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LMC Introduction  
 

Xavier LMC Staff: 
Dee Davis: Teacher/Librarian 

Anne Wallraff:  Media Assistant 
 

Operating Hours: 
Mon.-Thurs. Ð 7:15am-3:30pm 

Fri. Ð 7:15am-2:45pm 
 
A Special Note to Xavier Students and Parents  
 
 
The ÒXavier Research & Reference GuideÓ is the ultimate aid for students in helping them access all 
kinds of material.  This resource is given to the students in a paper copy as an incoming freshman or a 
transfer student.   
 
In order to use many of these resources, you will be required to provide a student email address. We 
would like all students to have an email address that you use solely for school purposes. Many 
resources will not accept an address twice as in the case of many families with siblings. You may 
create free online accounts at many places. We recommend Gmail as a reliable source. It is also 
prudent to remember that your teachers will be seeing and using your email address, so keep this in 
mind when coming up with an appropriate name to use for your email address.  
 
Also note that you should use the same email address for all school purposes. 
 
The Xavier LMC is stocked with everything you need to be successful academically during your time in 
high school.   
 
High school is a very important transitional step for students.  You are starting to prepare for college.  
To make this transition go as smoothly as possible the LMC (Library/Media Center) is committed to 
helping each student by providing educational, research, reference, and recreational material that can 
be accessed in a variety of ways. 
 
We make a promise to all students at Xavier through our 4 basic standards. This commitment is kept 
to all students working with the Media Center staff, the Teacher-Librarian partnering with teachers and, 
in some cases, the regular curriculum.  Our standards say that by the time students leave Xavier, 
he/she will: 
Know how to utilize all forms of print and non-print media. (i.e., books, ebooks, art prints, magazines, 
CDÕs, DVDÕs, videos, on-line databases, etc.) 
Know how to access, evaluate and use information appropriately. 
Know about and practice ethical and moral behavior as it pertains to information literacy. 
Know how to select the appropriate media to solve problems and make decisions. 
 
This guide is our way of helping you keep lots of important information in one place as you are trying 
to complete an assignment.  We want you to be able to access it anywhere at any time.  This 
information is provided in a paper format, in the LMC section on the Xavier Web site 
(http://www.xaviersaints.org), and through podcasting, accessed through the Xavier Web site. Extra 
copies are also kept in the LMC for you to use. 
 
A booklet has been added to the Xavier LMC section of our website. This booklet is the ÒXHS Style 
Book.Ó  It gives students specific instructions on how to format an outline, paper and how to use 
citations. at Xavier. This is what students will refer to when doing research papers. 
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Media available  in the LMC : 
Books/ebooks 
Reference materials 
CDÕs 
DVDÕs/Video tapes 
Presentation hardware 
Media preview station 
 
Programs available i n the computer labs : 
Microsoft Office 2003 (this includes Word, Excel, & Powerpoint) 
Inspiration 8.0 
 
Programs available only in the Library & Business Lab:  
Microsoft Office 2007 
 
Additional Programs available only i n the Journalism Lab & Library : 
Illustrator CS5 
Photoshop CS5 
Dreamweaver CS5 
Acrobat Reader CS5 
InDesign CS5 
Flash CS5 
 
Resources Available in the LMC : 
Color printer (there is a charge for color printing) 
Epson scanner for photos or scanning documents to text files 
Card readers to import photos from cameras 
 
We offer the following services:  
Copy machine -10¢ a copy 
Lamination - 25¢ a foot 
Color copies - 75¢ for 8! X 11Ó sheet  
Regular B&W copies are FREE 
 
Items for sale in the LMC:  
The LMC carries Pencils, Pens, Highlighters, Index cards, Construction paper & Poster board. These 
supplies are cash and carry only. We cannot take money out of a studentÕs lunch account and we 
cannot give credit. Students are never required to buy supplies from the LMC. 
 
Items for students to use in the LMC:  
We carry a small supply of materials that may help you complete projects at school. These include: 
compasses, protractors, calculators, markers, colored pencils, scissors, glue and tape. 
 
For a tour of the Xavier LMC, please access the Xavier website at www.xaviersaints.org. Click on the 
Academics tab, LMC tab and then LMC Resources.  Here you will find a Powerpoint titled “LMC 
Introduction” that will give you a tour of the library and how it is set up. 
 
The LMC also has a color printer and scanner that students may use in the LMC. We do charge for 
color copies. Students can put color projects into a drop folder on the shared drive and pay at the front 
desk to receive the color prints. Black & white copies are FREE. Usage of the scanner is also FREE. 
The scanner is connected to only one computer (right next to the scanner). 
 
 
 
 

*Please note that if you 
are using the newer 
versions of these 
programs at home you 
need to save them in 
the format used at 
school if you want to 
bring them to school to 
continue working with 
them. 
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Policies and Procedures for the LMC:  
There are many unique academic areas at Xavier H.S.  The Xavier LMC is no exception.  Below are 
the rules and policies of XavierÕs LMC. 
 

1. All students are welcome in the LMC during the school day, unless some school/LMC policy 
restricts their use of the facility.  All students can use the facility before and after school. 

2. Students in the LMC are allowed to pass back and forth to the Commons area by accessing 
the back stairwell. 

3. All students entering the LMC through the front doors after the final bell rings for a period to 
start will need a signed ÒpassportÓ or they will be given a tardy. 

4. All students entering the LMC must sign in for attendance at the beginning of each period. 
5. The LMC is a quiet study area by student request.  All students using the LMC are expected to 

work on school-related assignments. During the school day, computer use is restricted to 
school work only.  No game playing, blogging, online chatting, or other kinds of similar 
activities are acceptable on the computers in the LMC or Multimedia Lab. (See student 
Computer Use Agreement that is signed by Parents and Students). 

6. If a student cannot follow these rules, they can be put on a Òno privilegeÓ status for a period of 
time. Parents will be notified for any restrictions on privileges in the LMC. 

 
Material Checkout:  
All students are allowed to check out materials from the LMC unless they are on the ÒNo PrivilegesÓ 
list.  
Books are checked out for a 2-week period and can be renewed. Reference books and Òclosed stackÓ 
books are only checked out on an overnight basis. 
Students must use their Xavier ID to check out material. 
 
Fines : 
 Books     10¢ per day 
 Reference books    25¢ per day 
 Media (movies & audio tapes, etc.)  50¢ per day 
 Any lost material    Replacement cost 
  

1. Weekends and holidays do not accrue fines. All media other than books (videos, audio tapes 
& CDÕs) accrue fines at .50 per day. 

2. Certain projects will have special due dates and fines associated with them that have been set 
by the teachers and their department.  Students are always informed of what these changes 
are.  With special projects, if the student has not returned the book and/or paid the fine the 
student automatically goes into ÒNo PrivilegesÓ* status. This helps ensure that the materials 
are returned for other students to use. 

 
Overdue materials:  

1. Notices on overdue books and fines are sent to students and parents weekly through an 
automated email system. Students are responsible to check their email accounts for 
messages. This can be done at home or on any computer at school. If a student has not given 
Xavier an email address, email copies will be distributed through their parents email. 

2. After 3 notices (approx. 3 weeks) for an overdue book or fine, the student will go into Òno 
privilegesÓ status in the library until these are taken care of. Students will continue to get 
weekly notices until the account has been cleared. 

3. ÒNo PrivilegesÓ means that the student can use the LMC before and after school, but is 
restricted from using it during the school day, except when they are with a class and they are 
not allowed to check out any additional materials even if it is for homework until that overdue 
or fine has been cleared. 

 
Students on Deficiency : 

1. Students may find themselves on deficiency.  The purpose of deficiency study hall is to help 
students get back on track with their studies.   

