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Paper For mat

Paper: 8% x 11 inch white paper.

Font/Style: 12-pt Times New Roman.

Spacing: Double-space

Margins. Leave uniform margins of at least 1 in. at the top, bottom, right, and left of every page
(Microsoft Word default margins).

Order of pages:

title page: title, author's name, Mount Mercy College, (numbered page 1 in upper right corner);
text: (start on a separate page, numbered page 2 in upper right corner);

references: (start on a separate page).

Page numbers: After the text pages are arranged in the correct order, number them consecutively,
beginning with the title page. Number all pages in the upper right-hand corner, at least 1 in. from the
right-hand edge of the page, in the space between the top edge of the paper and the first line of text.
Please note that a paper length requirement of 5 — 7 pages means that 5 — 7 pages of TEXT are required.
The cover and reference pages ARE NOT included in this total.

Staple: The research paper must be stapled in the upper left corner.
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[Title Page Example] [Title Page should start as page 1]

Citizen Attitudes Toward the Police
John Q. Student

Mount Mercy College
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[Text Example] [First page of text should be page 2]

"...there till isalarge gulf between how the criminal justice system is viewed by Black and
White Americans. Thereis no other area where the potential for misunderstanding can have
such dangerous consequences’ (Ochi, 1999, p.2). Police attitudes toward Blacks, and the
attitude of much of the Black community toward the police have been fueled by a seemingly
never-ending engine of resentment. With the dramatic increases that are predicted in minority
populationsin the US, these relationships may now be even more important. Considering the
predicted increasesin minority group membersin the US, the turbulent historical
relationship between minorities and the police, and the profound importance of police —
citizen relationsin reducing crime, the gover nment should allocate mor e resour cesto study
citizen attitudestoward the police.

According to Schaefer (2000), Blacks will account for 12.9 percent (35,454 persons) of
the U.S. population in 2000. Thisfigureis projected to increase by only one percent between
1995 and 2050 (Schaefer, 2000). It isimportant to note, however, that the projected increase in
the black population is not as large as the projected increase in the Hispanic population. The
Hispanic population is projected to increase approximately 13 percent between 1995 and 2050
(Schaefer, 2000). These sharp population increases among diverse groups underscore the
importance of examining citizen attitudes towards the police.

In examining the attitude disparity between police and minority group members toward
each other, it is painfully obvious that this disparity has existed for along time (Walker, Spohn,
and DelLone, 2000). Utilizing the adage “ our best predictor of the futureis our past,” one could
hypothesize that because the U.S is becoming more racialy and ethnically diverse, the attitude
disparity will probably increase (Walker, et al. 2000). The resentment on the part of minority
group members toward the police is not without good reason. Research has supported the claim
that not only the police, but also the entire criminal justice system (Kerley, Benson, Lee, &
Cullen, 2004; Bayley & Mendelsohn, 1969) do not treat Blacks and Whites equally.

*Please note: In order to save space in this guide, the above text is not double-spaced.
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[Refer ences Example]

REFERENCES

Bayley, D., & Mendelsohn, H. (1969). Minorities and the police. New Y ork: Free Press.

Kerley, K.R., Benson, M.L., Lee, M., & Cullen, F.T. (2004). Race, criminal justice contact, and
adult position in the social stratification system. Social Problems, 51(4), 549-569.

Ochi, R. (1999, September 10). Police use of excessive force: A conciliation handbook for the
police and the community. Retrieved May 10, 2005, from
http://www.usdoj.gov/crs/pubs/pdexcess.htm

Schaefer, R. (2000). Racial and ethnic groups. Upper Saddle River, New Jersey: Prentice Hall.

Walker, S., Spohn, C., & Del.one, M. (1996). The color of justice: Race, ethnicity, and crimein

America. Belmont, California: Wadsworth Publishing Company.
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Students should be familiar with American Psychological Association (APA) documentation as it is the most
often used type of documentation by criminologists. The following material isalisting of some of the common
instances in which students need to use documentation. The following material isin no way intended to be a
complete summarization of APA documentation. A complete source for the material presented in this document
can be found on pages 205-281 in the Publication Manual of the American Psychological Association (5™ ed.).
Asagenera rule, always use your instructor’s preferred method(s) of documentation.

