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GHS Writing Standards 
 

Academic Dishonesty:  Plagiarism and/or Cheating 
Information used for a school project that comes from any source (book, newspaper, magazine, Internet site) other                                 
than personal experience must be properly acknowledged. Failure to do so is plagiarism. Plagiarism is the intentional                                 
or accidental use of someone else’s ideas or information without acknowledging the source of those ideas. It generally                                   
appears in the following ways:  

1. Repeating, rephrasing or paraphrasing information without properly referencing its source.  
2. Adopting an argument or line of thinking without properly referencing a source that has already 

established that stance.  
3. Trying to pass off someone else’s work as your own is also considered plagiarism.  

A first offense may result in a mark of zero or an opportunity to resubmit the assignment after consultation with the                                         
student, the parent, the teacher, the Dept. Head, and administration. A second offense will result in a mark of zero on                                         
that assignment and the student will be referred to the Principal. A suspension may result after a third offense.                                     
Parents must be informed if a zero is assigned. 
 
 

GHS General Guidelines for Written Documents 
In Formal Writing Tasks... 

● Use 8.5 x 11 paper 

● Print single-sided 

● All margins should be 1 inch 

● Use 11 or 12 point (pt) font size 

● Use of Times New Roman, Calibri, or Arial font  

● Double space (no more, no less) 

● All pages must be numbered on the top right corner 

● All packages should be stapled on the left at a 45° angle 

● All text should be left-justified except titles, which are centred and use title case.  

● All headings and subheadings are left-justified, in title case and italicized  

● Indent the first line of each new paragraph five spaces (one tab) 

● Leave only one space after periods or other punctuation marks 

 
Also, When Writing Requires APA, MLA or ERS-Style Referencing... 

● The period should be placed behind the last bracket of a citation 

● Titles of self-contained works (ie. novel) should be italicized, titles of works that appear within longer texts (ie. 

poem, Chapter Title) should appear in quotation marks 

● A direct quote must have context: Information must be smoothly integrated into one’s own writing 

● All sources found in the text of the assignment will correspond with a detailed entry that is listed alphabetically 

on the last page of your package (Ie. References (APA), Works Cited (MLA) or List of Sources (ERS).   

● All images used in the report must be referenced using the same style of citation as the written sources   

 
 
  



 

APA 

Title Page 
● Use the header to ensure that all pages have the term “Running head”, followed by keywords or a phrase 

that connects to the title in ALL CAPS  
● Page number right justified in header 
● Centred and ⅓ of the page down, add the following items on their own line:  

○ The title of the paper in title case (the first letter of each word is capitalized) 
○ Your name   
○ School 

  
 

Report Pages & Connecting to Your Sources 
● The actual report starts on the second page. This page should have the title of the paper again, centered 

in title case. 
● All research has in-text citations that indicate the author and date (and page number if it’s a print text) of 

the research source. Each in-text citation corresponds with the full citation that is found in References  
● Use the following formatting guidelines to match the style of content integration you are using (ignore 

the page number for non-print sources):  
○ Direct Quote: According to Jones (1998), "Students often had difficulty using APA style, especially when it was 

their first time" (p. 199). 
 

○ Direct Quote: One source stated, "Students often had difficulty using APA style" (Jones, 1998, p. 199), but she 
did not offer an explanation as to why. 
 

○ Paraphrase: According to Jones (1998), APA style is an easy citation format for first-time learners (p.199). 
 

○ Paraphrase: APA style is an easy citation format for first-time learners (Jones, 1998, p. 199). 
 

● If your quotation is longer than 4 lines in your report, use Long Quote Formatting (see page 12) 
 
 

References Page 
Online Resources 
Gravenhurst High School. (2011). Welcome to Gravenhurst High School. Retrieved from http://www.ghs.tldsb.on.ca 
 
Searle, D. (2020). 10 songs to sing while curling. Web. Retrieved from http://www.darlasworld.com/articles/writeliving  
 
  
Print Resource: 
Edwards, L. (1999). Combatting Y2K with Music. Gravenhurst: GHS Publishing.  
 
Yule, C. (2002). “French is life”. Languages Monthly, 7-10. 
 
