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English 110: Writing Guidelines 

Writing Process

During the second and third week of class, you will write one polished paragraph (200-225 words) per class session, as well as exercises to support its development. These paragraphs and exercises (process work) will be turned in at the end of each week and returned the following Monday. 

The process for Shorter Essays (1½-2 pages) usually lasts about one week. Typically, you’ll receive a new prompt and detailed schedule on a Thursday. For Monday’s class, you’ll need to bring a few possible directions or ideas or notes (as assigned – these are starters); we’ll work towards essay ideas through in-class exercises. By Tuesday, you should have completed some thoughtful (and typed) work toward the essay – often either a polished exercise or paragraph or a full draft – which you’ll bring to class for further development, rethinking, and sharing with your peers. All of this is process work – from notes in response to the prompt to exercises to drafts to reflections (more on that below) – and must be turned in with your final essay. Unless otherwise noted, exercises should be turned in only with the associated essay, and essay packets are generally due to my Library Office (316 – aka Stuart) by 12:30 pm on Thursdays. If already formatted and ordered correctly, essays may also be turned in at the start or end of class on Thursdays. Graded essays are usually returned to students on Tuesdays. 
To earn credit, all written work must be turned in when noted on the detailed schedules, and (with the exception of in-class writing, peer responses, and graphic exercises, which may be handwritten if legible) must be formatted as follows:
Presentation

a reader-friendly font such as Times New Roman, Garamond, or Palatino
11-12 point type
double-spaced text

one-inch margins

indented paragraphs OR lines skipped between paragraphs (not both)

printed in black ink

double-sided pages (no separate page necessary for Works Cited)
stapled, if more than one sheet of paper (there are staplers in the Olin Office, Writing Center, and Library)

Organization (for paragraph & essay packets)
appropriate title for your work (not the prompt title)
heading with student’s preferred and last names and version date

numbered pages, with student’s last name (if more than one page, or word counts, for paragraphs)
order all relevant work (such as assigned exercises, outlines, false starts, drafts, reflections, etc.) in chronological order from oldest to newest with the version you want graded on top followed by the reflection and extra credit (when applicable) 
Self-Evaluation 

Reflections: With every essay, you will turn in an “author’s note”, or reflection, discussing your writing process and answering questions specific to the assignment. Consider how the essay went, what risks you took with your writing, what skills you’re working on, what moments you struggled with, how your work was satisfying. As part of your reflection, which provides an ongoing narrative of your writing experience, you will address your essay’s achievement in one of five areas of academic writing identified by college faculty. However, unlike reflections, in which YOU are the context, the five-area assessments provide a context of writing standards shared by many Whitman instructors. Understanding what you’re doing and how you did it is often just as valuable as doing it. Sometimes more.
Writing Standards: At the end of this document are “Writing Standards for English 110C”, which reflect values of effective academic writing shared by many Whitman faculty. Glance through to acquaint yourself with what Whitman faculty think about first-year student writing. Use the document as context and direction for your writing. Within each reflection, please discuss your writing using ONE of the five areas as a backdrop (over the course of the term, make sure you address each area at least once). My response to this self-assessment will augment the dialogue we carry on through reflections, conferences, and other feedback, while providing a consistent framework (particularly useful in a course that shifts emphasis with each assignment). It will also help you understand your own writing and direct your energies in this class. Considering the writing standards will seem like a lot at first – especially if you do it thoughtfully – over time, you should begin to internalize them. Although the standards are not directly correlated to your grade, your consideration of them is critical to your participation in the class. 
Essay Grades

Some general advice: Use the prompt to find an initial idea particular to your thinking. Then move beyond the prompt to develop both that idea and a debatable claim about the idea. Be interesting and thoughtful and careful and clear. Explain what you need to explain. Let your controlling idea control the essay. Review your essay during the drafting process to ensure it meets all requirements specific to the assignment. 
What good essays often do
· more than the assignment requires – assignments are just prompts, meant primarily to trigger initial ideas, not dictate actual ideas

· be interesting and insightful – essays should reveal something about the way the writer thinks, not the way everyone thinks; if your idea is obvious to anyone who glances at the prompt, it’s probably not very interesting

· take risks: use the first-person singular, passive voice, -em dashes, paraphrases, sentences that start with “and,” etc. – if there’s something else you’ve been told NOT to do in your writing before, let the class discuss it

If you’re ever uncertain, you are always welcome to discuss your approach with your instructor and address risks in your reflection. 

