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INTRODUCTION

Everything you read in the Media Center or the library has been researched.  When you want to learn about something, you do research to find the answers or information you need.  Research can seem difficult and overwhelming, but if you break it into parts, it is actually fairly simple.  Knowing how to do research can enable you to learn about all sorts of things and gain a lot of knowledge.

THE PLAN

The first part of doing research is to know your plan.  Research can be broken down into steps, so the easiest thing to do is just follow the steps.
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Step 1

Prewriting

Selecting a Subject

· Understand your project and what you are being asked to do.

· Search for subjects

· Evaluate your possible subjects.  Ask yourself the following questions:

1. Am I truly interested in the subject?

2. Does it meet the requirements of the assignments?

3. Do I have access to enough information?

4. Is the subject limited enough?
· Focus your efforts.  Narrow your topic down to something more specific.  For example if your topic is sports, then narrow it down to a specific sport and an issue with that sport.
· Write a main idea sentence.

Searching for Information

· Find sources of information in the Media Center or the library.  SEE THE NEXT SECTION “INFORMATION SOURCES” FOR IDEAS.
· As you read the information you found, take notes.  
Design a Writing Plan

· Arrange your note cards in the order you want to present them in your report.

· Go back to the Media Center or library and see if you can find any additional information.
· Write an outline of your report.  
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Step 2

Writing the report

Develop your introduction.

Write the body of the report.

Write the conclusion.
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Step 3

Revising
Improve your writing.  Think about what you can add to make it better.
Ask an adult to read it and make suggestions.

Write a bibliography for your sources.  
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Step 4

Editing and Proofreading

Check for style and accuracy.  Check for spelling, grammar, and punctuation.

Complete your final copy.  Make sure to put your name and date in the upper left-hand corner.

Proofread your final copy.
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INFORMATION SOURCES
Steps to ideas
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Here is a list of the resources in your library that may be appropriate for your research:
References

· Almanacs
· Atlases
· Biographies 

· Dictionaries
· Encyclopedias
· Periodicals (Magazines)
Text Resources

· Dewey Decimal System (Non-Fiction)

· Biographies

· Fiction
· Picture Books

Digital Resources

· Websites
· Databases (subscription websites)
LOCATING SOURCES
Make a list of a few keywords that will help you find information.  Look at your research topics.  Pick out the main words from it and use these words to do a keyword search.

Location Procedure:
1. Locate the OPAC station (computer) in the Media Center (see the map).

2. Use your keywords to search for resources on OPAC.  Write down the sources that come up in your search and try to locate them in the Media Center.
3. Ask the Media Specialist or your teacher for suggestions, ideas, and help.

4. Locate these sources.  Ask the Media Specialist where they are, if you need help.

5. Also, remember to refer to the Dewey Decimal chart to help you find your non-fiction sources!

6. Ask an adult to help you with finding information on websites and research databases.
ACCESSING YOUR INFORMATION
Remember your keywords?  Here’s another way to use them!

Use your keywords to locate the information within the sources:

· Books: Review the table of contents, and especially the index.

· Encyclopedia: Use the index volume (last in set) for keywords.  You can also locate the volume that begins with the letter of your topic.

· Websites and Research Databases: Type topic and keywords (separately or together) in search box.  Click on search and see if the information you need comes up.
**If you need help, ask the Media Specialist or your teacher**
USING THE INFORMATION
Do I really need all this?

Wow!  There are pages and pages of information here!  What is this?  What should I use?
Whatever you do don’t give up!  This can be the hard part of researching, but remember your keywords and questions?  They are the guides for your research.  Keep those in front of you and here are some tips:

· Read the information you found.  If it doesn’t answer your question or directly relate to your keyword, move on.
· Ask for help!  Sometimes, you may not understand what you’re reading.  Ask an adult to explain it.  Remember, you need to understand the topic, so you can write about it.
· Now, read how to take notes to help you remember what you are reading.
NOTE TAKING
When you take notes, you don’t need to write in complete sentences.  Sentences come in the writing step.  
· Use a different note card for each source

· List your topic at the top

· Summarize the information.  You don’t need to copy it word for word.