In Text Citations:

1. Paraphrasing one author / editor:
(Author or editor, year of publication).
Pierce (2001) examined the validity of the delinquency theory.
or
There are at least 4,000 juvenile delinquents who have benefited from juvenile boot
camps (Pierce, 2001)

2. Paraphrasing using multiple authors: 1% Usage:
(All Authors or Editors, year of publication).
There is a least some evidence to suggest that juveniles who come from one-parent
homes are more likely to engage in delinquent behavior (Pierce, Klinger, & O’'Riley,
1999).

* After the first in text citation, you can use the first author/editor and “et al.” for three or more
authors (for two authors, cite both names every time the reference occurs in text) for multiple
citations from the same source: 2" Usage (and every instance ther eafter):

(Pierce, et al. 1999)

3. Direct quotes:
(Author/Editor, year of publication, page number(s).
(Mclntyre, 2000, p. 12).
(Mclintyre, Klinger, & Potter, 1999, pp. 14-21).
(Mclntyre, et. al. 1999, pp. 31-33).
“There is no empirical evidence supporting the notion that there is a recidivism disparity
between the two cohorts’ (Mclntyre, 2000, p.12).

4. When there is no author or editor listed use the first few words of the entry, or the title of the article
(if short), and the year of publication.
There seems to be a significant disparity between the prosecution of white-collar and street
criminals (Corporate, 2000).

5. Quotes of 40 words or more (block quoting) needs to be in a double-spaced block format without
quotation marks. Indent five spaces from the left margin. Use double quotation marks to enclose
any quoted material within ablock quotation.

Mulcahy (1998) found the attitudes of citizens in the city of Ely, lowa towards their police to be
very positive. This research is supported by previous research on attitudes toward the police
(e.g., Blake, 1922; Freedman 1952). Although there has been considerable research in this area,
very little has been published in scholarly journals. (p. 433)

or
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7

Prior research on attitudes toward the police has been extensive. Fear of crime and victimization
are two areas which have received a great deal of empirical attention. In fact, it is quite common
for research to be done in all of these areas at the same time. Because of government cutbacks,
however, there has been very little funding for such research. (Flagg, 1988, p. 433)

Refer ence Page Citations
*Note: The references below should be double-spaced.

Periodicals:

Author. (Publication Y ear). Title of article— Only the first word is capitalized. Title of Journal, Volume
(Issue)-if available-, Page Numbers.

1. Journa article, one author
Pierce, B. F. (1999). Seriad killers and their motives. Journal of Criminology, 13, 57-62.

2. Journa article, two authors
Pierce, B. F. & Klinger, M. Q. (2001). Roommate relationships. How to get along. Journal of
Social Psychology, 15(5), 119-123.

3. Journal article, three to six authors
Pierce, B. F., Klinger, M. Q., Rizzo, L., Hunnicut, B.J., & Potter, S. T. (1998). Parental
influences on adolescent decisions. Devel opmental Psychology, 14, 577-588.

4. Journal article, more than six authors
Fontana, J., Green, E., Van Buren, A., Borgia, A. J., Southerlyn, S., Branch, A., et a. (2001).
Children of divorce: How to cope. Journal of American Family, 68, 256-273.

5. Journa articlein press
McCoy, J. (in press). Criminal justice in a high-income society. Journal of Criminal Justice.

6. Magazine article
Pierce, B. F. (1999, August 15). The perfect killer. Time, 310, 38-41.

*Give the month for monthly issues and the month and day for weekly issues (also include the
volume number)

7. Newdletter article
Pierce, B. F. (2000, Summer). Fall depression: How to beat it. The Clinical Psychologist, 52, 72-
78.

*Date as on issue and volume number

8. Newsletter article, no author
What to look for in ajob. (1998, Winter). The Clinical Psychologist, 54, 12-17.

* Alphabetize by first significant word in the title
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9. Daily newspaper article, no author
Political campaign comesto lowa. (1998, October 13). The Gazette, p. A3.

* Alphabetize by first significant word in title, use“p” or “pp” before page number

10. Daily newspaper article, discontinuous pages
Houlihan, M. (1999, July 7). Freedom celebrated on Broadway. New York Times, pp. C2, C6.