Classroom Content (change “Google Classroom” to “Lecture” if appropriate):  
McPherson, J. (2030). The Joy of Referencing. ENG3C Google Classroom 
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TECHNOLOGY 1 

Issues in Using Technology with Secondary Students 

A classroom should be a dynamic space where learners interact with curricular content in 

meaningful ways.  Educators must be aware of the needs of their students and be willing to adapt 

their practice to ensure student engagement. In this respect Garrison (2009) compares teachers to a 

mythical trickster figure, asserting that “Tricksters are devious shape-shifters that carry out some of 

the most profound cultural work possible. They break, bend, and remold the structures and identities 

that hold a society together... Tricksters break rules, violate laws and rewrite regulations... They are 

creators, and re-creators ... (of) ever-evolving worlds. For them, the age of revelation never passes” 

(p. 67).  Just as tricksters change mythical worlds to carry out profound cultural work, teachers 

change the world of the classroom, enacting a profound educational transformation. In this 

educational age, teachers are transforming the use of technology in secondary schools to address three 

areas: the need for more student-centered classrooms, increased intrinsic motivation for student 

engagement, and improved communication skills of students. With these changes, the classroom can 

continue to evolve with purpose and efficacy.    

Educational Transformation 

An educational transformation begins with an examination of pedagogical practice.  Recent 

evidence suggests that student engagement and motivation for learning can be improved through the 

use of child-centered teaching practices. According to Allison Zmuda (2009), the incorporation of 

21st century skills within the classroom extends far beyond the simple acquisition of technology.  In 

effect, it requires teachers to become expert coaches, mentors and facilitators under a new approach 

to learning that emphasizes differentiated learning and student interests.  In other words, it is the  

 



 

TECHNOLOGY 7 
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MLA 

First Page 
● Use the header to ensure that all pages have your last name beside the page number  
● Starting at the left side at the top of the first page, add the following items on their own line:  

○ Your name   
○ Your teacher’s name 
○ Course code 
○ Due date 

● On the next line, centre the text to add a title in title case.  
● On the next line, left justify the text and indent to begin your first paragraph 
 
 

Connecting to Your Sources 
● All research has in-text citations that indicate the author and date (and page number if it’s a print text) of 

the research source. Each in-text citation corresponds with the full citation that is found in the Works 
Cited  

● Use the following formatting guidelines to match the style of content integration you are using (ignore 
the page number for non-print sources):  

 
○ Direct Quote: According to Jones, "Students often had difficulty using MLA style, especially when it was their 

first time" (199). 
 

○ Direct Quote: One source stated, "Students often had difficulty using MLA style" (Jones 199), but she did not 
offer an explanation as to why. 
 

○ Paraphrase: According to Jones, MLA style is an easy citation format for first-time learners (199). 
 

○ Paraphrase: MLA style is an easy citation format for first-time learners (Jones 199). 
  
 

References Page 
● Web sources do not need the “http://www.” of the address 
 
Online Resources 
Gravenhurst High School. “Welcome to Gravenhurst High School.” 2020, ghs.tldsb.on.ca. 
 
Ledger, Penta. “5 Tips For Preserving Hides” 25 April 2035, trapperslife.ca/skinningshack. 
  
Print Resource: 
Horsley, Craig. How to Care for Cats. Psychological Science Publishing, 2028. 
 
Dart, Mandy. “Making Amazing Memes”. Working the Web Journal, 2021. 
 
Classroom Content (change “Google Classroom” to “Lecture” if appropriate):  
Sacrey, Earl. “The Magic of Yes, And.” ENG3U Google Classroom, 25 April 2030, Gravenhurst High School.  
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 Replacing Freak the Mighty with Cue For Treason in ENG1D 

Research has found that “promoting children's engagement with reading can greatly 

enhance reading achievement” (Baker, Dreher & Guthrie 2016). For this reason, when choosing a 

novel for a grade nine course, it is important to select a novel that is interesting. Cue for Treason 

by Geoffery Trease should replace Freak the Mighty by Rodman Philbrook as the novel for 

ENG1P because of its setting, plot and connection to Romeo and Juliet. Not only is Cue for 

Treason an interesting book, it also includes excellent examples of story elements that are 

important lessons in a grade nine English classroom. 

The first lesson that Cue For Treason would be a great resource for is teaching setting. 

