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Introduction

Everything we learn has been researched.  If you want to learn more about something, you research it.  So, it’s more than just a torture activity assigned by your teacher.  Research can be boring and tedious.  However, if you have a plan, it can be easy and exciting.  The process is simple once you learn it.  Just like riding a bike, you never forget how to research.  It opens up a whole new world to you and you never see information the same again . . . Ready for your journey? 
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The Plan

Your Map to Information

[image: image1.wmf][image: image20.wmf][image: image21.wmf]
[image: image3.wmf]
Information Sources

A Path for Ideas
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Think about your subject/topic and make a list of all the possible resources.

Resources in your library include:

References

· Almanacs (World Almanac)

· Atlases (National Geographic)

· Bibliographies 

· Biographies 

· Dictionaries (Merriam-Webster)

· Directories (Phone Books, Yearbooks)

· Encyclopedias (Grolier

· Indexes

· Periodicals (Time for Kids, Smithsonian)

Text Resources

· Dewey Decimal System (Non-Fiction)

· Biographies

· Fiction

Electronic Resources

· Websites

· Subscription Databases
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Look at your list . . . 

Which sources can you use?

Which sources are available?

OPAC to the rescue!

Locating and Accessing Resources

Before you start searching, you need to come up with a list of keywords for your subject.  If you look at your research questions, you’ll find that certain answers are beginning to develop.  Use these questions to write your keywords.  It’s important to start with keywords because they turn into search words as you locate your information.  OPAC can locate, but it can’t create.

Location Procedure:

1. Locate the OPAC station in your Media Center (Map in Handbook Resource Section).

2. Use your keywords as search words as you locate information on OPAC.

3. Don’t be afraid to try new resources!  Ask your librarian or teacher for suggestions and ideas.

4. Highlight the resources that are accessible and available.  Locate these resources.
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I found the resource . . . Now what?

Accessing your Information

Remember those keywords?  Here’s where they will come in handy!

Use your keywords to locate the information within the resources:

· Books: Review the title and index

· Encyclopedia: Use the index volume (last in set) for keywords

· Reference Websites (Grolier, World Book): Type topic and keywords (Separately or together) in search box

· Free Websites: Same procedure as the Reference websites.

**If you need help, ask!**
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Using the Information

Do I really need all this?

Yeah, I know how you feel . . . Yikes!  There are  pages and pages of information here!  What is this?  What should I use?  I give up . . . new topic!

Whatever you do . . . don’t give up!  This can be the scary part of researching, but . . . take a deep breath . . . and dig in!  Yep, this is the real stuff!  This is where you find the info that says to your teacher “I’m amazing!  I worked really hard!  I’ve learned something!”.  

Now, remember those keywords and questions?  They are the guides for your research.  Keep those in front of you and here are some tips:

· Stay on task!  If it doesn’t answer your question or use your keyword, move on.  Don’t waste time with useless information.

· 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.


Using the Details: Note Taking

Everybody has his or her own way of organizing information.  Some scribble, some draw, but it needs to be organized.  Good notes equal a good project.  If you have detailed notes, the rest of your project is easy.  

Your teacher may have an assigned organizer for you to use.  It may include one of the following:

· Thinking Maps

· Lists

· Note Cards

When you take notes, you don’t need to write in complete sentences.  Sentences come in the drafting step.  Don’t waste time by rewriting information over and over.  Concentrate on the information.  The style will come later.  

An example tool: Note Cards ( A clear example is in the resource section of this handbook)

· Use a different note card for each source

· List your topic at the top

· Summarize the information in keywords.
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Giving Credit: Citing Sources

Think about how you feel when someone copies off of you.  Imagine if you worked really hard on something.  Then, someone steals your idea and claims it as their own.  Would make you angry, wouldn’t it?

All of the information you have been reading was researched and written by someone . . . and they deserve the credit.  They worked to provide the information for you.  Let them have the spotlight and a bow for their hard work!

When you cite a source, you are telling the teacher two things: 

· You’re giving credit to the author

· You didn’t imagine the information

Everything has an author, someone created it.  Articles, websites, all of the information we read, someone created it!  Citing a source can be difficult, especially the first time you try it.  Here are the examples for sources:

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. n. pag. Service name. Date of use or download.