11. Weekly newspaper article, letter to the editor
Penobscot, D. (1999, March 21). Why do people watch so much TV ? [Letter to the editor]. The
Washington Post, p. 7.

12. Entire issue of ajournal
Blake, H. (Ed.). (1996). Diagnosing the mentally ill [Specia issue]. Journal of Abnormal
Psychology, 45(12).

*1f no editors move the issue title before the date and end with period, regular issue, take out []

13. Abstract as original source
Cragen, JD. (1998). MAP-2 expression in pyramidal cells of cortex altered by Pavlonian
conditioning [Abstract]. Society for Neuroscience Abstracts, 17, 480.

14. Abstract from a secondary source (print periodical)
Benson, O., Stabler, E. (2003). Cognitive functions of murderers. American Journal of Society,
3, 9-16. Abstract obtained from Lexis: Criminology, 2003, 2, Abstract No. 654.

15. Journal supplement
Pierce, B. F.,, Klinger, M. Q., & Potter, S. (1989). Teenskilling teens: A longitudinal study.
Journal of Crime and Delinquency, 32(Suppl. 3), 11-21.

16. Periodical published annually
Pierce, B. F. (2001). Crime and the media. Annual Review of Criminology, 32, 123-145.

17. English tranglation of ajournal article, journa paginated by issue
Novak, C. (2004). Transcultural child psychiatry. Acta Paedopsychiatrica, 28(9), 229-231

18. Citation of awork discussed in a secondary source

Text citation:
Warner and Melinda's study (as cited in Coltheart, Curtis, Atkins, & Haller, 1996)

Reference list entry:

Coltheart, M., Curtis, B., Atkins, P., & Haller, M. (1996). Models of reading aloud.
Psychological Review, 100, 589-608
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Books:
Author(s) or Editor(s). (Publication Year). Book title. City of Publication: Publishing Company.

19. Book, third edition, Jr. in name
Pierce, B. F. & O'Riley, R., Jr. (1997). Popular music and its influence on teenagers: A cross-
cultural study (3" ed.). Cincinnati: McGraw-Hill.

20. Book, group author (government agency) as publisher
Bureau of Justice Statistics. (2000). Responses to crime in the United States by gender (No.
4567). Washington DC: Author.

* Alphabetize group authors by first significant work and if the author and publisher are the same
use the word “ Author” as the name of the publisher

21. Edited book
Pierce, B. F. (Ed.). (1998). Mock trial: Behind the scenes. Minneapolis. Random House.

*For a book with an author and an editor, use the author’s name first and then put the editors
name in parentheses after the title

22. Book, no author or editor
Webster’ s dictionary (12" ed.). (2001). New Y ork: Webster.

*Place title in author position and al phabetize according to the first significant word

23. Book, revised edition
Hogg, B. (2001). Coping in the business world (Rev. ed.). Boston: Thomas Printing.

24. Several volumesin a multivolume edited work, publication over a period of more than one year
Coltrane, R. P. (Ed.). (1990-1998). Criminal justice: Defining the times (Vols. 1-3). Sezttle:
Rainy Day Publishers.

25. Encyclopedia or dictionary
Duke, L. (Ed.). Encyclopedia Britannica (2nOI ed., Vols. 5-9). Boston: Macmillan.

*For long lists of editors, you may list the lead editor followed by “et a.”

26. Non-English book
Piaget, J. (1951). La genese de I'idee de hazard chez I’ enfant [ The origin of the idea of chance
in the child]. Paris: Presses Universitaires de France.

27. English translation of a book
Laplace, P.K. (1951). A phiolosophical essay on probabilities (F.W. Truscott & F.L. Emory,
Trans.). New York: Dover. (Original work published 1814)

28. Brochure, corporate author

Research on White-Collar Crime. (1998). What it is and how to stop it [Brochure]. Kansas City,
MO: Author.
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10
29. Article or Chapter in an edited book
Duke, B. (1998). Living on abudget. In Duke, D. & L. M. Hogg (Eds.), Surviving college:
What to do and what not to do (pp. 21-62). Cedar Rapids, |A: McGraw Hill.