· Write the name of the source on each note card so you remember where you found that piece of information.
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CITING SOURCES

Would you want someone copying off of you after all of your hard work?  Probably not.

Whenever you write information from a source you need to give that author credit, so the reader knows where you got the information. 
There is a certain format that needs to be followed when citing your sources.  When you put the sources on one page at the end of the report, you are creating a bibliography.  Here are some examples of entries you might need to put in your bibliography:

Books

One Author:

Last name, first name and initial or middle name. Title. Place: Publisher, date of publication.

Two Authors:

Last name, first name and initial or middle name, and First name Last name. Title. Place: Publisher, date of publication.  

Three Authors:

Last name, first name, First name Last name, and First name Last name. Title. Place: Publisher, date of publication.  

More Than Three Authors:

Last name, first name, et al. Title. Place: Publisher, date of publication.  

Encyclopedia Articles

When you know the author (the article is signed):

Last name, first name. “Article Title”. Title of Encyclopedia (edition), volume number, page numbers.

When you don’t know the author’s name (the article is unsigned):

“Article Title”. Title of Encyclopedia (edition), volume number, page numbers.

Magazine and Newspaper Articles:

Last name, first name. “Article Title”. Title of magazine or newspaper (issue date): pages.

Electronic Sources:

Last name, first name. “Article Title”. Title of magazine or newspaper (issue date): pages. no. of pages. Service name. Date of use or download.

ORGANIZATION
The best way to organize information is in outline form.  It provides a sequence to your thoughts that will make it easier for you to write or present the information.

Outline Example 
Title:  Malnutrition
I. Introduction:  (Effects of malnutrition on the body)
A. (Extreme weight loss and stunted growth) 
B. (Frequent infections)
II. Middle: Topic Sentence (Marasmus – a form of malnutrition)
A. (Extremely underweight)
      1. Detail
      2. Detail
B. (Lack of body fat or defined muscles)
      1. Detail
      2. Detail
III. Middle:  (Kwashiorkor – another form of malnutrition)
A. (Badly swollen bodies)
      1. Detail
      2. Detail
B. (Pale or red skin)
      1. Detail
      2. Detail
IV. Conclusion:  (Effects of malnutrition on development)
A. (Limited ability to walk and talk)
B. (Stunted intellectual development)
PRESENTATION

When you complete your report, you will probably present it to your class.

Presentations can be done several ways.  Two of the most common are reading a written report and doing a Power Point presentation.

You can also make a video or use audio files to enhance your oral report.  Ask your teacher which presentation method he/she prefers if it hasn’t already been stated.
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MAP OF MEDIA CENTER
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REFERENCE MATERIALS
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In our Media Center we have several reference materials.  Here is a list of a few of them:

Encyclopedias

The World Book Encyclopedia

The World Book Student Discovery Encyclopedia
The World Book Encyclopedia of People and Places

World Book’s Young Scientist

Your World:  A First Encyclopedia
Periodicals (Magazines)

American Girl

Apple Seeds

Ask

Boys’ Life

Click
Cobblestone
Discovery Girls

Highlights

Kids Discover

Ladybug

Nickelodeon

Ranger Rick

Spider

Sports Illustrated Kids
History

Maryland A to Z:  A Topographical History

A Pictorial History of Howard County

Everyday Life in Colonial Maryland

The Dorling Kindersley History of the World

Biographical

Webster’s New Biographical Dictionary

The Lincoln Library of Sports Champions

Dictionaries
Macmillan Dictionary for Children



Macmillan Student Dictionary

Scholastic Children’s Thesaurus

Scholastic Student Thesaurus

Atlases

The Illustrated World Atlas

State-by-State Atlas
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