2. To enter the LMC, deficiency students need to have his/her passport signed by one of their 
classroom teachers with an assignment to do.  (Example:  If you need to do an English 
assignment, the English teacher needs to sign your passport.)   
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3. The LMC staff will monitor deficiency students to make sure that they are on task during the 
period.  If they are using the LMC inappropriately (i.e., to surf the Internet rather than do their 
assignments) the teacher signing the passport will be informed. 

 
Lost LMC Materials:  

1. If a student thinks they have lost material, they should inform a LMC staff member. Fines will 
keep accruing on overdue books, but will be stopped as soon as the student informs the LMC 
that the item could possibly be lost. 

2. The student will be charged a replacement fee for that book. 
3. If the item is found before the end of the school year, the replacement fee minus the original 

fine cost (from the day that the LMC was informed about the missing material) will be refunded 
to the student. 

 
Destiny  Card Catalog:  
You can easily find a book in the Xavier LMC from any computer with internet access at school or at 
home.  You can find it on any Xavier desktop, on the Xavier webpage, or at the following address: 
 

http://lmc.xaviersaints.org  
 

OR 
 

Go to the Xavier website and follow links to the Xavier LMC  

You can search the catalog quickly as a guest. BUT if you log in, you can access more helpful 
features: 

¥ You will be able to see books you currently have checked out & their due dates. 
¥ You will see any fines you owe 
¥ You can read book reviews posted by others. 
¥ You can post book reviews. 
¥ You can save books lists for later reference. 
¥ You have access to resource lists that may be posted by your teachers. 
¥ You can download eBooks to your computer. 

 
To set up your own account:  

¥ Open Destiny 
¥ Select ÒXavier HSÓ 
¥ Click ÒCreate AccountÓ (upper Rt. Corner) 
¥ Fill in required information 

 
Notes:  
ÒStudent BarcodeÓ refers to your student ID number. 
If you use the same username and password that you use for the computers here at school, it will be 
easy to remember. 
 
To Review a Book:  

¥ Log in 
¥ Go to Catalog tab 
¥ Type in title 
¥ Click Title button 
¥ Click details next to your book title 
¥ Open ÒReviewsÓ tab 
¥ Add review 
¥ Rate your book (1-5 stars) 
¥ Type in review 
¥ Save 

 
eBooks: eBooks, or electronic books, can be downloaded to your computer. eBooks will be 
distinguished by this icon in front of the book title when you do a search. 
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To download an eBook:  

¥ Search for the book title 
¥ Identify the eBook icon before a title (see above) 
¥ Click the ÒdetailsÓ button after the title (see above) 
¥ Click the Òcheck outÓ button on the Rt. Hand column 
¥ It will prompt you to check for and download the appropriate Follett Digital Reader software. 

You will automatically be prompted to download this. 
¥ You can download later to a different computer OR ÒDownload ebook to this computerÓ 
¥ eBooks will be checked out to you for 2 weeks. At that time, the book will disappear from your 

computer. 
 
To learn more about how to use Destiny, please refer to the Destiny tutorial found under the LMC 
Resources section of the Xavier LMC webpage.  
 
 
 
Public Access:  
If you have a public library card, NOT your School ID, you can use any area library and check out 
items. This includes Coe College, Mt. Mercy College, Kirkwood Community College, and Cornell  
College (in Mount Vernon). These can be very useful sources for materials when doing research 
papers. Some colleges may ask you to fill out an informational form in order to check out books. 
 
Suggestion: If you do not want to check materials out, but still want to use the material, take along 
change and use the copy machines at the college library. DonÕt forget to write down your 
bibliographic information!  
 
You can search all the CR area public libraries card catalogs at the following address: 

http://catalog.crlibrary.org  
 
 

 
Homework Help Priority List:  
 
Keep the following list in mind as you tackle each of your assignments during the 
school year. 
 
T Ð Teacher provided material 

O Ð Online databases & computer software 

P Ð Provided material in the LMC 

P Ð Public Access to Public/College Libraries 

S Ð Student generated searches on the internet  

 

 



8 
 

Research Process  
 
These basic steps will help you in developing a successful research process:  
 
Define:  the purpose is toÉ  
 Inform 
 Persuade 
 Convince 
 Support/Confirm 
 
Research  - the topic 
 Overview the topic 
 Identify likely sources 
 Determine accuracy of information 
 
Revise - the search strategy if necessary 
 Narrow information 
 Expand information 
 Change research topic if necessary 
 
Determine - the final topic 
 Formulate thesis (if required) 
 Formulate questions to guide research 
 Start outline 
 
Locate/Use  - sources 
 Print materials 
 Electronic sources 
 Interviews / surveys 
 
Collect - organize and record information 
 Determine relevance 
 Distinguish among fact and opinion 
 Include multiple points of view/theories 
 Take notes/record information 
 
Assess - draw conclusions 
 Create rough draft 
 Edit and revise 
 Cite sources  
 
 
Please Note: Your teacher may give you other research guidelines that you must follow. 
 
 
 
 
 
 
 
 
 
 
 
 
Information taken from Brief Notes: Using the Internet Online Research Databases published by Iowa 
AEA Online. 
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Research Checkl ist  
 
The following check list may help you to best determine which materials will help you 
in completing your assignment. 

�   Books 

�   Magazines articles (EBSCO) 

�   Newspapers Articles (EBSCO) 

�   Journal articles (EBSCO) 
 
 �  Reference books 

 �   Encyclopedias 

 �   Biographical sources 

 �   Quotation books 

 �   Books lists for closed stack books provided by the LMC 

 
�   CD 

�   Xavier Teacher - Librarian 

�   Personal Interviews 

�   Internet 

 �   Educational search engines 

 �   Online Databases 

 �   Easy Bib 

 �   Individual Web sites 

 
 
 
 
 
 
 
 
 
 
 
 

How to Evaluate a  Journal Article  
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A ÒjournalÓ is a scholarly magazine. You will find many resources that may or may not help you with 
your project.  It may be helpful to have some guidelines to help evaluate these sources. 
 
Purpose of the Article:  
 Was the article written to persuade, inform, prove, provoke, satirize, etc.? 
 
Organization and content:  

Is the material organized and focused?  Is this original research, a review of previous research, or 
an informative piece? 

 
Bias (of the publisher):  

Some publications have a bias or editorial policy that impacts the type of articles printed.  Is the 
journal political, or religious?  Who is the publisher?  Understanding the bias of the article can be 
an advantage or disadvantage depending on what your final outcome will be. 

 
Date of the article:  
 In most cases, it is important to use only current information for your project? 
 
Bibliography:  

Scholarly journals always contain a bibliography of resources consulted.  Compare citations to 
determine which works are cited frequently. These primary and secondary sources may be very 
useful sources for you. 

 
Usefulness:  

Is the information accurate, timely, reliable, complete, etc.?  Is the information fact, propaganda or 
opinion? 

 
Author:  

Is the author an expert in this field?  Where is the author employed and what else has he/she 
written? 

 
Audience and reading level:  

Is the author writing for the general public, a university or other special group?  Is the content or 
reading level appropriate?  A reading level is available for the Iowa AEA Online databases. Our 
databases use Lexile Reading Level.  Here are the Lexile Reading Level Equivalents for your use: 

 
Grade 1 Ð 200-350 
Grade 2 Ð 350-500 
Grade 3 Ð 500-750 
Grade 4 Ð 620-910 

Grade 5 Ð 730-960 
Grade 6 Ð 800-1030 
Grade 7 Ð 880-1090 
Grade 8 Ð 910-1140 

Grade 9 Ð 1030-1160 
Grade 10 Ð 1080-1210 
Grade 11 Ð 1130-1260 
Grade 12 Ð 1180-1300 

 
Illustrations:  
 Are charts, graphs, maps, photographs, etc., used to illustrate concepts?  Are these items current? 
 