* For achapter in an unedited book, include the word “In” before the book title

30. Article or chapter in an edited book, two editors
Warner, M. (1999). Careersin criminal justice. In A. Borgia & J. Munch (Eds.), Encyclopedia of
criminal justice (pp. 309-330). New York, NY: Green.

31. Article or chapter in an edited book in press, separately titled volume in a multivolume work (two-
part title)

Orbach, J.P. (in press). The origins of social-anxiety disorder: atheoretical reformulation. In J.M.
Masling & M. Van Buren (Eds.), Empirical studies of psychoanalytical theories: Vol. 8.
Psychoanalytical perspectives on psychopathology. Washington, DC: American
Psychological Association

32. Chapter inavolumein a series
Stabler, E. & Novak, C. (2005). Criminology in the family. In O. Benson (SeriesEd.) & J.
Fontana (Vol. Ed.), Handbook of criminology: Vol. 5. Socialization, personality and
criminal development (4" ed., pp. 1-101). New Y ork: Random House.

33. Entry in an encyclopedia
Pierce, B. F. (2000). Crime. In Encyclopedia Encarta (Vol. 4, pp. 1000-1012). St. Paul:
Encyclopedia Encarta.

34. Reports
Pierce, B. F., Hunnicut, B.J., & Mclntyre, T.J. (1999). Writing styles of college students (College
Information Rep. No. 12-3). New Y ork: National Education Association.

*Include in parentheses after title issuing organizations number for the report and abbreviations
for issuing organizations may be used

Media:
35. Reviews of books, film, video
Pierce, B. F. (2001). Exposing Crime [Review of the book/film/video The truth behind the
image]. Crime and Delinquency, 27, 222-224.

*|f abook, use the term “book”. |f amotion picture, use the term “motion picture,” etc.

36. Motion Picture
Simpson, H. (Producer), & Szyslak, M. (Director). (1999). The story behind Springville. [Motion
Picture]. (Available from MMC, 1330 EImhurst Dr NE, Cedar Rapids, |A 52402)

37. Television Broadcast
Skinner, S. (Producer). (1999, February 2). The O’ Malley factor [Television broadcast]. New
York: NBC.

*Include specific date and title of episode if known
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38. Television Series
Klown, K. (Producer). (1999). The Smpsons [Television series]. Cleveland: PBS.

39. Single Episode From a Television Series
Wiggum, C. (Writer), & Lovejoy, T. (Director). (1987). The one camping trip [Television series

episode]. In M. Simpson (Producer), The simpsons. New Y ork: CBS.

40. Music recording

General form:

Writer, A. (Date of copyright). Title of song [Recorded by artist if different from writer]. On Title of
album [Medium of recording: CD, record, cassette, etc.]. Location: Label. (Recording date if
different from copyright date)

41. Audio recording
Costa, P.T. Jr. (Speaker). (1999). Personality, continuity, and changes of adult life (Cassette

recording No. 207-433-88A-B). Washington, DC: American Psychological Association.
I nter net:

Non-Periodical Documents (see entry on p.5 if Internet refer ences seem confusing)

42. Chapter or Section on the Internet
Drug Enforcement Administration. (1988, September 3). Cocaine and its importation into the
United States: A closer look. Retrieved December 15, 2001, from
http://www.dea.gov/articles/document3_cocaine.html

43. Stand-Alone Document, No Author, No Date
Reinforcing racism report. (n.d.). Retrieved December 1, 1999, from
http://www.nolo.com/articles/reinforce.htm

44. Document Available on Department Web Site
Flanders, N. (1996). The problem with problem oriented policing. Retrieved July 2, 2002, from
Luther College Web site http://www.luther.edu/departments/cj/articlel2.htm

Periodical Documents
45. Articlein an Internet-Only Journal
Apu, A. (2001, September 4). Who's policing the police? NSA Intelligence Bulletin, 5, Article 7.
Retrieved June 2, 2001, from http://www.electronic.com/article00012.htm
46. Articlesin an Internet-Only Newsl etter

Milhouse, M. (1999, June). How to solve the teen crime problem. Teen Crime Weekly, 12(3).
Retrieved July 3, 2002, from http://www.proquest.com/articles/crime002.htm
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12
47. Legal Materials

APA style largely follows The Bluebook format (standard for citing legal materials), but with slight variations.

