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Purpose 
 
You will use research and writing every day throughout your educational career to 
understand what you are learning and to communicate what you know. This abbreviated 
guide will help you structure your approach to writing assignments and properly document 
your research. The MLA Handbook for Writers of Research Papers, 7th ed., published by 
the Modern Language Association, is available in the TASIS school libraries and covers 
the topic of research and citation comprehensively.  This brief guide is intended to address 
the most common problems you will face when quoting sources and creating a list of 
sources (bibliography). Please refer to the complete text of the MLA Handbook to resolve 
citation problems not included in this guide. Alternatively, the MLA website gives similar 
information.  A link to this site can be found on the Upper School library catalog (Destiny) 
homepage, tasisengland.follettdestiny.com, or available through the TASIS England site 
under Libraries.  Make sure you ask either your teacher or the librarian if you have any 
questions.  Other helpful sites are http://owl.english.purdue.edu/owl/resource/747/01/ and 
http://www.library.illinois.edu/learn/tutorials/mla.html. 

  
 
 
 

The Research Process: A Framework for Solving an 
Information Problem 

 
A research assignment asks you to develop a thesis or answer a question. You must search 
for information on a specific topic, read and understand what is known about it, analyze 
that information and draw conclusions, and write about what you have learned. In creating 
a paper or project, you must use a format defined by your teacher, including the accepted 
forms of citation to indicate the sources you have used for your research. There are several 
accepted formats for citing sources correctly, but in the TASIS Upper School we have 
adopted the Modern Language Association (MLA) citation style for the majority of 
subjects although the History department prefer to use the Chicago Style. 
 
Writing a research paper requires equal amounts of organization, synthesis, and original 
thinking. Before you begin writing, you need to consider your objective and the process 
you will use to reach it. Initially you will select a broad subject, then you will narrow your 
focus to one or two specific topics from which you will develop your main idea.  
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The Big6™ 
 
One strategy that has been developed for breaking an information problem into manageable 
steps is called Big6™ Skills (Eisenberg and Berkowitz, 1987).  The Big6™ can also be 
simplified as the Super3: Plan, Do, and Review. 
 
Consider this model as you think about the stages in your research process. 
 
Big6™ Skills         Specific Research Skill 
 
 
1. Task Definition 
 

• Understand the information problem or the project 
you have been assigned 

• Choose a topic (narrowing or broadening) 
• Formulate research questions 

 
2. Information 
Seeking 
 Strategies 

• Select appropriate sources. Check requirements 
• Use multiple resources: 

o Reference books 
o Non-fiction books 
o Periodicals 
o Internet 

 
3. Location & Access 

• Select appropriate keywords for search 
• Search: 

o Library catalog 
o Print resources (understand library layout, 

Dewey) 
o Periodicals databases 
o Internet (use search engines, website 

evaluation, virtual libraries, teacher-selected 
sites) 

• Find information within print resources (use indexes, 
tables of contents) 

 
4. Use of Information 

• Read 
• Evaluate the credibility of various sources 
• Take notes 
• Create an outline 

 
5. Synthesis 

• Organize information from multiple sources 
• Write rough draft/final draft 
• Cite sources 
• Avoid plagiarism 

 
6. Evaluation 

• Have you achieved your objective/solved the 
information problem? 

• How well did the process work? 
• How can you improve the process? 
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Use of Sources 
 
Once you begin to gather your sources, you need to ensure you use them 
correctly AND that the sources themselves are reliable.  
 

THE RESEARCH PROCESS 
 
The research process will be broken down into manageable chunks, and students will be 
checked continually. All handouts, information gathered and checked work are to be kept 
in a special portfolio which will you submit at every stage of the research process.  
 
Stage 1: Topic Proposal: The Selection of a subject 
 
The first stage of the research process is to identify your personal areas of interest. And 
then read some general information about a particular subject. Once you have decided upon 
a broad area, you should then narrow your focus to one or two specific themes.  This will 
be accomplished by reading about your subject. You must also limit the boundaries of the 
question: e.g. give dates that denote the beginning and the end of the theme.   
 