Coverage:  

Does the work update other sources, or support other materials you have read, or add new 
information?  Does it extensively cover the topic?  Have you looked at enough resources to obtain a 
variety of viewpoints? 
 
 
 
 
 

Outlines for Papers  
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There are 2 ways  that you can easily generate an outline for any research paper that you will be 
assigned here at Xavier:  
  
 1.  Use the Word template found online at Xavier High School 
 2.  Use Inspiration Software 
 
Word Outline Template  online at Xavier : 
At Xavier, your teachers may want you to use a set template when doing outlines for research papers.  We 
have set up our own template for you to use that is approved by the English Department. You can access 
this template here at school by following these instructions; 
 
 1.  Open ÒMy ComputerÓ 
 2.  Click on ÒClass_Shared on Ôxhsfs01Õ (U:)Ó 

3.  Open the ÒOutline TemplateÓ folder and save it to your own documents AND/OR onto another disk 
to take back and forth between school and home. 

 
Please do not use the Microsoft Word Wizard for outlines.  
 
Inspiration Software:  
Inspiration software is a concept mapping program that can be used for many purposes. It puts information 
is an easy to use form that can easily be manipulated and moved around. You can use it for organizing 
hundreds of different assignments and projects. It is particularly helpful in doing outlines for research 
papers. 
 
Directions for Inspiration:  (note -this software is available at school only)  
 

1. Click on Start and then ÒAll ProgramsÓ 
2. Click on ÒInspiration 8.0Ó 
3. Click on the circle in the center. This allows you to manipulate the circle. The small boxes allow you 

to make the circle bigger. The diamonds allow you to manually connect 2 circles. (Hint: It is easier 
to use the lightning bolt feature than the diamonds). 

4. Click in the circle a second time to start typing your main idea/thesis. Before you type anything 
else, go to the tool bar and click on the lightning bolt feature. A red lightning bolt should show right 
after your ÒMain IdeaÓ. You will continue typing in the center box after the lightning bolt. As soon as 
you hit enter the second idea will automatically branch out to another bubble. These will become 
the main entries on your outline (I, II, IIIÉ).  

5. You may activate any bubble by double clicking it. If you want sub titles under that category, you 
need to go up the tool bar and click on the lightning bolt again. 

6. You can move any bubble to a different position on the screen by clicking on it and dragging it to a 
new position. 

7. Once you have created a portion of your ÒdiagramÓ outline, simply hit the ÓoutlineÓ button on the 
toolbar to convert it to a regular outline format. You can also add to your outline from this screen. 
To go back to the ÒdiagramÓ outline, just hit the ÒdiagramÓ button on the tool bar. Anything that you 
added in the ÒoutlineÓ format will now appear here also. 

8. When you are finished, simply print off your outline to hand in. 
 

 
 
 
 
 
 
 
 
When you finish putting your ideas into Inspiration, it will be unarranged. You may then hit one of 
the arrange buttons at the top to make it easier to understand. Your outline , after being arranged , 
may look something like this  (originally it may look more random) : 
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After hitting the Outline button, it will look more like this:  
 
Looney Tunes favorite characters; the good guys versus the bad guys? 

 I. Heros 

  A. Bugs Bunny 

  B. Porky Pig 

  C. Tweety Bird 

  D. Road Runner 

 II. Villians 

  A. Daffy Duck 

  B. Tasmanian Devil 

  C. Marvin the Martian 

  D. Elmer Fudd 

  E. Sylvester 

  F. Wile Coyote 

 

Online tutorials for this software can be found at: www.atomiclearning.com 

 

 

 

 

How to Use a Drop Folder  
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Many teachers will use ÒdropÓ folders for their research papers, powerpoints and other multi-
media projects. All shared folders, including drop folders, will be found on the ÒUÓ drive 
(class_shared).  
 

To find drop folders:  

¥ Go to My Computer 

¥ Open the U drive (Class Shared) 

¥ Open your teacherÕs folder 

¥ Find your class periodÕs folder (you will not be able to ÒopenÓ this folder) 

 

To save yo ur paper  to this folder:  

¥ Open ÒMy DocumentsÓ in another window 

¥ Drag and drop your paper/project into the classroom folder of your class period. (It is 

automatically copied here using this process) 

How to Create an Effective PowerPoint Presentation  
 
General Tips  

¥ You, the student, have the story, NOT the Power Point.  The Power Point is there to enhance what 
you are saying, not to substitute for your report. 

¥ You need to carefully plan your slides before you start putting them together. 
¥ Make sure your research is completed and is accurate, timely and relevant. 
¥ Make sure you know your audience.  You are speaking to students. However, you are also 

connecting with an instructor who is giving you a grade. 
¥ Practice your Power Point presentation so that you know how long it is and make sure it flows 

smoothly. (This is important because you often have to meet a time limit restriction.) 
¥ Again, donÕt use your Power Point as a substitute for you.  Speak clearly and comfortably and be 

able to answer questions about your slides. 
¥ If the teacher has given you a rubric or any instructional parameters make sure you have followed 

them. 
¥ All Power Point presentations should end with bibliographic citation slides.  These will tell us where 

your quotes, pictures, charts, etc., came from. 
¥ You should be using the Xavier online databases like Clipart for pictures and Soundzabound for 

music to avoid copyright problems. 
¥ You should try to see your Power Point in the room where you are going to show it to make sure 

your audience can see your slides effectively. 
¥ You should stand to the left of the screen to do your presentation because the audience reads from 

left to right and if you stand anywhere else it disrupts the flow of your presentation. 
 
General Tips for Effective Slides  

¥ Use the provided design templates whenever possible. 
¥ All your slides should be standardized and look uniform.  Presentations where each slide looks 

entirely different can be a distraction.   
¥ Information on each slide should be necessary and essential. 
¥ Use colors that contrast.  Studies have shown that the colors that helped the most students 

remember content was a navy blue background with yellow lettering. 
¥ Be consistent on each slide when it comes to special effects, transitions and animation.  If you go 

Òover the topÓ here your message will be lost. 
¥ Too many slides will lose your audience.  Older students and adults have an attention span of 

about 17-20 minutes before their brain starts to lose concentration.  Use only enough slides to 
make your point. 
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Guidelines for Font/Text Use  

¥ Font size should be from 32 to 48.  Minimum size would be 24.  Rule of Thumb:  If you stand 7 feet 
away from the computer screen and can read the text it is probably big enough. 

¥ 6 X 6 rule generally appliesÉ  no more than 6 lines with no more than 6 words to a line per slide. 
So give up using long sentences. 

¥ If you want an effective message:  larger fonts can indicate importance;  mix capital and small 
letters (DONÓT USE ALL CAPS.); avoid abbreviations and acronyms;  use a consistent color on a 
font to indicate an important word. 

¥ Be sure the color of the text and background is a good contrast, make sure they donÕt clash.  Also, 
donÕt mix red with green, which can affect people who are color blind. 

¥ Fancy fonts with ÒtailsÓ, ÒsquigglesÓ, etc. are hard to read. 
¥ Limit your punctuation marks. 
¥ Italics are hard to read 
¥ Underlining of text is not good, since people connect that to a hyperlink and want to click on it. 
¥ The default font on Microsoft Word is ÒTimes New RomanÓ.  This is not a good font for Power Point 

presentations. 
 
Clip Art, Graphics and Sound  

¥ Slides should never look ÒbusyÓ with several different colors, fonts or pictures.  People will have 
trouble discerning what is important on your slide. 

