or her front yard.

3. Write five imperative sentences you would like to address to the
president of the United States.

4. Write five interrogative sentences you would like to address to
either a famous person or your best friend.
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Practice

Use the list below to write the correct term for each definition on the line provided.

declarative sentence
end marks
exclamatory sentence
fragment

imperative sentence punctuation
interrogative sentence  run-on sentence

pronoun

verb

262

a sentence that asks a question and
ends with a question mark (?)

a sentence that makes a statement and
ends with a period (.)

two or more sentences that are joined
together with commas or without any
punctuation marks to separate them

a word that names a person, place,
thing, or idea

a group of words that does not express
a complete thought

a sentence that expresses a strong
feeling and ends with an exclamation
point (!)

a word that expresses physical action,
mental action, or a state of being; tells
what the subject of the sentence is,
has, does, or feels; also called a simple
predicate

symbols or marks that help readers
understand the meaning of a sentence
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9. asentence that gives a command or
makes a request and ends with a
period (.) or an exclamation point (!)

10.  the punctuation marks that come after
a sentence: period (.), question mark
(?), exclamation point (!)

11. a word that is used instead of a noun
to refer to a person, place, thing, or
idea
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Complete and Incomplete Sentences: Finished and
Unfinished Thoughts

Correcting sentence fragments is part of revising and editing. In order to
correct sentence fragments, you must be able to identify them and then
rewrite them so they are complete thoughts. Ask yourself the following
questions to help you identify and correct sentence fragments.

1. Does the sentence express a complete thought? If it does not,
add the necessary words to make the thought complete.

2. Does the sentence have a subject? Do you know who or what is
performing the action? If the sentence does not have a subject,
insert one.

3. Does the sentence have a verb? Do you know what is the action
or state of being of the subject? If the sentence does not have one,
add one.

Look at these examples.

Fragment: Sitting in the corner with Latoya. (Not a complete

thought.)
Sentence:  Sean was sitting in the corner with Latoya.
Fragment: Feeling sick to her stomach. (No subject)
Sentence: Jennifer is feeling sick to her stomach.
Fragment: My best friend at the mall. (No verb)

Sentence: I am seeing my best friend at the mall later
this afternoon.
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Practice

Identify the sentences below as complete or incomplete. Write C (complete) or
I (incomplete) on the line that follows. If the sentence is incomplete, write S or V
to show whether the sentence is missing a subject or verb.

1. Was lucky to get tickets to last night’s concert.

2. Keyondra to the Bahamas and then to California!

3. Are you going to the state championship game tonight?

4. The state championship in the gym.

5. When will be ready?

6. Teach me to fish, and I'll fish for a lifetime.

7. Look around and notice the beauty of the Florida Everglades. ___

8. Alligators here!
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Practice

Rewrite the following sentence fragments info complete sentences.

1. Have gone to Mars.

2. My brother one of my closest friends.

3. Before you enter tenth grade.

4. Assoon as they win the money.

5. Missed the bus.

6. Watched airplanes take off and land.

7. We under the porch hiding.

8. After you finish reading that book.
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Helping Verbs

A common mistake that writers often make is mistaking verbal forms that
end in -ing for a verb. Look at the following examples.

Eliza sitting at my desk.
My older brother going around the corner.

These phrases are not complete sentences because the -ing words are not
verbs. In order to make such a construction a verb, you must add a helping
verb. Helping verbs work with the main verb although they do not show
action. Add a helping verb to each of the above phrases turns each into a
correct sentence.

Eliza is sitting at my desk.
My older brother was going around the corner.

Read the list of common helping verbs below.

Common Helping Verbs
am, is, are, was, were, be, being, been
has, have, had
do, does, did
may, might, must, can, could, shall, should, will, would

There may be one, two, or even three helping verbs in the verb phrase. For
example, see the helping verbs italicized below.

He was listening.
He has been listening.
He should have been listening.

The following verbs can be linking or action verbs depending upon their
function in a sentence.

Linking and Action Verbs
appear feel grow look
remain smell sound taste turn

To tell if they are linking or action verbs, substitute am, is, or are for the
verb in the sentence. If the sentence sounds logical, it’s a linking verb. If not,
it’s an action verb.

I smell the pizza. I am the pizza. No—action verb
The pizza smells good. The pizza is good. Yes—linking verb
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Practice

All sentences below contain helping verbs and main verbs. The helping
verbs are in bold. Mark through each helping verb.

o Write Yes if the sentence is complete without the helping verb.

o Write No if the sentence is incomplete without the helping verb.

1. Karin is expecting a visit from Jordan.

2. Davana was hoping for an A on her essay.

3. Moesha might be running for Student Body President.
4. Tam going home as soon as I finish this paper.

5.  We are planning a party for her birthday.

6. Evelyn must be missing her mother by now.

7.  Miranda said she would be willing to serve as chairman
of the committee.

8. Juan should be arriving at 5:30 p.m.
9. Erika is naming her puppy T-Bone.

10. My grandmother is still sleeping.
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Reviewing the Basics

Determine if your sentence has a subject and a verb. Do this by
completing a simple diagram. A diagram shows the skeleton of the
sentence. You will need to begin by drawing the diagram format.

Sentence Diagram Format

(The subject goes here.) | (The verb goes here.)

Now look carefully at the following sentence.
Tarama threw Catherine a fast pitch.