Citing L egal Cases

For U.S. Supreme Court:

On References page:
Name v. Name. Vol. Number U.S. Page number. (year).
Example: McKlesky v. Kemp. 481 U.S. 279 (1987).

Within Text:

Name v. Name (year)
or

(Name v. Name, year)

Examples: - The Supreme Court held in McKlesky v. Kemp (1987) that the death penalty was still
constitutional.
- The Supreme Court refused to strike the death penalty down as racist (McKlesky v. Kemp,
1987).

For other courts:

On References page:
Name v. Name. Vol. Number Reporter Page number. (court abbreviation year).
Examples: United States v. Y ahnke. 395 F.3d 823 (8" Cir. 2005).
United States v. Myers, 353 F.Supp.2d 1026 (S.D.lowa 2005).
State v. Padavich, 536 N.W.2d 743 (lowa 1995).
Clitesv. lowa, 322 N.W.2d 917 (lowa Ct. App. 1982).

Federal Reporter abbreviations:. F., F.2d, F.3d (circuit courts) or F.Supp. or F.Supp.2d (district courts)
State Supreme Court Reporter abbreviations: N.W., N.W.2d, N.E., N.E.2d, etc.
State Appeals Court Reporter abbreviations: lowa Ct. App., €tc.

Within Text:

Name v. Name (year)
or

(Name v. Name, year)

Examples: - In United Sates v. Myers (2005), the Southern District Court in lowa refused to say that the
Federal Sentencing Guidelines were presumptively reasonable.
- The Court of Appeals for the 8" Circuit has departed upward in sentencing since the U.S.
Supreme Court ruled that the Federal Sentencing Guidelines were only advisory in nature
(United Satesv. Yahnke, 2005).
- The lowa Supreme Court held that knowledge is necessary in order to establish the crime of
possession (State v. Padavich 1995).
- In Clitesv. lowa (1982), the lowa Court of Appeals established a new precedent regarding
liability to patients.
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Citing L egislation (statutes)

For federal laws:

On References page:
Name of Act § section number, Volume number U.S.C. § Section number (year).
Name of Act, Pub. L. No. Number, § section number, Volume number Stat. Page number
Example: National Environmental Policy Act of 1969 § 102, 42 U.S.C. § 4332 (1994).
Americans with Disabilities Act of 1990, Pub. L. No. 101-336, 82, 104 Stat. 328 (1991).

Note: To type the section symbol (8) in Microsoft Word, hold down the ALT key and then type 21 on the
keypad (to the right of the keyboard).

Within Text:
Name of Act (Year) or Name of Act of Year
Example: The National Environmental Policy Act (1969) established the Council on Environmental Quality.
The Americans with Disabilities Act of 1990 protected alarge number of people.

For statelaws: These vary by state.
Examples:
lowa Code § 806 (1998)
I1l.Rev.Stat. ch. 3, para. 4.
Mass.Gen.L. ch. 3, 8§ 4.

Citing Constitutions

On References page:
Abbreviated name of Constitution pt. Part number (if any), art. Article number in Roman numerals. 8 Section
number.
Abbreviated name of Constitution pt. Part number (if any), amend. Amendment number in Roman numerals,
§ Section number.

Examples:

Mass. Const. pt. 1, art. XV.

U.S. Const., amend. XIV, § 1.

Within Text: same
Example: Freedom of speech isa constitutional right (U.S. Const. amend. 1).

American Psychologica Association (5th ed.). (2001). Publication manual of the American Psychological
Association. Washington, DC: American Psychological Association.
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Criminal Justice (and Related) Periodicalsin Busse Library

American Demographics, v.9, 1987 —v.26, 2004

American Journal of Criminal Justice, 2003-

Corrections Magazine, v.1, 1975-v.9, 1983

Corrections Today, v.50, 1988; v.52, 1990-

Crime and Delinquency, v.11, 1965-

Criminal Justice and Behavior, v.19, 1992-

Criminology, v.19, 1981-

FBI Law Enforcement Bulletin, v.51, 1982-

Journal of Criminal Law and Criminology, v.65, 1974-
Journal of Family Violence, v.7, 1992-(On Microfiche Only)
Journal of Interpersona Violence, v.5, 1990-

Journal of Police Science and Administration, v.1, 1973-v.17, 1990
Law and Order, v.25, 1977-v.32, 1984; v.36, 1988-v.48, 2000
Law and Society Review, v.9, 1974-v.24, 1990; v.26, 1992-
National Law Journal, v.16, 1993- v.25, 2003

Police Chief, v.39, 1972-

Prison Journal v.66, 1986-

Also see the Periodical Holdings lists for Psychology, Social Work and Sociology/Anthropology for other
relevant materials.