For example: 
          1               2        3 
Broad subject:----------------à  Specific theme---------------à    Question/problem 
American Civil War                 Reasons for Northern                   In what ways did Lincoln 
                                                  victory                                          contribute to Northern  

        victory?  
 
 Think of one or two subjects, and then formulate them into specific themes.  
 Submit them on a single piece of paper, with full name, class period, date. . 
 
NB: Stage 3 of the above process will be accomplished at a later stage 
 
Stage 2: Preliminary Bibliography 
 
The second stage is to compile more specific information on your topic, and to identify a 
theme (Stage 2). You will be taken to the library at least twice during class periods, during 
which you will receive a basic introduction to the library and its resources. After that time, 
you are expected to locate sources for yourself. You should concentrate upon finding 
secondary sources for your broad subject area. You may well add or subtract sources before 
your Rough Draft, and again with your Final Draft, and your teacher may also suggest 
additional sources. 
 
Requirement for sources: 

• Minimum of 6 sources (NOT including encyclopaedias or textbooks) 
• maximum of 3 internet sources (unless teacher approval has been given). Hard 

copies of sources MUST be submitted with research paper.  
• Minimum of 1 primary source 

 
Evaluation of sources:  
Your sources provide the evidence to your thesis. Therefore, it is essential that the 
reliability of the different sources are assessed, particularly Internet sources. If the source is 
unreliable, so is your evidence and you will not support your argument effectively.    
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Use the following criteria to evaluate your sources:  
 

1. AUTHOR: Does the author appear to be an authority on the subject?  Think about 
his qualifications, background and other publications.  

 
2. BIAS: Can the source be relied upon for objective, impartial information? For 

example, a book about a President’s foreign policy by his Secretary of State may 
not be reliable.  

 
3. DATE: How current is the information? When was it published? Try to use the 

most recent sources, even for historical topics, as they may include new findings 
and research.  

 
4. SOURCE:  

a. Print sources: If it is a written article, where does it appear? Is it published 
in a reputable source? 

b. Electronic sources: Who has sponsored, or responsible for the maintenance 
of the web site? If it is a site that contains  .com, it is probably a commercial 
site or a homepage, and its information may not be reliable. Sites that end in 
.org, .edu or .gov, still need to be assessed carefully but are maintained by a 
non-commercial organisation and may be more reliable.  

 
If you are in doubt about the reliability of a source, ask your teacher or the librarian. 
 
Stage 3: Notetaking, Thesis formulation, Outline and Use of Sources 
 
Before you can formulate your thesis, you must gather more information about your 
subject.  
 
Notetaking: 
Once you have located several sources, you now need to begin the process of notetaking in 
order to refine your topic further. However, you must take notes extremely carefully: this 
avoids the problem of plagiarism. You should be able to identify precisely the source of 
your information, including the page number.  
 
Always make a note of: 

• Author 
• Date of publication 
• Publisher 
• Place of publication  
• Page numbers   

 
As you begin to take notes, you should begin to narrow your focus of your subject. 
Gradually, a question/problem (stage 3) should begin to emerge. Once this happens, a 
thesis should also emerge.  
 
Thesis:  
This is a single sentence in which you state your point of view, the position you are taking, 
or the answer to your question. It is, in short, the most critical part of your paper, as all your 
subsequent points and information should relate to this central idea.  
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For example:  
Question (Stage 3): How did Lincoln contribute to Northern victory?  
 
Thesis: Lincoln provided effective leadership at critical moments and strengthened the 
power of the federal government, thereby mobilising Northern resources. 
 
Outline:  
This stage ensures that you have relevant, supporting evidence to support your thesis. It 
helps you organise your ideas and it shows how you intend to prove your argument.  
 
You should clearly show how you intend to support your thesis by breaking the paper down 
into separate topics. Each topic should then contain relevant supporting evidence.  
 
Remember:  

• Avoid complete sentences, and include specific information where necessary.  
• Ensure that all information is directly relevant to your thesis.  