¥ Any of these added features should add balance to the slide.  Pictures or sound should not 
overwhelm a slide. 

¥ No more than 2 graphics per slide. 
¥ To be the most effective donÕt show your slide with everything on it.  Add each piece or picture to a 

slide as you talk about it. In other words your slides should be done in a progressive manner. 
¥ Make sure charts and graphs that show information are not too busy or too difficult when it comes 

to picking out the information that is important. 
¥ Do not use inappropriate sound or use sound just because you think it is a cool special effect.  

Sounds are very distracting and can actually cause an audience to take your presentation less 
seriously if the sound doesnÕt ÒfitÓ. 

¥ Placement of a picture is important.  It should not be placed off to the side of a slide, especially the 
right side. 

¥ To indicate importance in a list, use 2 different symbols, i.e., important parts of the list have a 
ÒcheckÓ in front, the rest of the list has bullets.  Again, be consistent. 

 
(This aggregated list came from a variety of sources from the Web and a lecture at a TCL workshop 
through the Diocese of Dubuque on March 31, 2009.  The 2 Web sites consulted were the presentation by 
Victor Chen at:  
http://revitalize.ncsa.uiuc.edu/workshops/sess6/resources/Effective_presentation.ppt  and a list from 
Virginia Montecino at:  http://ma son.gmu./edu/~montecin/powerpoint.html  ) 
 
 
 
 
 
 
 
 
 

Using the Internet  
 
 The Internet has proven to be a very powerful educational tool.  Unfortunately, students tend to think that 
the Web is the ONLY place to get information.  Remember that not everything IS covered on the WWW, 
and even very useful Web sites can disappear for any number of reasons. 
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Students must think critically when they use the Web for homework or other kinds of research.  Please go 
to the tutorial on how to search the Internet in the online database called ÒAtomic LearningÓ.  This is an 
excellent set of mini-movies that talk about how to search the WWW. 
 
CAUTION:  Do not rely on sites like Wikipedia, where anyone is allowed to get onto the site and submit or 
change information, with little or no supervision by a reputable resource person. The policy at Xavier is that 
Wikipedia cannot be used when doing formal research.  
 
Databases:  
Below are listed several Web databases that can be of general help as you are doing academic work. 
 
ÒIÓLighter Ð Provides a way to highlight websites the same way you highlight your printed materials. 
http://i-lighter.findmysoft.com/ 
 
Internet Public Library  Ð http://www.ipl.org 
 
Kidsclick  Ð http://www.kidsclick.org 
 
Merriam -Webster Dictionary/Thesaurus  - http://m-w.com 
 
Guide to Writing a Basic Essay  - http://members.tripod.com/~lklivingston/essay 
 
Eleven Rules of Writing -Good basic tips on how to write well - http://junketstudies.com/rulesofw 
 
Bartleby -An excellent one-stop shop for 1000Õs of full-text books, poetry, drama, etc., as well as 
Quotations, English Usage, Elements of Style by Strunk. 
http://www.bartleby.com 
 
Project Gutenberg -A way for students to access 18,000+ works of classical and modern novels that are 
now in the public domain. - http://www.gutenberg.org 
 
Using Online Internet Databases:  
Recent studies at the state and national level have documented the link between media and reading and 
student achievement.  ÒMake the Connection: Quality School Library Media Programs Impact Achievement 
in IowaÓ reports that the school library media center of today is not just a physical location; it is a gateway 
to networked information. 
 
When accessing online databases, you use information skills such as finding, evaluating, and using 
information; technology skills; and literacy skills in reading, analysis, and problem solving.  Online 
databases are important tools for students to use and understand and will provide you with lifelong skills 
required in the workplace. 
 
Why should I use a databa se (like Iowa AEA Online) instead of the World Wide Web ? 
Online research databases: 

¥ Selected sources specifically to help students 
¥ Information has gone through an editorial process 
¥ The entire document is indexed 
¥ Uses a controlled vocabulary to improve search results 
¥ Uses special engines to retrieve information 
¥ Allows users to sort and display search results 
¥ Include full bibliographic information 
¥ Includes enhancements such as reading levels 
¥ World Wide Web is contains less valid and reliable information 
¥ Some information on the web does not contain source, author, or date. 

 
What does this mean?  
You will want to access online research databases provided on your Xavier blue bookmark before you 
open up your search to the World Wide Web.  The information will be more effective and relevant.  
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Depending upon the topic, there may be times when what you are looking for is more likely to be found on 
the Internet.  

Understanding a Web Address (URL)  
 
Everyone should know how to deconstruct a Web address.  Exactly what do all of the parts mean? (See 
example below.)  Can knowing about the parts of a Web address help me evaluate the Web site to see 
how helpful it will be to me? Yes.  Knowing about the parts of a Web address like the domain name can 
give you a heads up as to how good the Web site might be. 
 
Example:  http://www.graysky.edu/~psimmons/storms/weather.html 
(Not a real Web address) 
 
*Read the address from the left. 
*http:// -Almost all Web addresses start with this designation.  It just means the address is found on the 
Internet. 
*www.graysky.edu/ -This is the domain name of the computer that is the server for the Web page.  The 
middle word often is specific and tells you the name of the originator, i.e., uofiowa (University of Iowa).  The 
domain name, .edu, is very important in telling us how reputable this site might be.  See the list below to 
find out the common meanings of the domain designations. 
*/~psimmons/ -The tilde(~) tips you off right away that this is a personal web site.  That doesnÕt mean it is 
necessarily bad, it just tells you to be a little cautious.  The site might be the personal site of the Number 1 
expert in the world on a certain subject. 
*/storms/ -The / designates a name of a folder, like a folder in a filing cabinet.  So the word between the two 
// is the name of a specific folder. 
*/weather.html -This is the name of the actual Web page we are looking at.  .html means that it is a file 
made for the Web. 
Note:  If you put in a long URL like this and it doesnÕt work start from the right or end of the address and 
delete sections of the address to see if you can access the site.  Remember sometimes Web sites 
drastically change their names and addresses or they can disappear all together. 
 
Domain Name Designations  
.biz = business  
.com = commercial, usually a business 
.ac = academic site in Europe (Ex.: Òac.ukÓ means an academic site in 
 England.) 
.edu = college/university in U.S. 
.k12 = K-12 school in the U.S.  (Ex.: .k12.ia.us) 
.gov = United States government sites 
.org = non-profit organizations 
.net = Internet provider 
.uk, .au, .ia, .fl, etc. = two letters that designate a state or country of origin 
.mil = United States military site 
.aero = air transportation industry 
.coop = non-profit groups that work with businesses 
.info = unrestricted information site 
.name = personal page 
.pro = A Web site done for a professional, i.e., a doctor, lawyer, etc. 
.museum = A museum in the United States 
 
Looking at the above domain names you can see that some would be better than others for educational 
research/homework.  By the same token, do not immediately dismiss a Web site because it has a .com or 
similar domain name.  The best sites to start with would be domain names like, .edu, .gov, .museum, and 
.ac. 
 
If you would like to know who owns a particular domain name go  to  www.easywhois.com 
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Evaluating a Web Site  
 
If you choose to use a Web site from the ÒfreeÓ Internet then you need to know how to evaluate a site.  As 
you go to various Web sites there are questions you should ask yourself.  If you can give answers that 
contain reputable, relevant, accurate information then you are probably good to go.  If you cannot answer 
these questions or donÕt recognize the material you should probably avoid the site. 
 