The geographic location of the setting in Cue for Treason is more clearly defined than the 

geographic location in Freak the Mighty, which is a good reason why Cue for Treason should 

replace Freak the Mighty. In Cue for Treason, the setting is Elizabethan England (Trease 1). In 

the Cumberland Region and London. In Freak the Mighty, the geographic location is not clear, 

and the reader can only assume that the setting is a town in North America. Since the setting in 

Cue For Treason is more specific, it is a better setting than in Freak the Mighty and should 

replace it as the ENG1P novel. 

Setting is not the only area for which Cue for Treason would be a better classroom 

resource: It also has a superior plot. The rising action of the plot in Cue for Treason builds with  
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ERS 
Steps to ERS Writing  
1. Set Up Your Formatting 
You will follow the GHS Guidelines for Written Work by following these steps:  

● Use 8.5 x 11 paper 
● All margins should be 1 inch 
● Use 11 or 12pt font size 
● Use of Times New Roman, Calibri, or Arial font  
● Double space (no more, no less) 
● All text should be left-justified except titles, which are centred and use title case.  
● Indent the first line of each new paragraph five spaces (one tab) 
● Leave only one space after periods or other punctuation marks 

 
2. Add Your Basic Information 
Left justify the following information with each item on it’s own line:   

● Student Name 
● Course Code  
● Date  

 
3. Add A Title 
On the next line, center-justify your title.  
 
4.  Start Writing! 
Write your content in complete sentences that form paragraphs. To add content from course text and/or 
research sources, you will use a number system to show where your information has come from. You will 
number the information in your writing and then number your resource. If you mention the title of a source, 
it should be in italics. When sourcing a fact from a website and a class novel,  your paragraph would look like 
this: 

There are many animal attacks in Canada every year. The largest amount of attacks are from 

bears. There are 55 bear attacks in Canada every year (1). There are also cougars in Canada that 

attack people. There were 12 cougar attacks in Canada in 2015 (2). In the novel Touching Spirit Bear, 

Cole is attacked by a bear and is ripped to shreds (3). Humans have to learn to share the forest with 

these animals. 

 
5. List Your Sources 
At the end of your writing, you need to record the sources where your got your information. It should look 
like this, with the title Sources (center justified) with your list of sources numbered below (left-justified). 
Online sources need the URL of the website that the information came from, print sources need the author 
and title. Your List of Source will look like this:  

Sources 

1. www.bearattack.com/Canada_Attacks 

2. www.deadlyanimals.com  

3. Mikaelsen, B. Touching Spirit Bear   

http://www.bearsattack.com/Canada_Attacks
http://www.deadlyanimals.com/
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The World’s Most Dangerous Animal 

There are many animal attacks in Canada every year. The largest amount of attacks 

are from bears. There are 55 bear attacks in Canada every year (1). There are also cougars in 

Canada that attack people. According to www.bearattack.com there were, “12 cougar attacks 

in Canada in 2015” (2). In the novel Touching Spirit Bear, Cole is attacked by a bear and is 

ripped to shreds (3). Humans have to learn to share the forest with these animals. 

 
Sources 

1. www.bearattack.com/Canada_Attacks 

2. www.deadlyanimals.com  

3. Mikaelsen, B. Touching Spirit Bear   

 
 
 
 
 

 
   

http://www.bearattack.com/
http://www.bearsattack.com/Canada_Attacks
http://www.deadlyanimals.com/


 

Frequently Asked Questions 
 

1. What should I do if I’m having trouble finding the author or date of my source? 
2. How do I name an N.A. source in my report? 
3. Do I have to use the author’s full name when mentioning them in my writing? 
4. How do I format the title of a source within my writing? 
5. How do I add a citation to an image I’ve used in my report or in a slideshow? 
6. How do I integrate quotations into my own writing? 
7. How do I quote a poem or lines from a Shakespearean play? 
8. How do I add or edit words in a quotation to provide clarification? 
9. How do I remove unnecessary words from a quotation? 
10.  When can I abbreviate terms, like using GHS instead of Gravenhurst High School? 