  
Stage 4: Rough Draft 
 
Although this is not the finished product, it should be as perfect as possible. It should 
contain all the element of the final draft, including correct referencing (see section on 
plagiarism). It should contain: 
 

• Title page  
• References  
• Bibliography  
• Page numbers 

 
Stage 5: Final Draft 
 
The final draft should be flawless. It should contain no errors, and should have taken into 
account all the criticisms levied thus far. You must also submit your research file, complete 
with previous draft, and including hard copies of the internet sources.  
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Plagiarism: How to avoid it! 
 

Write your own papers. Your self-respect requires 
academic honesty. If you incorporate someone 
else’s words or ideas in your paper, you must 
give credit to the source. This guide will explain 
how to cite your sources correctly. Much of what 

you include in papers will be material that you did not create yourself.  Not citing it is 
cheating and is specifically forbidden (see the TASIS Upper School Handbook, under 
Academic Dishonesty). You must carefully identify anything you borrow. Despite ready 
electronic access to documents, and the ease of copying texts and images on computers, it 
is dishonest to “cut & paste” without recognizing the author(s). 
 
Avoid restating an author’s idea as your own by identifying:   

1) Your original ideas 
2) Thoughts paraphrased from other authors  
3) Direct quotations using the words from your sources 

 
Numbers 2 and 3 above require citations.  
 
The MLA Handbook for Writers of Research Papers provides this summary of plagiarism: 

 
 You have plagiarized if 
 

• You took notes that did not distinguish summary or paraphrase from 
 quotation and then you presented wording from the notes as if it 
 were all your own. 
• While browsing the web, you copied text and pasted it into your 

 paper without quotation marks or without citing the source. 
• You presented facts without saying where you found them. 
• You repeated or paraphrased someone’s wording without 

 acknowledgment. 
• You took someone’s unique or particularly apt phrase without 

 acknowledgment. 
• You took someone's image, video, audiofile or music without 

 acknowledgment. 
• You bought or otherwise acquired a research paper and handed in 

 part or all of it as your own. 
 
 
 You can avoid plagiarism by 
 

• Making a list of writers and viewpoints you discovered in your 
 research and using the list to double-check the presentation of 
 material in your paper. 
• Keeping the following three categories distinct in your notes:  your 

 ideas, your summaries of others’ material, and exact wording you 
 copy. 
• Identifying the sources of all material you borrow – exact wording, 

 paraphrases, ideas, arguments, and facts. 
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• Acknowledging image and multi-media retrieval from the Internet 
 and carefully considering the rights and permissions you need to 
 acquire before sharing images, music or videos in a public way. 

• Checking with your instructor when you are uncertain about your 
 use of sources. (60-61) 

 
 
For further information about plagiarism and how to avoid it, please see the following 
website: 
http://www.plagiarism.org 
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How to Document Sources  
 
Compiling your List of Sources  
 
Step 1. Keep a list of the books, articles, and websites you consult as you study your 
research topic. The best place to find this information is on the title page (and the verso or 
backside of the title page).  (Nowadays copyright information sometimes appears in the 
back of the book.) 
 
Step 2. The list should contain the following information:  

• Author 
• Title 
• Publication information (city, publisher and date) 
• Page numbers of material you wish to quote or web addresses and date accessed for 

Internet sites 
 
Write down enough information so you can properly cite the source using MLA or Chicago 
formats.   
 
For Internet sites, copy and paste the web address or URL (uniform resource locator) of a 
website into your document, along with specific notes on what information you found at 
that site, or the steps you used to find that information within the website.  As a list of 
sources is required for every research assignment, building it as you conduct your research 
will save time and trouble at the end. 
 
Citing Sources within your Paper  
 
The MLA has specified a format for correctly citing the sources you use in your research. 
MLA style is only one of several systems used to document sources. It is most frequently 
used in humanities studies. Other academic institutions use different style manuals, 
however TASIS Upper School has adopted the MLA style across the majority of subject 
areas so that students can learn one system and use it consistently. However since the 
History department prefers to use the Chicago Style, this  method of citing will also be 
explained in this guide. 
 