Organization and Presentation


Organizing Information

Now that you have your all of your information noted and cited, it’s time to organize it, so you can present it.

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 (A copy and example can be found in the resource section)

Title:

I. Introduction:

A.

B.

II. Middle:

A.

      1.

      2.

B.

      1.

      2.

III. Middle:

A.

      1.

      2.

B.

      1.

      2.

IV. Conclusion:

A.

B.

Drafting

After you have created you outline of researched information, you can begin your draft.  You may go through several drafts before you feel that your project is ready for publication/presentation.  In the draft process, you begin to form your thoughts and ideas into sentence and paragraph form.  A drafting form is provided in the resource section.

Editing

This is a very important part of your research.  This process allows you to review your sources, check your citing, revise and proof read your work.  It’s a dress rehearsal for your work, whether it’s written or presented.  An example of editing and editing symbols is provided in the resource section.


Presentation

Your Best Work

The hard part is over, you’ve completed all the work.  Now it’s time to present and publish!  Take a deep breath and relax!  Enjoy yourself and show that you are proud of your work!

Your teacher may have a presentation form required.  Here are various forms:

-Written report

-Power Point

-Video

Before you complete the project, you need to ask yourself the following questions:

-Did I complete the assignment and stay on topic?

-Is this my best work?

-Is my work neat?

-Did I include everything, including sources?

You can use the rubrics in the resource section to help you evaluate.

Resources for Research
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RESEARCH REPORT

A research report presents factual information about a
single topic. Here is a research report a student wrote

on the Anasazi for her social studies class.

main idea

fact/example
details

fact/example
details

conclusion
drawn

The Anasazi Community
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Here is an original source and the notes the student took.
Notice the topic at the top.

Some scientists study people who lived long ago. These
scientists are called archaeologists. They learn about ancient
people by looking at things the people made and used.

Archaeologists have found many beautiful and useful
things in the ruins of Anasazi villages. They have learned that
children helped the women make pottery with black and red
patterns on it. Children also helped gather grasses that the
women used to make baskets. Men made spears and bows.

They chipped hard stones to make sharp arrowheads.

Useful Things

Women and Children Made Men Made
4@ pots bows and arrows
baskets onrowhéods
spears

"Leah's Pony" Writing
Good Neighbors, Theme 2 @ Harcourt




[image: image10.jpg]An outline helps you organize, or put in order, facts and information.
Here is an outline that a student wrote for a research report about the
Anasazi community.

The Anasazi Community

I Introduction
A. Anasazi were Native Americans.
B. They settled in the Southwest more than 1,000 years ago.
C. Everyone in an Anasazi community had a special job.
II. All the Anasazi helped with food.
A. Men made spears, bows, and arrows and hunted animals.
B. Everyone farmed fields of corn, beans, and other crops.
C. Women and children prepared food.
IlI. Home life was important.
A. Men and women built homes.
l. in the cliffs
2. on the top of mesas

B. Women and children took care of households.
C. Women and children made useful things.

I. clothing

2. pots

3. other useful items
IV. Conclusion
A. The Anasazi became a strong community by working together.
B. They lived successfully for hundreds of years.

“Yippe-Yay!” Writing: Outline
Good Neighbors, Theme 2 @ Harcourt

AR




[image: image11.jpg]OUTLINE FOR A RESEARCH REPORT

Title:
I.  Introduction:
A.
B.
II. Middle:
A
l.
2
B.
R
2.
M. Middle:
A.
l.
2.
B.
I
2.
IV. Conclusion:
A.
B.
“Yippe-Yay!” Writing Graphic Organizer

Good Neighbors, Theme 2

Harcourt
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DRAFT OF A RESEARCH REPORT

A research report presents facts about one subject. It is usually
written for a certain audience, such as a teacher. A draft of a research
report is not supposed to be a perfect piece of writing. Some sentences
may be out of order. Some of the details may have been left out. There
may be some mistakes in spelling or punctuation.

In a draft, the writer’s purpose should be to present information in
a way that the audience will understand. The goal is to express the facts
clearly. Here is the outline for the third section of the research report
about the Anasazi.