Y ou can also visit the Internet address http://www.mtmer cy.edu/busse.htm to access (from home) EBSCO,
PsycINFO, PAIS, Lexis-Nexis, and various other databases which have numerous articles on criminal justice.
All passwords can be found in Icampus.

**For more information on citing electronic / Internet sources, please refer to pp. 271-281 of the Publication
manual of the American psychological association (5™ ed.). This book islocated in the Busse Library.
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Plagiarism

Students often have a difficult time understanding the concept of plagiarism. The purpose of this pageisto
familiarize the reader with what plagiarism is, and how to avoid it. This page does not contain everything one
needs to know about plagiarism. It does, however, provide the reader with some insight into the most common
offenses that students commit in “writing” papers.

Firgt, it isimportant to define plagiarism.
Plagiarism is defined as:

“...to stea and pass off (the ideas or words of another) as one's own: use (another's production) without
crediting the source.”

“...to commit literary theft: present as new and original an idea or product derived from an existing source.”
Source: Webster@® New Collegiate Dictionary 9th ed, (Springfield, MA: Merriam 1981, p. 870).

Secondly, it isimportant to provide examples to illustrate plagiarism.

Example 1: Direct copying from a book, journal, etc. Thisisavery common form of plagiarism. This type of

plagiarism is usualy intentional, and many students believe they can evade detection. This is particularly
foolish considering the instructor is probably well read in the particular subject being written.

Example 2: Direct copying from a book, journal, etc. with a citation. Essentially, this is the same offense as
example one, except the student provides a reference to the book or journal from which he or she retrieved the
material. In other words, simply including a reference to the original document does not absolve the student
from wrongdoing. While quotations are certainly acceptable, quoting an entire page out of a book is not.

When Isn’t a Citation Needed? The most obvious situations when citations are not needed include sentences
that are your own ideas, or sentences that can easily be considered “common knowledge.”

Always remember:
WHEN IN DOUBT, CITE.
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Tipsfor Effective Academic Writing

Please be advised that the following writing tips are my suggestions to help you in your writing. If your
instructor has a preferred method of writing, use that method. If you are writing a paper in one of my classes,

use this quide.

Beforewriting: Think about your topic. Write an outline before plunging in.

Introduction: Give a preview of what your paper will cover. Include your thesis statement toward the end of
the first paragraph.

Write a Clear Thesis Statement — A thesis statement is a one or two-sentence statement that illustrates the basic
argument that is being presented in the paper. Essentially, the writer takes a stand on a particular issue that
justifies examination. A good paper will contain a clear thesis statement in the beginning, and scientific support
for that statement throughout. For research papersin my classes, please be sure to boldface your thesis
statement!

Sample Thesis Statements:

1. Capital punishment should remain legal because it deters violent crimes.

2. Considering the fact that children who grow up in poverty are X% more likely to become adult
criminals than their peers who do not grow up in poverty, the government should allocate more money
towards reducing poverty.

3. Police departments should restrict or eliminate high-speed police pursuits because of the increasing
legal liabilities associated with this practice.

Examples: Illustrate your points with examples from the assigned reading. These examples will show your
instructor that you've actually completed the assigned reading. A good paper provides specific examples and
evidence to support the arguments (rather than sweeping overgeneralizations that are unsupported).

Write Clear Paragraphs— A clear paragraph conveys one main point and begins with atopic sentence that
supports, explains, or qualifies the thesis statement. Each subsequent sentence in the paragraph should support,
explain, or qualify the topic sentence. Although APA doesn’t specify, a solid paragraph typically contains at
least four sentences unlessit isatransitional paragraph.

Write Complete Sentences— A complete sentence has a subject and a verb; begins with a capital letter and
ends with punctuation; and conveys a complete thought.