According to MLA style, ideas or words that you borrow must be identified within the text 
of your paper. This happens in two ways depending on the length of the quotation:  
 
 

a. For shorter quotes, set them off using quotation marks within the text, followed by 
the name of the author and the page number enclosed in parentheses. When quoting 
a complete sentence that ends in a period, place the period after the parenthetical 
reference, as shown in this example: 
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Industrialization changed the population structure and 

density, drawing people from rural lifestyles into the 

cities. Overcrowding in the industrial centers contributed to 

crime and epidemics. Historical records demonstrate that “In 

Bristol a survey of living conditions of 2,800 families 

showed that forty-six percent lived in one room only” (Burton 

79). Close contact in tenements, contaminated water supplies 

and haphazard sanitation all contributed to the transmission 

of disease. 

 
The example above is a direct quotation.  If you decide to paraphrase that information, 
rather than quoting it directly, your text might read as follows: 
 
 
Industrialization changed the population structure and 

density, drawing people from rural lifestyles into the 

cities. Overcrowding in the industrial centers contributed to 

crime and epidemics. One Victorian survey showed that nearly 

half the families in Bristol lived in a single room (Burton 

79). Close contact in tenements, contaminated water supplies 

and haphazard sanitation all contributed to the transmission 

of disease. 

 
 

b. For quotes longer than three lines, insert a paragraph, indented from the remainder 
of the text. Following the quoted material insert the name of the author and the page 
number, set off in parentheses. There are no quotation marks, as in this example: 

 
Workers who left the land to take factory jobs traded the 

agricultural rhythms of growing seasons for long shifts in 

the mills.  Large numbers of people moved from villages to 

towns and cities.  Burton acknowledges this trend: 

Due to the agricultural revolution and the great 

Enclosure Acts of the reign of George III, the 

countryside became more de-populated. Those able 

to stay on the land were often more healthy than 

their unfortunate contemporaries whom poverty 

had driven into the towns and cities to find 
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work, and where the filth of tenement or slum 

life often killed them (193). 

It was not until 1848 that the government established a 

General Board of Health to regulate sanitation and hygiene 

and prescribe measures to improve public health. 

 
These formatting rules apply regardless of the source of the quoted material. Printed 
materials and web-based materials may require slightly different citation details. For books 
and periodicals you will provide the author’s name and page numbers in parentheses. Many 
websites will not have page numbers. When you quote from websites, give the author’s 
name and the title of the website in parentheses. In the event that no author’s name can be 
located, give the title of the document. Author names and/or website titles must clearly tie 
each quotation to an entry in your list of sources.  Here is an example of a quotation taken 
from a website: 
 
 
Edwin Chadwick is the reformer whose investigations into 

health and living conditions raised awareness of the need for 

sanitation policies.  In 1842 he published The Sanitary 

Conditions of the Labouring Populations that stated, “The 

annual loss of life from filth and bad ventilation are 

greater than the loss from death or wounds from wars in which 

the country has been engaged in modern times”  (Chadwick, 

“Poverty, Health and Housing”).  Chadwick was appointed 

Sanitation Commissioner and drove forward the development of 

public water and sewage systems. 
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Creating a List of Sources using the MLA Style 
 
At the end of your paper you will attach a List of Sources where you provide the author, 
title and publication details for every source you used. Organise this list alphabetically 
according to the authors’ last names (title when author is lacking). 
 
1.       If any of the source information listed in the suggested formats below cannot be 

located, proceed to the next available piece of information. 
2.       Alphabetize the list by the last name of the authors or editors.  
3.       If a work has no author or editor, alphabetize by the first word of the title other than 

a, an, or the.  
4.       Do not indent the first line of each entry, but indent any additional lines five spaces 

(hanging indent).  
5.       The entire list of works cited is double-spaced.  
6.  For web pages, italicize the title. 
 
 
See the examples that follow for various kind of sources. 
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EXAMPLES OF HOW TO CITE 
BOOKS, MAGAZINES, NEWSPAPERS, ENCYCLOPEDIAS 

 
Reminder: Most of this information is usually found on the title page of the book (and 
its verso or reverse). Recently copyright information has been moved to the back of 
the book in some cases. 
 