1. What does the author say is the purpose of the Web site?  Do you agree? 
 

2. Can you understand the material in the Web site?  Is the wording easy or difficult? 
 

3. Do the graphics/pictures enhance the Web site?    Yes    No 
 

4. Does any sound being used make the Web site better?   Yes   No 
 

5. Is the site easy to navigate?  Yes   No 
 

6. Who is the author of the site?  A person, organization, company, etc.?  What kind of reputation do 
they have? 

 
7. When was the last time the site was updated?  If it has been more than a month it might be out-of-

date? 
 

8. Is the information given accurate? 
 

9. Does the site show obvious bias or an agenda? (Depending upon what you are doing this bias or 
agenda might be appropriate.) 

 
10. What does the URL tell you about the Web site? 

 
 
You will find many resources that may or may not help you with your project.  It may be helpful to have 
some guidelines to use to evaluate the sources that you have found. 
 
Purpose of the Article:  
 Was the article written to persuade, inform, prove, provoke, satirize, etc.? 
 
Organization and content:  

Is the material organized and focused?  Is this original research, a review of previous research, or an 
informative piece? 

 
Bias (of the publisher):  

Some publications have a bias or editorial policy that impacts the type of articles printed.  Is the journal 
political, or religious?  Who is the publisher?  Understanding the bias of the article can be an advantage 
or disadvantage depending on what your final outcome will be. 
 

Internet Plug -Ins 
 
Below are listed the Web addresses for the following plug-ins that all computers should have installed on 
their hard drives.  There are dozens of plug-inÕs, however, the ones listed  below are essential for 
optimal use of the AEA online databases on all computers . (Note that these Web addresses can 
change over time.) 
 
Macromedia Shockwave  
http://get.adobe.com/shockwave/  
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Adobe  Flash  
http://get.adobe.com/flashplayer/  
 
Adobe  Reader  
http://get.adobe.com/uk/reader/  
 
Quick Time  
http://www.apple.com/quicktime/download/  
 
Real Player  
http://www.real.com/  
 
Windows Media Player  
http://www.microsoft.com/windows/windowsm edia/player/10/default.aspx  
 
 
 
General Instructions  
 

1. Access the Web site listed above. 

2. From the selection given (please make sure you read these carefully) you need to pick the FREE 

download that is right for your computer. 

3. Each download can differ from there.  Some automatically download to the hard drive and then 

give you instructions to reboot, etc.  The programs are pretty good at telling you what you need to 

do to install this particular plug-in.  Once the program is on your hard drive, it will be accessed by 

the Web sites whenever it is needed. 

4. The Web site will tell you when a FREE upgrade is needed or available and you just follow the 

directions. 

5. Plug-ins take up very little hard drive space and when you are asked to do an upgrade that new 

software normally layers right over the old version.  

         

 
 
 
 
 
 
 
 
 

Turn It In  
 
 
Turn It In:  Is a service that Xavier subscribes to, to help reduce plagiarism and copying. Papers can be 
submitted and come back with a report as to how much of the wording has been copied from somewhere 
else versus the students own work. The teacher must then follow up with the bibliographic information 
provided with the paper to determine that all sources have been credited. 
 
Students may be asked to submit papers on their own to preset folders set up by the teacher or the teacher 
may decide at any time to download a paper that is suspected of not being the studentÕs original work. The 
teacher will provide all IDÕs & passwords needed for their classes. 
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There are 3 main things you  need to do:  

1. Create a Profile  
2. Select a Class  
3. Submit a Paper  

 
Create a Profile:  

¥ Go to http://turnitin.com 
¥ ÒCreate an accountÓ (top Rt.) 
¥ Click on  ÒstudentÓ under ÒCreate a New AcctÓ.  
¥ Here you will find information to create a profile, use a previous account or view an informational 

video. 
¥ When creating a student account you will need a class ID & password provided by your teacher.  

 
Select a Class:  

¥ Your class will show up on your homepage. Click on the name of your class to open your class 
portfolio 

 
Submit a Paper:  

¥ Click on class 
¥ Click on assignment name  
¥ Click submit paper button next to it 
¥ Follow directions and browse to find your paper. 
¥ Click upload 
¥ To confirm the submission, click the submit button 

 
A Quickstart  Guide can be found here:  
http://turnitin.com/static/support/guides_manuals.html 
 
 
PLEASE REMEMBER: You need to use the same email address for all school functions and it 
cannot be the same address as a sibling Õs (such as a  family  email address).  
 
 
 
 
 
 
 
 
 
 
 
 

eLibrary Science  
 
eLibrary Science  
www.proquestk12.com/myproducts 
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Go beyond your science textbook and reference books.  eLibrary Science is a comprehensive resource 
designed to help support your study of; the earth, life, physical, medical and applied sciences. This website, 
brought to you by a donor of Xavier High School, is targeted at science and contains videos, multimedia 
files and other interactive tools. 
 
This site contains information from over 500 science sources, many of which are available in electronic 
format for the first time, including; 

¥ magazine 
¥ journals 
¥ newspapers 
¥ encyclopedias 
¥ TV 

¥ Radio 
¥ Transcripts 
¥ Images 
¥ Audio/video streaming 

 
Access:  
You have access to eLibrary Science from school or home. You will need to use a Username and 
Password. See your blue Xavier bookmark for these codes. 
 
eLibrary Science search screen is very easy to use. Simply pick your topic across the top of the page. 
These includes; Search, Topic, Reference and Interactive. The interactive area is where you will find 
interactive tools such as frog dissection, color values quizzes and ocean mapping. 
 
 
 
 
 
Please Note: eLibrary Science has been provided by a generous donor and is only 
available to Xavier students, faculty and staff. This is NOT a databases supplied by the 
AEA. Please do not share the I.D. or password outside of our school community. 
 
 
 
 

Intro for AEA Online Databases  
 

 
 

Grant Wood Area Education Agency and the Iowa Area Education Agencies are providing Iowa students 
with several dynamic online resources.  IowaÕs Area Education Agencies purchased the license to these 
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online research/reference databases for us to use.  These resources are available to the students, their 
parents and teachers at no cost.  Students and staff have access to these resources at school and home, 
24 hours a day, 7 days a week!  These online resources support the content standards for school 
curriculum and student learning by bringing a wealth of information to teachers and students wherever they 
may be, with just the click of a mouse.  These resources can be accessed at the following address: 
 

www.grantwoodaea.org 
 

The resources being offered for this school year are as follows: 
 
AccuWeather Premium Weather Service:   Provides current weather information to enhance science 
curriculum for projects, research, and presentations. 
 
AP Images: is the database of the Associated Press Archives offering student access to AP full-text 
articles, audio clips, charts, graphs, tables, maps, and photos from the 1840s to moments ago.  
 
Atomic Learning Library  is an electronic help desk and training system for computer applications, offering 
tutorials delivered over the Internet and designed for standard applications such as Microsoft Word, Excel, 
Power Point, Inspiration and more.  
 
Brittanica  allows you to search level-appropriate reference articles, journals and magazines, websites, 
multimedia and curriculum content. 
 
Culturegrams  provides concise, reliable, and up-to-date reports on more than 200 countries, each U.S. 
state, and all 13 Canadian provinces and territories. 
 
Gale eResources  offers screened and reliable content from magazines, newspapers, and reference 
materials. This resource is part of Iowa AEA Online, a virtual library and includes the following sites: 
 
iClipArt  For School s is a collection of millions of searchable clip art, animations, photos, images, fonts 
and sounds that may be used in presentations, websites, student assignments and more.  
 
Learn360 is a comprehensive website that allows teachers and students to stream or download thousands 
of videos, audio files, images, vocabulary resources, speeches, newsreels and other digital media for the 
classroom. 
 
SIRS Researcher  features thousands of full-text articles and analysis on todayÕs hottest and most 
controversial social, scientific, health, historic, economic, political, and global issues. It provides current 
facts and figures, and addresses both sides of each issue.  
 