To complete a diagram of this sentence, begin by
examining the verb. There are two kinds of verbs:
action verbs and linking verbs.

Action Verbs

Action verbs are words that show the action of the subject. The action may
be physical or mental. Ask yourself the following:

* Is someone or something doing something?
e If the answer is yes, ask what is he or she doing?

The answer to that is the verb.

Mom brought me my lunch money. N
Is someone doing something? yes
What is she doing? bringing money
The action verb is brought. y

Let’s begin with the verb. There are two kinds of verbs. First, there are
action verbs. These are words that show action. Ask yourself: Is someone
or something doing something? If the answer is yes, ask what is he or she
doing? The answer to that is the verb.
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Four-Step Verb-Finding Procedure

Use the example below from the previous page to answer the following.
Tamara threw Catherine a fast pitch.
1. Ask yourself: Is someone or something doing something? Yes.
2. Ask yourself: What is he or she doing? throwing Catherine a fast pitch
3. Tell yourself: Threw is the verb.

4. Write threw on the diagram for the verb.

| threw

(The subject goes here.) | (The verb goes here.)

Let’s take a minute to practice finding action verbs.
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Practice

Use the Four-Step Verb Finding Procedure from the previous page. Find and
diagram the action verbs in each of the sentences below.

1. Peter recopied his notes.

(The verb goes here.)

2. Leslie wrote thank-you notes to her friends.

(The verb goes here.)

3. Robert borrowed Millie’s notes.

(The verb goes here.)

4. Swati attended the soccer banquet.

(The verb goes here.)

5. Mrs. Gray assigned 25 pages of reading for homework.

(The verb goes here.)
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10.
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Kevin sent Katie flowers for her birthday.

(The verb goes here.)

Jetfrey missed the bus this morning.

(The verb goes here.)

Jamaar changed the ink cartridge in his printer.

Lindsey asked Jenna for her cookie recipe.

(The verb goes here.)

| (The verb goes here.)
The entire class signed Mr. Williams’ get well card.

(The verb goes here.)
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Linking Verbs

A second type of verb is a linking verb. These verbs do not show action;
they show existence. These verbs are called linking for a special reason.
They link the subject to the rest of the sentence. Sometimes, the words after
a linking verb describe the subject. Sometimes, they will rename or
identify the subject.

Linking verbs are often forms of the verb to be. A list of common forms of
be is given below. Notice that many of these are more than one word.

Common Forms of Be
be has been shall be shall have been
being have been will be will have been
been had been should be should have been
am would be would have been
is can be could have been
are could be may have been
was may be might have been
were might be must have been

Hint: If you can substitute the verb seems or appears in a sentence, it is a
linking verb.

Example: Elizabeth looks pretty today.
(“Elizabeth looks pretty today.” is a sentence. Here, looks is a
linking verb.)

Elizabeth looks pretty today.

Can you substitute the verb seems or appears
in the sentence? Yes

" “Elizabeth appears pretty today” is a sentence.

The linking verb is looks.

Andrew always looks both ways when crossing the street.
(“Andrew always seems both ways when crossing the street.”
is not a sentence. It does not make sense. Here, looks is used
as an action verb.)
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Practice

Find and diagram the action or linking verbs in each of the sentences below.

Notice: Some sentences only have linking verbs. Those sentence diagrams
have a slanted line drawn after their linking verb(s). The slanted line
points toward the subject of the sentence.

Example:
My favorite sport is fishing.
| IS
|

(The verb goes here.)

—_

My oldest brother is sitting next to me in this picture.

(The verb goes here.)
2. The soup was cooking for too long.

(The verb goes here.)
3. Emily tried all morning to get here.

4. Adam might be confused. (The verb goes here.)

(The verb goes here.)

5. Ryan looked out the window all morning.

(The verb goes here.)
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Finding the Subject

Once you find the verb, you need to find the subject. You need to find
whom or what the sentence is about.

1. Ask yourself: Who or what is performing the verb?
Look at the example sentence:
Tamara threw Catherine a fast pitch.

We know the verb is threw. Someone or something threw
something.

2. Ask yourself: Who or what threw?
3. Tell yourself: Tamara threw, so Tamara is the subject.

4. Write Tamara on the diagram for the subject.

Now look at the diagram of subject and verb.

Tamara | threw

(The subject goes here.) | (The verb goes here.)

This sentence has a subject (Tamara) and a verb (threw).

((@> Remember: An imperative sentence is tricky. An imperative sentence
gives a command or makes a request. The subject of an imperative
sentence is understood. So, how would you diagram it if an
understood you is always the subject of a command?

A diagram of the one-word sentence “Stop!” would look like this:

(you) | Stop

(The subject goes here.) | (The verb goes here.)
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Practice

Complete a diagram for each of the following sentences. Remember to begin by
finding the verb.

1. Kelly was feeling chilly in the air-conditioned room.

(The subject goes here.) | (The verb goes here.)

2. Reed, however, thought the room was comfortable.

(The subject goes here.) | (The verb goes here.)

3. Those boys brought my package from the main office.

(The subject goes here.) | (The verb goes here.)

4. Stand up at the sound of the alarm!

(The subject goes here.) | (The verb goes here.)

5. Idreamed about summer vacation last night.

(The subject goes here.) | (The verb goes here.)
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As usual, Jonathan was late to class.

(The subject goes here.) | (The verb goes here.)

Take your shoes off at the door.

(The subject goes here.) | (The verb goes here.)

Leah