Book with one author 
Last name, First name.  Title of book.  Place of publication: Publisher, copyright year. 
 
Bridges, Ruby. Through My Eyes. New York: Scholastic, 1999. 
 
Book with two or three authors 
If there are two or more authors reverse only the name of the first author listed: 
 
Jennings, Peter and Todd Brewster. The Century for Young 

People. New York: Random House, 1999. 
 
Book with editor (After the name or names use the abbreviation “ed.”) 
Vecchione, Patrice, ed. Truth and Lies: an Anthology of 

Poems. New York: H. Holt, 2001. 
 
Encyclopedia (This applies to common encyclopedia such as World Book) 
Article author’s Last name, First name (if available).  “Title of article.” Name of 

encyclopedia. Copyright year. 
 
Smock, Raymond W. “Washington, Booker T.” World Book 

Encyclopedia. 2000. 
 
Article in a magazine or newspaper 
Author’s Last name, First name.  “Title or headline of article.” Name of magazine or 

newspaper. Date of magazine or newspaper: page(s). 
 
Taylor, Chris. “Cracking the Code.” Time. 22 March 1999:  
60-66. 
 
Reference Book without Author but with Editor 
"Title of article."  Title of book.  Ed. First name Last Name of Editor(s). edition. Place of 

publication:  Publisher, copyright year. 
 
"Earth.” The Facts on File Dictionary of Astronomy. Ed. John 

Daintith and William Gould. 5th ed. New York: Facts on 
File, 2006. 

 
Reference Book without Author and without Editor 
"Title of article."  Title of book.  Place of publication:  Publisher, copyright year. 
 
"Bathysphere."  The American Heritage Science Dictionary.  

Boston: Houghton Mifflin, 2005. 
 
 



 14 

EXAMPLES OF HOW TO CITE 
ELECTRONIC SOURCES 

 
Whether you are citing a website, an article stored in a database, or identifying the images 
you have incorporated into your research paper, your objective is to help your reader locate 
the source material on the Internet. 
 
For books and periodicals there are three parts to a citation (author, title, publication 
details). 
 
An Internet citation requires five parts: 

• Author (if available) 
• Title of the document 
• Information about print publication 
• Information about electronic publication 
• Access information 

 
The amount of information included in a website varies, so you will need to work with the 
information available to you. 
 
Step 1. Locate the author’s name, if given, which may appear at the beginning or at the end 
of the document. Give last name first in your List of Sources. 
 
Step 2. Give the title of the document in quotation marks. If no author’s name is available 
start your entry with the title. 
 
Step 3. Provide the publication details whether the material has been published in print or 
electronically. Include the title of the journal or webpage, the editor and/or the organization 
responsible, and the publication date. In addition, give the date you located the information 
and the Internet address (URL).  If you cannot find citation information on a web page, 
return to the home page of a particular site to locate additional information.  Include both 
the date of electronic publication or the latest update AND the date the site was accessed. 
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Internet site 
Author/editor (if given). “Title of document.” Title of web page/site. Date/update of 

publication (if given). Name of sponsoring institution or organization (if 
available). Date accessed. URL. 

 
“Seasonal Imagery in Japanese Art.”  Timeline of Art History. 

Metropolitan Museum of Art.  18 Nov. 2004 
<http://www.metmuseum.org/toah/hd/seim/hd_seim.htm>. 

 
Online Subscription Services 
Last name, First name (if available).  “Article title.” Publication name. Date, volume: 

page(s). Name of database. Name of online service. Name of library where 
accessed. Date  accessed. URL. 

 
Maliszewski, Paul. “Off the Beaten Track.” Smithsonian. June 

2004, vol. 35: p.25. Middle Search Plus. EBSCO. TASIS 
England Upper School Library. 18 Nov. 2004. 
<http://search.epnet.com>. 

 
Film from the Internet 
Title.  Director (if given).  Publisher, date of publication.  Website Title.   Date accessed.  

URL. 
 