Grading specifics: All grades for short essays begin as an A-. Grades of A or A+ may be earned by highly distinguished essays that surpass requirements, as evidenced by: rejuvenation of the assignment; exceptionally clear AND interesting writing style; orderly reasoning through complex ideas; superior language control; and virtual freedom from errors in mechanics, usage, and structure. Grades lower than A- may be earned as follows:

Common Little Deductions (typically penalties of less than 1 grade each)
· mechanical errors (spelling, format, typos): four errors = -1/3 grade (automatic B+)

· language inappropriate to academic writing (referring to anyone over 16 by their first name or using slang unwisely, failing to document sources correctly)

· journal-like or self-reflective or otherwise nonacademic writing (wandering through irrelevancies of process such as “when I started thinking about this essay . . .”)

Common Big Deductions (these will impact your overall grade, penalties often 1 grade or more)

· disregarding academic conventions (failing to document sources, ignoring constraints or requirements, writing an essay other than the one assigned)

· failing to develop a meaningful idea and debatable claim generated from the assignment prompt
· using fallback phrases or negating / abandoning your opinion during the essay (don’t leave the reader with statements like “everyone is entitled to their own opinion” or “that’s just what I think”)

· losing focus or abandoning your controlling idea
A grade of C (excepting late penalties) reflects borderline work for this course. Students who earn a grade of C or lower on this essay are strongly encouraged to bring the graded essay to a meeting with me before the next essay is due.
Writing Standards in English 110C (Five-Area Assessment)
Focus and Ideas 

Accomplished: The essay is controlled by a specific and debatable claim about an intellectually-demanding idea generated from the author’s considered engagement with sources. The essay is meaningful because it deals with ideas and issues in a way that makes them important and thought-provoking to an academic audience. The scope is manageable given the length of the essay and the nature of the assignment. 

Proficient: The essay is controlled by interesting ideas derived from the author’s engagement with sources. One central idea or claim is evident, but the essay may not be entirely consistent with that claim, containing what initially appear to be occasional digressions or irrelevancies. Although the paper’s approach to its main issue may not make it important to an academic audience, it is presented in a manner that is still engaging or interesting.

Adequate: The essay is sometimes controlled by one claim or idea. An intended central idea is evident, but the essay may not be entirely consistent with that idea or may raise a competing idea without taking a clear stance. The essay’s ideas are derived from sources. Framing of ideas may be either too broad or too simplified given the trajectory of the essay. The essay’s approach to ideas may seem trite, safe, or obvious, limiting its ability to engage or interest a reader. 

Developing: The essay is not controlled by a visible central idea. The essay may abandon its claims or be fragmented, with multiple ideas receiving equal attention or weight. The essay may make obvious claims, or settle on a topic that isn’t debatable or appropriate for the writing situation. The essay’s ideas may be rooted only in personal experience or presented in a manner that excludes or disengages the audience. 

Development and Support

Accomplished: The essay’s major ideas are clearly explained and logically developed. The essay acknowledges complexity, nuance, and implication, and attempts to frame its ideas in light of this complexity, creating a sense of compelling and sound movement. Major ideas are supported through concrete, specific, and accurate evidence in the form of carefully chosen and integrated details, examples, and researched information. The essay incorporates evidence in a strategic variety of styles to illustrate larger ideas, and positions evidence in the context of those larger ideas. Support and progression are tailored to suit the writing situation and bring the audience into the essay’s reasoning process. 
Proficient: Major ideas are explored, but occasional difficulties in support, explanation, or accuracy may temporarily confuse readers, exclude them from the essay’s logic, or force uncomfortable but ultimately valid moves. The essay may acknowledge complexity, but does not always engage with it. Evidence is present, but explanation may not always explore significance or provide context for this evidence. The supporting material is not always incorporated effectively, or based on a clear idea of an academic audience and developed to maximize their participation. 

Adequate: Major ideas are presented, but occasional problems in support, explanation, or accuracy may confuse readers or cause them to question the essay’s logic. Evidence is present but often barely incorporated and treated as self-evident; minimal explanation is offered to interpret its significance, provide context, or bring forth its connection to larger ideas. The essay sidesteps complexity or attempts to simplify or generalize, causing circular or disjointed movement. The essay makes leaps in reasoning, taking for granted the audience’s interest in and knowledge of the topic. 

Developing: The development of major ideas is lacking and/or confusing due to significant flaws in logic, accuracy, or explanation. Major ideas are more likely to be repeated rather than supported or explained. Evidence remains generalized and categorical when specificity is needed and may be used incorrectly, indicating the essay’s discomfort with sourced material. The essay may resemble a personal journal entry more than a formal essay that seeks to communicate with an audience. Complexity is denied or avoided. Holes in reasoning and progression prevent the audience from following the essay’s logical development.