Incomplete: Wilson described police officers.

Complete:  Wilson described the disheveled physical appearance of police officersin Chicago.

Express YOUR ldeasin YOUR Own Words— Use quotations to support your ideas, but don’t simply string
together a series of quotations. Be sure that you construct the overall argument. Specifically, thisis athree-part
process. lead into the quote, quote, follow the quote with your own analysis or use it as a springboard to the
next idea.

Always Place Someone Else’s Wordsin Quotation Marks— Never use phrases or sentences constructed by
other writers without crediting them. If you fail to place other people swords in quotation marks, you have
committed plagiarism, a very serious offense.
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Be Consistent About Verb Tense.
Incorrect: Advocates of coeducational police training argue that the presence of female recruits would

refine male recruits’ learning and that mixed training will develop better trained female police officers.

Correct: Advocates of coeducational police training argue that the presence of female recruits will

refine male recruits’ learning and that mixed training will develop better trained female police officers.

Watch for Singular-Plural Agreement —in noun-noun and noun-verb pairings.
Incorrect: Each time a defendant enters a guilty plea, they are admitting to a crime.
Correct:  Each time a defendant enters a guilty plea, he/she is admitting to a crime.

Another example: Singular-Plural Agreement
Incorrect: The data suggests that the media has a negative effect on child-parent interactions.
Better:  The data suggest that the media have a negative effect on child-parent interactions.

Spell Correctly —In the age of “spell-check,” numerous misspelled words seriously detract from a piece of

writing. While “ spell-check” is very useful in writing papers, please be advised that it is only awriting tool and

should never replace proofreading.

Use the Proper Form of Book and Article Titles— Book titles areitalicized or underlined and article and
chapter titles appear in quotations.

Book: Race, Crime, and the Law

or Race, Crime, and the Law

Article: “ Serious Criminality at U.S. Colleges and Universities: An Application of the Situational
Perspective”

Chapter: “Drugs and Falling Crime Rates’ in Why Crime Rates Fell
or “Drugsand Falling Crime Rates” in Why Crime Rates Fell

Avoid Asking Rhetorical Questions— State your points clearly instead of expecting the reader to infer them
from rhetorical questions.
Indirect: Isit fair for Blacks to have higher incarceration rates than Whites?
Better: Blacks areincarcerated at a disproportionately higher rate than Whites.

Use Proper Punctuation — Remember that:
A colon (:) introduces a quotation or list of items.
For example: “ Some factors that contribute to criminality include: poverty, association with
delinquents...”

A semicolon separates two clauses that would otherwise be complete sentences.

For example: “Racial profiling by the police has along history; the first documented case
occurred in 1965.”
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Use Digits and L etter s when describing Numbers.
Asagenera rule, digits under 10 should be expressed using letters (e.g., one, two three)
Digits 10 and over should be expressed using numbers (e.g., 10, 11, 12)

When beginning a sentence, however, always use letters.

For further clarification of when to use numbersv. letters, please see section 3.42 — 3.44 of the APA
manual .

“Percent” versus“%”
Use “%” when a number precedesit.
Approximately 50% of juvenile delinquents...

Use “percentage” when a number is not given.
The percentage of delinquentsin lowais not known.

Sincev. Because/As
Try to use “since” only as atime reference.
Incorrect: | should be allowed to go to the late movie since John was allowed to go.
Better: | should be alowed to go to the late movie because John was allowed to go.

[t@and its. You@e and your. There, their, and they®@e. "It's" isan abbreviation for "itis." Otherwise, use
"its." "You're" isan abbreviation for "you are." Otherwise, use "your." "They're" is an abbreviation for "they
are" "Their" refersto ownership (e.g., it'stheir house). "There" refersto aplace (I remember it because it has
"here" within the word. e.g., Set the remote control over there.).

Lastly, please note that | have atendency to use my persona “shorthand” when marking papers. (see below)

RW = reword

AWK = awkward

CS= need compl ete sentence
UNC = unclear

R-O = run-on sentence

1 = need new paragraph

*Please be advised that this guideis a list of my suggestions to help you in your writing. If your instructor has
a preferred method of writing, use that method. If you are writing a paper in one of my classes, use this guide.
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