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General Writing and Style Guidelines 

First, please purchase a coy of the Publication Manual of the American Psychological Association (5th Ed.). Why? This manual contains the standards that professionals in our field use to organize and format academic writing projects (e.g., research papers). Having a single source to consult makes it easier for the author when writing a paper, and makes reading academic work easier for the reader because there is a predictable manner in which information is presented, sources cited, etc. It is very likely that you will be asked by all your professors in the special education program to conform to APA style in all major writing project assignments. Having your own copy of the APA manual will save you time in the long run. In addition to having your own copy of the APA Manual, I’m providing some basic guidelines, handouts, and websites that may be useful to you.
I am asking that your papers follow general APA style guidelines that include the following:
(The page # in the APA manual [5th ed] for each item is in parentheses after each item.) 
1. Indent the first line of every paragraph. To be consistent, use the tab key (it should be set to a ½” indent-this is usually the default setting of most word processing programs) (p. 289)
2. Double space the entire text, using 1” margins on the left, top, right, and bottom of the page. Do not justify lines; use flush-left style. (pp. 286-287).
3. Use headers. Headers contain the first two or three words from the title of your paper and are placed in the upper right-hand corner of the page, about 5 spaces to the left of the page number (see the header on this handout as an example). Create these using the automatic functions of your word processing program. (p. 288)
4. Use page numbers, placed in the upper right-hand corner of each page, about 1” from the right edge of the paper. HINT: create a header (under VIEW in Microsoft Word) and use the automatic pagination function. (p. 288)

5. Write in complete sentences. 
6. Use headings to organize your papers. Headings can help you to organize your ideas and also help the reader to understand your paper. Most papers will use three levels of headings:

Centered Uppercase and Lowercase Heading
Flush Left, Italicized, Uppercase and Lowercase Side Heading


Indented, italicized, lowercase paragraph heading ending with a period.
There are other levels of headings; if you find you need them, see pp. 113-115.
7. If you are directly quoting something said or written by someone else (i.e., word-for-word), use APA guidelines found on pp. 117-122 to insert these correctly into your text. If you decide to quote someone, be certain the quote is exact.

8. If you paraphrase information from another source (e.g., use someone’s ideas or comments but reword them), you must document the name of the author and date of the publication. (See pp. 207-214.) Doing so is helpful to the reader and provides documentation of where you obtained information in writing your paper. 
9. Put a reference page at the end of your papers that includes the complete citation of all sources used in developing your paper. Any source found in the text must be included in the Reference section of your paper. (See pp. 215-222 for general guidelines. If you have a source not covered in these pages, see the remainder of Section 4.0 in the APA manual.) The Reference page begins on a separate page from the remainder of your paper and has the following format:
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(See pp.313-314 for a sample reference page.)
Additional Help


Dr. Scherba de Valenzuela has kindly agreed to share her website with our class. She has additional information on APA style available on her site including useful information on the difference between paraphrasing and plagiarizing someone’s work. Check it out!        www.unm.edu/~devalenz/handouts/APA.html  

I highly recommend Purdue University’s Online Writing Workshop (OWL). It has great resources for all types of writing (including a step-by-step tutorial for writing a research paper, if you have one assigned in any of your classes). The site includes information on how to improve your writing as well as formatting papers, conducting searches, grammar and punctuation, correctly citing sources, etc.:  http://owl.english.purdue.edu/ 

Dartmouth College also has a website that may be useful to you, both in the “how-tos” of writing academic papers, and in understanding how to appropriately document sources used in writing a paper:  http://www.dartmouth.edu/~sources/
Finally, if you have questions that aren’t answered by looking in the APA manual, try looking at the APA website: www.apastyle.org   The website has the most up-to-date information available concerning correct APA format plus lots of other helpful information.