 
 
1. What should I do if I’m having trouble finding the author or date of my source? 
First, you should check the reliability of this source. Good sources should provide this information somewhere in the 
document/website. When searching for the author, consider that the author might be a corporate source. This means 
that, instead of being written by a person, it’s been published by a corporate business or organization. If you have 
looked hard and can’t locate the name of the person or corporation that published the content, but the source seems 
reliable, use N.A., which stands for No Author. If you can’t identify the date, use N.D., which stands for No Date.  
 
 
 

2. How do I name an N.A. source in my report? 
Look at the citation, and use the next available identifier to refer to the source. So, the next identifier would be the 
title of the source, and in the very rare case that this is also not available, use the title of the source’s container (ie. the 
host website).  
 
 
3. Do I have to use the author’s full name when mentioning them in my writing? 
You can either use their full name or their last name, but never just their first name.  
 
 

4. How do I format the title of a source within my writing? 
Titles of self-contained works (ie. novel, website, newspaper, journal) should be italicized. or example, The Hunger 
Games is a self-contained text.  
Titles of works that appear within longer texts (ie. poem, Chapter Title) should appear in quotation marks. For example, 
the poem “Do Not Go Gentle Into That Good Night” was published inside the journal Botteghe Oscure and can also be 
found within the Poets.org website, so the poem’s title would be placed in quotation marks regardless of whether you 
are using the text or online version.   
 
 

5. How do I add a citation to an image I’ve used in my report or in a slideshow? 
Use the exact same in-text citation formatting you’d use for textual content, but place the citation below the bottom 
right-hand corner of the image.  
 
 
 



 

6. How do I integrate quotations into my own writing? 
If the content from your source will fit in four or fewer lines of your report, you enclose the quotation within quotation 
marks (“ “). If your quotation is longer than four lines of your report, you start the quotation on a new line, indenting 
each line of the quotation one tab space, with no need for quotation mark use. The appropriate information to name 
the source and connect the source to the References/Works Cited page must be included in the sentence - either 
directly stated or in a parenthetical in-text citation. All punctuation for the sentence appears after the parenthetical 
citation. Here are some examples:   
1. According to some, dreams express "profound aspects of personality" (Foulkes 184), though others disagree. 

  
2. Is it possible that dreams may express "profound aspects of personality"? (Foulkes 184). 

  
3.       Nelly Dean treats Heathcliff poorly and dehumanizes him throughout her narration: 

They entirely refused to have it in bed with them, or even in their room, and I had no more sense, so, I put it on the 

landing of the stairs, hoping it would be gone on the morrow. By chance, or else attracted by hearing his voice, it crept 

to Mr. Earnshaw's door, and there he found it on quitting his chamber. Inquiries were made as to how it got there; I was 

obliged to confess, and in recompense for my cowardice and inhumanity was sent out of the house (Bronte 78). 

 
 
7. How do I quote a poem or lines from a Shakespearean play? 
Use the same quote formatting listed in the question above, but use slashes to indicate  line breaks. Here is an 
example:  

Cullen concludes, "Of all the things that happened there / That's all I remember" (11-12). 
 
 
 

8. How do I add or edit words in a quotation to provide clarification? 
You can add words to a quotation by putting square brackets around the new words to indicate that they aren’t part of 
the original quotation. Here is an example:  

Jan Harold Brunvand, in an essay on urban legends, states, "some individuals [who retell urban legends] make a point of 

learning every rumor or tale" (78). 

You can edit words to a quotation by putting square brackets around the new words to indicate that they aren’t part of 
the original quotation. For example:  

If the quote was “Brenda and David went to the store," but you only want the quote to refer to David as a pronoun in your 

quote, you could change it to "[He] went to the store." 

 
 
 
9. How do I remove unnecessary words from a quotation? 
You can omit words by adding an ellipsis (...) where the words were. Here is an example:  

In an essay on urban legends, Jan Harold Brunvand notes that "some individuals make a point of learning every recent 

rumor or tale ... and in a short time a lively exchange of details occurs" (78). 

 
 
10. When can I abbreviate terms, like using GHS instead of Gravenhurst High School? 
The first time you mention the term, you must write it out in full and then follow the term with the abbreviation in 
round brackets immediately after the word. From that point on, you can stick to just the abbreviation. For example:  

Gravenhurst High School (GHS) is an awesome school. Students at GHS are the best.  