Soundzabound is a Music Library is an all Royalty Free Music Library for Schools. 
 
Teen Health & Wellness  discusses real life issues with real life teens. This is the perfect resource to any 
health questions you may have. 
 
Your blue bookmark provides you with the user IDs and passwords necessary to access these sites.  
Remember, the license for these resources limits use to school related activities. 

AccuWeather  
 
The AccuWeather name is known and respected throughout the world.  
AccuWeather has 93 expert forecast meteorologists.   
 

¥ Comprehensive data source for worldwide weather information 
¥ Authoritative discussions of weather events and weather forecasting by AccuWeather 

meteorologists 
¥ Real data to support learning about weather 
¥ Weekly Member Newsletter, What's Up with Premium 
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¥ Local forecasts 
 
Real-Time Radar Images  
 
 
Full Hurricane Center  
 
 
Detailed Help Sections  
 
 
 
10 Years of Past Weather Data  
Now you can answer interesting weather questions! 
 

¥ Did it snow last Thanksgiving in Boston? 
¥ What were the high and low temperatures a year ago?  10 years ago? 
¥ Where can I move so that the temperatures will never fall below freezing? 
¥ What will be the least-rainy month for my daughter's wedding? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For the complete list of permitted uses for this product:  
http://premiuma.accuweather.com/premium/terms.asp  

AP Images  
 

 
This database of Associated Press Archive photos, text and sound, allows students to incorporate 
information, photos and sounds from AP stories, into reports, term papers and presentations. 
 

AP Images content areas include: 

AP Photo Archive:  With over 6.1 million images from 1825 to a minute ago, with about 3,000 new photos 
added every day. Every photo contains a complete caption and citation information. 
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AP Graphics Database:  The Graphics Database consists of over 200,000 professionally-produced maps, 
graphs, charts, logos, flags, illustrations, and timelines that provide excellent visuals for multi-media 
presentations. Like the photos, they are available in real-time. 
AP Audio Database:  The Audio Database contains over 4,500 hours of audio clips dating from as far back 
as the 1920Õs, including hourly newscasts updated 24/7. 
AP Text Database:  More than 2.4 million full primary source articles that can be explored via highlighted 
search terms as they appear in the body of the story. 
 
Getting Started:   
It's simple to do a search in the /AP Images. Simply type what you are looking for in the search bar at the 
top of the home page. Then choose the ÒEditorial ImagesÓ or ÒMore MediaÓ tabs directly above this. 
 
 
 
For the complete list of permitted uses for this product:  
http://apimages.ap.org/uns/splash/?url=legal/termsOfUse.html 
 
 
 
 

Atomic Learning  
 
Atomic Learning is an electronic help desk and training system for your computer applications. Atomic 
Learning breaks down your favorite software programs into fast-loading tutorials played right over the 
Internet.  Atomic Learning covers all the standard applications like Microsoft Office plus many popular 
applications such as Inspiration, Powerpoint, Photoshop, and more. The library includes over 4,000 
tutorials.   
 
Atomic Learning is instantly available, 24/7, and can be targeted directly at the topic in question. It can be 
used on either a Windows or Macintosh computer as it uses Quicktime and a web browser. 
 
You can view the entire tutorial on how to use a particular computer application, or select a segment on a 
specific topic by doing a search. Suppose you need to learn how to create tabs in Microsoft Word. You 
could go to Atomiclearning.com and do a search for "create tabs in Word". A screen will quickly appear and 
a two minute narrated video will teach you how to create tabs.  
 
Students, as well as teachers, will find this resource very useful. Suppose students have an assignment to 
create a class presentation, and they pick PowerPoint as their presentation tool. They may want to add clip 
art or a chart to their PowerPoint, but don't remember how. They can consult Atomic Learning for step-by-
step instructions. The instructions can be paused or replayed as many times as necessary.  
 
 
Getting Started Guide:  

!
!

A quick easy guide to getting 
stated can be found on the home 
page! 
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!
 
 
 
For the complete list of permitted uses for this product:  
http://www.atomiclearning.com/k12/termsandconditions  
 
 
 

Brit annica 

 
Britannica Online School Edition offers encyclopedias and related materials for students 
of all ages. It is the best option for general information in lieu of using Wikipedia. The 
High School level is designed specifically for high school students and contains several 
learning areas including exercises, activities and study guides. 
 
There is so much information that you may want to take one of their Free Webinar 
training sessions. 
 
 
 
 
 
 
 
For the complete list of permitted uses for this product:  
http://corporate.britannica.com/usage.html  
 
 
 
 

CultureG rams  
 
The aim of CultureGrams is to foster understanding and appreciation of the world's countries and peoples 
by creating and publishing excellent content. Today the CultureGrams series is one of the most trusted and 
widely used cultural reference and curriculum guides in the education, government, and non-profit arenas.  
 
Today, educators, librarians, and administrators rely on ProQuest to:  

¥ Provide comprehensive, easy-to-use educational resources to power learning and increase student 
achievement  

¥ Enhance curriculum with age-appropriate, high-quality digital content from primary and secondary 
sources spanning thousands of titles and multiple media types  

¥ Provide landmark articles and electronic resources that illuminate all aspects of the most vital 
issues of our time  

¥ Inspire students to reach their fullest potential in the core curricula of Language Arts, Social 
Sciences, the Sciences, and Mathematics; and secondary curricula including the Arts, Multicultural 
Studies, and Technology and Vocational Education  
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Cult ureGrams can be explored through the following areas:  

      

      
 
 
 
 
For the complete list of permitted uses for this product:  
http://online.culturegrams.com/main/policies.php  
 
 
 

Gale Resources  
 
Gale Resources is an online database with lots of information that can help students research many 
different topics of study. Below you can see the vast array of categories that it covers. The database is 
updated daily and provides 24-hour access from school or home.  

Categories:  
Academic OneFile   
Agriculture Collection   
Business Economics and Theory   
Communications and Mass Media Collection   
Educator's Reference Complete   
Criminal Justice Collection  
Culinary Arts Collection  
Diversity Studies Collection  
Educator's Reference Complete  
Environmental Studies and Policy Collection  
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Fine Arts and Music Collection  
Gardening, Landscape and Horticulture Collection  
Gender Studies Collection  
General Business File ASAP   
General OneFile   
Health Reference Center Academic   
Health and Wellness Resource Center and Alternative Health Module   
Home Improvement Collection  
Hospitality, Tourism and Leisure Collection  
Information Science and Library Issues Collection  
Insurance and Liability Collection  
Junior Edition  
Kids InfoBits  
Military and Intelligence Database   
Newsstand   
Nursing and Allied Health Collection  
Physical Therapy and Sports Medicine Collection  
Pop Culture Collection  
Psychology Collection  
Religion and Philosophy Collection  
Small Business Collection  
Student Edit ion   
U.S. History Collection  
Vocations and Careers Collection  
War and Terrorism Collection  
World History Collection  
 

 
Appropriate:  Designed for the age and interests of students and supports what they are studying in 

school. 
 

Safe:  Free from objectionable content. 
Reliable:  Educators and experts carefully select resources. AEAs pay fees for resources 

available only by Internet subscription. 
Copyright:  Approved for school-related activities. 
 