Global and Local Organization

Accomplished: The presentation order is clear and logical. Transitions effectively signal the relationships among the larger parts of the essay. Paragraphs focus on distinct ideas and follow a recognizably progressive sequence. Readers rarely if ever question the connection between one idea and another. The essay opens by engaging the reader in the progression of its argument, and includes a clear and efficient indication of the idea the essay wrestles with. The essay’s end recognizes that a new shared understanding between writer and reader creates opportunities for interest while maintaining focus. The essay’s structure feels deliberately crafted to serve the content. 

Proficient: The essay has a visible order in which points are discussed, but relationships sometimes seem forced. The organizational scheme is apparent, but there may be some gaps in movement that the audience is forced to fill in. Paragraphs are focused on groupings of ideas, but transitions may be awkward. The organizational scheme may be formulaic, predictable, or safe. The essay begins with a clear and directive statement, but may signal difficulty with coherence by detailing too little or too much about the idea(s) the essay wrestles with. A closed structure and tendency toward reiteration and brevity at the end limits shared knowledge or understanding between reader and writer. The structure is clearly functional and even fluid, but does not command admiration. 

Adequate: The essay has an order in which points are discussed, but the relationships may appear forced, haphazard, or unclear. The organizational scheme is apparent, but there may be gaps in progression that preclude the audience’s participation in the essay’s movement. Paragraphs have a sense of grouped ideas, but these groups may be overly broad or narrow, and transitions may be awkward or unclear. The organizational scheme might be too formulaic and predictable to suit the writing situation, topic, or audience. The essay may have an awkward or loose beginning, and end by merely restating its position, abandoning its position, or offering obvious or irrelevant observations. The structure is functional, but masks interesting content. 

Developing: The essay is haphazardly or confusingly arranged. Its structure may suggest generation and discovery rather than development and communication or polish. Readers will struggle in connecting ideas, sentences, and/or paragraphs. The essay’s beginning or end may not share a focus with the body of the essay, and the essay may shift its position or fail to declare a position at all. The structure confuses, rather than clarifies, content.

Expression and Style

Accomplished: The writer is in charge of language, phrasing, and composition, correctly and strategically employing a variety of writing techniques to create nuance, develop persona, and engage an academic audience with a specific topic. Writing persona and style, which may be risky and are revealing of the writer’s unique voice and approach, enhance essay development, meaning, and audience experience. 

Proficient: The writer seems to understand language, phrasing, and composition as tools and is willing to use them, but may not always make the best choices for the intended audience, meaning, or situation. Choices in language are correct. A specific writing persona and style may occasionally break through, but the essay tends toward a professional tone that is competent or even fluent but lacks personality. 

Adequate: The writer seems to understand language, phrasing, and composition as a means to an end, and may not be comfortable taking the risks that will engage the audience or create meaning. Word choices are adequate, but may be imprecise. As a result, persona is lacking and content is safe. There is little personality in the essay’s approach, idea, or expression; a sense of assignment completion prevails. 

Developing: The essay reveals a lack of understanding that choices in language, phrasing, and composition can affect an audience, illuminate a specific topic, or shift meaning. In its better moments, the essay clings to safe language, content, and expression; elsewhere the essay may misuse language, or offend or isolate the audience. The persona may be inappropriate to an academic setting, or so indeterminate as to seem absent. The essay either takes no risks, takes risks that miscalculate the situation and audience, or mistakes risk-taking as a way to hide a lack of content. 

Grammar, Conventions, and Presentation

Accomplished: The essay is attentive to the complete assignment directions, including expectations, constraints, and format. The essay conforms to accepted conventions of grammar, punctuation, spelling, documentation, and capitalization, and correctly uses a variety of sentence lengths and types. Deviations from these standards are likely to be strategic breaks with convention that establish style and emphasize meaning. The mechanics of the essay are effectively invisible, leaving the reader’s full attention for ideas.

Proficient: The essay is attentive to the complete assignment directions, including expectations, constraints, and format. There may be a few errors in grammar, punctuation, spelling, documentation, or capitalization, but any troubled sentences may be untangled without calling the writer’s credibility into question. Readers will rarely if ever pay more attention to essay’s mechanics than its ideas. 

Adequate: The essay is attentive to most of the assignment directions, including expectations, constraints, and format. There are a few violations in grammar, punctuation, spelling, documentation, and capitalization, and some sentences may violate expectation or lose track. Readers will notice errors, but not so much that they discount the writer’s credibility or the essay as a whole.

Developing: The essay suggests that the writer was unfamiliar with full assignment guidelines or has disregarded them. Errors in grammar, punctuation, spelling, documentation, capitalization, and sentence structure interfere with the credibility of the writer or the essay. Readers may question the writer’s grasp of academic English or the attention the writer gave the essay.
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