The Great Train Robbery.  Dir. Edward Porter.  Thomas Edison, 

1903.  Internet Archive.  25 May 2010. 
<http://www.archive.org/>. 

 
Photograph from the Internet 
Photographer (if given).  Title (If none, describe briefly.)  Website Title.  Publisher of 

website (if given), date of publication (if given; if not, put n.d. for no date).  Date 
accessed.  URL. 

Balloons. Free-Extras.  Free-Extras, n.d.  25 May 2010. 
<http://www.free-images.com>   
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Final Recommendations when using the MLA style  
 

• Use this brief guide as a starting place when you approach a research and writing 
assignment. 

 
• Break the project into steps and use a system like the Big6™ to structure your 

research process. 
 

• Take notes and develop your list of sources as you go along rather than constructing 
it at the end of the project. 

 
• When you need more detail regarding citations, please consult the MLA Handbook 

for Writers of Research Papers.  
 
 
Remember, TASIS England holds you accountable for the accuracy and the origin of 
all your academic work. 
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Below is a sample “Works Cited” page in the correct MLA format.  
 
 

WORKS CITED  
 
 
Burton, Elizabeth. The Pageant of Early Victorian England. 

New York:  Charles Scribner’s Sons, 1972. 

Chadwick, Edwin. “Poverty, Health and Housing”.  

Encyclopaedia of British History 1500-1980.  Ed. John 

Simpkin. 4 June 2004. 

http://www.spartacus.schoolnet.co.uk/PHchadwick.htm 

"Deadly by Nature."  World.  June 1998: 20-23. 

Gibaldi, Joseph. MLA Handbook for Writers of Research Papers. 

New York: Modern Language Assoc., 2003. 

"Seasonal Imagery in Japanese Art."  Timeline of Art History.  

Metropolitan Museum of Art. 18 Nov. 2004. 

http://www.metmuseum.org  

 
 
FINAL FORMATTING TIPS: 
 
1. Note that sources are listed in alphabetical order by the first letter of the first 
 item. 
 
2. Items are listed with a hanging indent. 
 
3. Websites are integrated into the list, not separated from other sources. 
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Appendix 1 

Final Draft Checklist 
 
 
Before submitting a paper, complete the following check list  YES NO  

 
1. Is there an appropriate title to the paper and a title page 

if required?         ____ ____ 
 
2. Have you written the required number of words or pages,  

and numbered the pages?      ____ ____ 
  
3. Have you followed all the assignment instructions, including  

those that relate to format and spacing?     ____ ____ 
 
4. Is there a clear, debatable thesis statement?     ____ ____ 
 
5. Does each paragraph have a topic sentence and  

 evidence supporting the thesis?     ____ ____ 
 
6. Is there a conclusion that summarizes the thesis and 

key evidence?        ____ ____ 
 
7. Are the quotations and paraphrases correctly cited?   ____ ____ 
 
8. Is there a correctly formatted “Works Cited” sheet?   ____ ____ 
 
9. Are you sure that you have not presented anyone else’s 

ideas or phrases as your own?       ____ ____ 
 
10. Have you thoroughly proofread the paper?     ____ ____ 
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Appendix 2  
Website Evaluation Checklist 

 
Site URL: URL: 
Is it a personal website or 
one sponsored by a company, 
organization, or university? 

  

Is there a paragraph 
explaining what the website 
is about or who sponsors it? 

  

 
 
Author   
Did the author sign his/her 
name to the website? 

  

Does the author tell you 
about him-/herself? 

  

Do you feel that the author is 
knowledgeable about the 
topic?  How can you tell? 

  

Does he/she present facts 
(not just opinions)? 

  

 
 
Content/Presentation   
Does the website present any 
information that you think is 
wrong? 

  

Does the website have any 
spelling or grammar 
mistakes? 

  

Does the website have “dead 
links”? 

  

Is the website at the right 
level for you and your 
project? 

  

Is there a date on the page 
that tells you when it was last 
updated? 

  

 
 
Other   
Do you have any other 
comments on the site that 
might affect your decision? 

 
 

 
 

 
 
 
 
Do you approve this website for your research project?  1.______   2.______ 
  
  
 
 