Outline
Main Idea of Section IIl [ IIl. Nome Lfe was important.
First Point A. Men and women bwilt Aomea.
Details . im the liff

2. on xﬁg/} a% mesas

Second Point B. Wemen and hildren took care of
Third Point C. Wemen and hildren alss made
/. cething
2. pots
3. ether waoful itema

Details

“Boom Town” Writing: Draft
Good Neighbors, Theme 2 @ Harcourt





[image: image13.jpg]STUDENT MODEL:

DRAFT OF A RESEARCH REPORT

Draft
Topic Sentence Nome life to the Amasagi waas
Fact/Example | very, wery impsitant. men and
Details | women fuwilt theirn homes im the C&féﬁ
and on the Lop @% mesas. L wouldm't
Fact/Example | want to live so W up. Weomen and
Details | Women and children alse made
uu%u[ itema.

A bibliography is a list of sources used for a research report. Here

is a sample bibliography with two sources. The first is a book and the
second is an encyclopedia article. Notice how the sources are arranged in
alphabetical order by the last name of the author.

Sample Student Bibliography

Escobar, Margaret. Studying Ancient People. Boston: Harcourt, 1995.
Moon, Frank. “The Anasazi.” World Book Encyclopedia, 1999, Vol. A, 53.

“Boom Town” Writing: Draft
Good Neighbors, Theme 2 @ : Harcourt




[image: image14.jpg]DRAFTING A RESEARCH REPORT

[
k Title:

Introduction:

Middle:

Conclusion:

Drafting Checklist:

[] Use your outline for ideas.

[ Write the title of your report.

[] Write a topic sentence for each paragraph.

L1 Follow your outline to add facts and examples

to support each topic sentence.

“Boom Town” Writing Graphic Organizer
Good Neighbors, Theme 2 @ Harcourt
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EDITING A RESEARCH REPORT

Editing involves two steps: revising and proofreading. When you revise
a research report, check the way the paragraphs are put together. Add
missing facts and details. Make sure the ideas are presented in an order that
makes sense. Remove any ideas or words that are not about your topic.
When you proofread, look for errors in punctuation, capitalization,
grammar, and spelling.

Here are three versions of a paragraph from a research report about
the Anasazi. The versions include the original draft, the student’s revised
version, and then the proofread version.

Original Version

Home life to the Anasazi was very, very important. men and women
built their homes in the Cliffs and on the top of mesas. I wouldn’t want to
live so high up. Women and childern took care of the households. Women
and children also made clothing, pots and many other items.

Revised Version

Home life(to the Anasazi)was Vetmmen and women

built their homes in the Cliffs and on theof mesas. ‘I‘WeHléﬁ_lft;\‘waﬁt—te)\
e
tive-se-high-up” Women and childern took care of the households./i&emen}

wseful

and-childrer’also made clothing, pots and many other/\items. :
Proofread Version

Home life was very important to the Anasazi. men and women built
their homes in the Q/Iiffs and on the tops of mesas. Women and childph
took care of the households. They also made clothing, pots/)\and many other
useful items.

“Cocoa Ice” Writing
Good Neighbors, Theme 2 @ Harcourt
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Here is a list of editor’s marks to use as you revise and proofread your

report.

Mark

£ 0%"?\> TSR

Meaning

Capitalize

Make lowercase
Add a period

Add a comma

Add quotation marks
Add something

Cut something
Transpose

Spell correctly

Indent paragraph

Example

The Anasazi were Native
americans.

All the people had Fasks,

Look at these pictures
@

They made pots, pani\and

clothing. '

& Y
Just look at that, she said.

on
Houses were built/\the cliffs.
Men made bows and and’arrows.

Where (they\did)live?
seen
Have you(sene)their art work?
cﬁrBy working together, the people
became a strong community.

“Cocoa Ice”

Good Neighbors, Theme 2

Writing
Harcourt
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1


Identify the Task


(What is the assignment?)





2


Select the Topic








3


Develop Questions


-Who


-What


-Where


-Why


-How
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Brainstorm Possible Sources





�





Evaluate Your Sources