 
 

iClip Art  for Schools  
 
 
Search Window: A search window will be found at the top. You can also choose items from the following 
categories: 

¥ Clipart 
¥ Photos 
¥ Photo Objects 
¥ Fonts  
¥ Sounds 
¥ Web Graphics  
¥ Animations 

 
Downloading Images : 
If you just cut & paste the image into your document you will get an ÒiCÓ watermark on your image. In order 
to eliminate the watermark you must log in and follow the directions:   

¥ Click Download  
¥ You will get an instructions sheet Ð Click the download button again at the bottom of the screen 
¥ Then follow instructions from the previous page 
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For the complete list of permitted uses for this product:  
http://schools.iclipart.com/termsofuse.php  
 

LEARN360 
 
 
Learn360 allows teachers and students to stream or download thousands of videos, audio files, images, 
vocabulary resources, speeches, newsreels and other digital media for the classroom. Information is easily 
separated into Elementary, Middle & High School levels. 
 
Media can be searched by:  
Subject 
Grade Lever 
Media type 
Related terms 
 
Find material across many subject areas:  

 
 
Video files can be accessed using Windows Media, QuickTime, or Flash. 

SIRS Researcher  
 
SIRS Researcher  
SIRS Researcher will turn out to be one of your most valuable databases for High School.  It features 
thousands of full-text articles and analysis on todayÕs hottest and most controversial social, scientific, 
health, historic economic, political, and global issues.   
 
HereÕs a glimpse at what SIRS can do for you: 

¥ Leading Issues & Top 10:  focuses on the top 10 social issues of the month with instant access to 
information, and covers the top 100 current enduring issues. 

¥ Pro & Con Analysis: tabs make exploring the opposing viewpoints easier. 
¥ Curriculum guides:  walk you through the research process and help you form your own opinion. 
¥ ThatÕs debatable:  monthly polls allow students to express their opinion on key issues. 
¥ Special features:   are as easy as the click of a button to access such features as Focus on 

Terrorism, maps of the World, TodayÕs News, ChallengeQuest, and Spotlights. 
¥ Targeted source materials:   find tens of thousands of images, maps, news, and opposing 

viewpoint sources for use in reports, presentations, and more. 
 
Dates Covered:  1998 to present 
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SIRS Researcher:  
When you log on you will find a homepage that looks like this.  Simply type in your topic and go from there. 
Please note the tabs at the top. You may want to start with the Pro/Con category. 
 

 
 
For the complete list of permitted uses for this product:  
http://www.il.proquest.com/en-US/site/terms_conditions.shtml 

Soundzabound  
 

 
 

Soundzabound  provides the ONLY royalty free music library which meets all the licensing and technology 
requirements needed for education! 

Soundzabound Music Library offers a wide variety of music, audio themes and sound effects for grades K -
12 and universities that ensures your copyright safety. Perfect for podcasts, PowerPointª, v ideos, 
newsshows, video yearbooks, digital storytelling, presentations, TV broadcasts, web design and more! 
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They also have an easy t o follow tutorial found on their  website: 
http://www.soundzabou nd.com/tutorials/website  
 

Teen Health & Wellness  
 

 
 
Teen Health and Wellness is THE source for helping teens understand themselves physically, 
emotionally and mentally. It is a great help with health and fitness assignments. 
 
This site covers a great many  topics and areas including:  
 
 Body Basics 
 Developmental Disabilities and Disorders 
 Disease, Infections & Conditions 
 Diversity 
 Drugs & Alcohol 
 Eating Disorder 
 Family Life 
 Friendship & Dating 
 Green Living 
 Greif & Loss 
 Mind, Mood & Emotion 
 Nutrition, Fitness & Appearance 
 Safety 
 Sexuality & Sexual Health 
 Skills for School, Work & Life 
 
For the complete list of permitted uses for this product:  
http://www.teenhealthandwellness.c om/static/terms  

Additional Online Resources  provided by                 
Grant Wood AEA  

 
Besides the Iowa AEA Online databases that are provided to us free of charge from the 
state, our local AEA, Grant Wood AEA, also provides several online databases to 
students that are very useful.  
 
These include:  
 
EBSCO Host  - EBSCO is the largest school subscription agency of full-text periodicals, newspapers 
and reference tools for elementary, middle and high school students. These resources support all 
curriculum areas. Lexile reading levels are identified and searchable for magazine articles. Teachers have 
access to over 500 education journals covering information on everything from childrenÕs health and 
development to cutting edge pedagogical theory and practice. Read-aloud enabled. Spanish version 
included. 
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NetTrekker  - An educational search tool that connects to over 300,000 educator-approved digital 
resources. 
 

EBSCO 

 
 
 
Full -text periodicals, newspaper and reference tools for students:  

¥ periodicals for student research 
¥ biographies 
¥ photos, maps, flags (Image Collection) 
¥ full-text newspapers and newswires (national & international) 
¥ Lexile reading levels identified for magazine articles 
¥ primary source documents 

 
These are the products that can be accessed through the EBSCO site:  

High School Magazine Collection 
Middle School Magazine Collection 
Elementary School Magazine Collection 
Professional Development Collection/ERIC 
Elementary and Middle School Magazine Collection 
EBSCOhost Espanol 
TOPICsearch on EBSCOhost Web 
Student Research Center 
Kids Search 

 
You will want to start with the High School Magazine Collection . This will bring you to a large list of 
databases.  
 
The 2 databases within there that you will use most often are: 
 

MAS Ultra Ð School Edition:  This will be the category of choice for most of your school projects. 
Academic Search Elite: This will be the category you will want to use for advanced research papers. 

 
Check the collection that you would like to search and click continue. Next you simply type in your topic and 
hit search. 
 
*Please note that ÒabstractÓ in this context means a summary. Students need to keep in mind that 
you cannot quote from a summary (abstract) when you are doing formal research.  
 
Your topic search page will look like this:  
Narrow your search by the left hand or right hand columns or simply click on the article to view it. 
 

 

EBSCO contains thousands of full text magazines, including many digests, 
along with references for additional information, citations and abstracts from 
numerous educational and education-related journals. In addition, EBSCO 
SmartLinks provide the ability to link from citations to full text articles in the 
Professional Development Collection.  EBSCO also has student resources 
that include magazine and newspaper articles, speeches, historical 
documents, reference books, book reviews, photos, images, maps, and 
charts. 
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After viewing an article, you have several choices as to what you would like to do with the information. Look 
at the icons on the Rt. Side of the top menu bar to find these: 
¥ Print the article 
¥ Email the article 
¥ Save as Ð to save to your computer 
¥ Cite-easy way to get all the bibliographic information that you need in multiple formats including MLA. 
¥ Export 
¥ Add to folder. You can add several articles to be evaluated into the folder to review later. 
 
 
 

NetTrekker  
  
 
The online resource is an educational search 
tool that connects students and educators to 

over 300,000 educator-approved digital resources that support the complete K-12 
curricula and learning skills. This is the number one source to use for completing 
assignments. Resources are divided by grade level tabs across the top of the screen. 
 

Xavier Cheating/Copyright/Plagiarism Policy  
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Xavier is committed to helping students become involved Catholics, active citizens of their community and 
life-long learners.  Two components of this commitment are developing a studentÕs sense of morality and 
ethics as they pertain to dishonest academic practices. 
  
A Òdishonest academic practiceÓ would be defined as practices including, but not limited to, taking, using, or 
copying anotherÕs work and submitting it as oneÕs own, intentionally falsifying information or taking 
anotherÕs ideas with the intention of passing ideas off in class as oneÕs own.   
 
Definitions  

1.   Cheating - Within a school setting is defined as, Òdoing something dishonest or using 
misrepresentation.Ó  (World Book Dictionary, Vol. 1, pg. 347) 

2.   Copying - To make an exact or nearly exact, duplicate of anotherÕs work and pass it off as your 
own. It is also copying if the student uses some type of electronic/digital device to complete his/her 
work and turns it in as his/her own. 

3.   Plagiarize - ÒForms of plagiarism include the failure to give appropriate acknowledgment when 
repeating anotherÕs wording or particularly apt phrase, paraphrasing anotherÕs argument, and 
presenting anotherÕs line of thinking.  You may certainly use other personÕs words and thoughts, but 
the borrowed material must not appear to be your creation.  In your writing then, you must 
document everything you borrow; not only direct quotations and paraphrases, but also information 
and ideas.Ó (MLA Style Manual and Guide to Scholarly Publishing by Joseph Gibaldi.  New York, 
The Modern Language Association of America, 1998.) 

 
Education Examples of Academic Dishonesty (The examples below are only a small sample of 
possible academic standards violations)  

1. Allowing another student to copy your work and turn it in as his/her own. 
2. Copying someone elseÕs homework and turning it in as your work. 
3. Downloading sections of or an entire term paper from the Internet and turning it in as your own 

work. 
4. Looking at someoneÕs test and copying his/her answer(s). 
5. Secreting possible test information on oneÕs person or using an unapproved Òcrib sheetÓ to try and 

gain an advantage. 
6. Translation software in any format is used to do homework without prior teacher permission. 
7. Having someone else do your daily homework or research assignments and turn it in as your own 

work.  
8. Having someone else take a test for you. 
9. Use of any electronic/digital device to gain access to information to gain an unfair advantage. 
10. Turning a paper in to one class and then turning that same paper in for a different class without 

prior teacher approval.  
11. Copying a piece of published music or computer software. 
12. Copying a paragraph and claiming it as your own work. 
13. Copying a picture from a clip art web site and using it for public distribution. 
14. Removing a paper from someone elseÕs folder on the school network and passing it off as your 

own. 
15. Signaling in some way what answers to test questions might be. 

 
It is the responsibility of each student to avoid cheating, copying, copyright violations and plagiarism while 
meeting requirements of any assignment.  
 
Classes and Consequences of Academic Dishonesty  
Ignorance is never an acceptable defense for academic dishonesty.  
  
 It is understood that there are levels of academic dishonesty.  Copying homework, although 
unacceptable, is not weighted the same as downloading a paper from the Internet.  Therefore, receiving a 
ÒzeroÓ for a daily quiz of ten points would have very different weight than if an entire term paper, worth one-
hundred points, were plagiarized and received the same consequence. 
 The following system would be true for every class taken within the Xavier curriculum.  Numbers of 
violations would accumulate taking all courses into account. 
 In each class each act of academic dishonesty will be written up and turned in to the appropriate office.  
Each violation requires the teacher to have a conference with the student(s) involved.  Parents will be 
notified for each offense within any given class.  Each offense will earn the student(s) a zero for that 
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assignment. (If a teacher permits a student(s) to redo the assignment the most the student(s) can receive is 
half credit.)  If there is a fourth offense in any one class the Academic Standards Violation Committee 
Chairman will be notified. 
 In addition, if a student reaches four violations he/she runs the risk of additional consequences at the 
discretion of the Principal or his/her designee and/or the Academic Standards Violation Committee.  The 
student may also find himself/herself referred to stand before the Discipline Committee for further action. 
 
Procedure for Academic Standards Violation Committee  
 All schools must protect the rights of students.  Any student(s) and/or their parents may appeal to the 
Academic Standards Violation Committee (ASVC) if one or more of the following criteria exists: 
The student denies the charge of plagiarism. 
Several students are involved in the infraction, and the teacher does not have the capacity to perform a 
comprehensive investigation. 
Other criteria, as judged by the Principal or his/her designee, warrant a broader investigation of the charge. 
 
Selection of ASVC  
 The ASVC shall be made up of six members.  Each member will serve for one year, unless someone 
would be in a position where they serve for a length of time, i.e., the Principal.  The members will be 
selected in the fall previous to their service.  They will begin their service in the fall of each year. 
 The committee will be made up of: 

Principal of the school (Chair Person and Non -voting member)  
Technology Coordinator  
Media Specialist  
NHS Sponsor  
One representative of the Theology Departme nt as assigned by the Principal  
One at -large member from faculty not already in one of these departments as  
assigned  by the Principal  

 
Process for Appeal to ASVC  
 Student(s) have five school days to appeal the decision of their teacher to the principal.  This appeal 
must be in writing, delivered to the principal.  Once this time has elapsed, the violation and consequences 
stand as written. 
 Once one of the three criteria listed above has been met the Principal will convene the ASVC within ten 
school days.  The ASVC members will receive all pertinent information from the teacher and/or department 
head at least three school days before the hearing.  The student and/or parent(s) may also turn in material 
to the committee, if they so desire, within the same parameters as the faculty.  This material would be 
turned in to the committee through the Principal/Chair Person. 
 To ensure the studentÕs right to due process this appeals process will be similar to that found in the 
Xavier Parent & Student Handbook under the Disciplinary Committee procedure.  
 The student will have an opportunity to appear and present his/her case to the committee.   Time limits 
may be placed on speakers at the discretion of the Chair Person as the hearing begins 
 The committee can interview other staff and students related to this inquiry. 
 After accumulating all of the information possible the ASVC, within three school days will in writing, 
render a decision as to the violation.  Copies of their findings and decision will be sent to the student and 
parents, Associate Principal, Guidance Office, faculty member involved and his/her department chair. 
 
 

Copyright for Students  
Q.  What is copyright and why is it important?  
 
A.  ItÕs the law.  Copyright protects the rights of the person who composed, wrote, designed, recorded, or 
taped the material that you want to use.  It allows the copyright owner to decide how, when, and where 
their work can be reproduced and used. 
 
Q.  Are copyright and plagiarism the same thing?  
 
A.  TheyÕre similar.  Plagiarism is taking someone elseÕs work and passing it off as your own. Plagiarism 
usually means that copyright has been violated. 



34 
 

 
Q.  How do I know what is copyrighted?  
 
A.  Copyright is established as soon as the work is in a Òtangible formÓ.  You should assume that a work is 
copyrighted even if the work ÒcopyrightÓ or the ©  is not there.  Some works are in the public domain; but 
you have to check to be sure.  Copyright lasts for the life of the author plus 70 years. 
 
 
 
 
 
 
 
 
 
 
 
 
Q.  What is public domain?  
 
A.  Not everything is protected by copyright law.  Some works can be copied because the copyright has 
expired or the works were placed in the public domain.  The following are categories of works that can be 
copied: 

¥ Words and short phrases such as names, titles and slogans (some titles and words might be 
protected under trademark law.) 

¥ Familiar symbols or designs 
¥ Typographic ornamentation, lettering, coloring 
¥ Listings of ingredients 
¥ Ideas, plans, methods, systems or devices 
¥ Blank forms, account books, bank checks, diaries, graph paper, order forms, report forms 

scorecards and timecards 
¥ Works consisting of common property-type information (calendars, measures, etc.) 

 
Q.  Are facts copyrighted?  
 
A.  No.  Factual information is in the public domain so a student can use facts, whether correct or incorrect, 
that is published in a copyrighted work without asking for permission.  Copyright permission extends only to 
the authorÕs expression of facts and not the facts themselves. 
 
 
 
Q. Since I am a student, isnÕt everything that I copy fair use?  
 
A.  No.  There are four criteria that must be met before copying can be considered fair use: 

1. The purpose and character of the use, including whether such use is for commercial or non-profit 
educational purposes. 

2. The nature of the copyrighted work (is the work fact or fiction). 
3. The amount used in relation to the copyrighted work as a whole. 
4. The effect of the use upon the potential market for the copyrighted work. 

 
Q.  If I buy a CD, book, DVD, video, game, or sheet music, doesnÕt that mean I own the copyright?  
 
A.  No.  What you have is a lawfully-made copy.  The copyright owner still has these exclusive rights: 

1. To reproduce the work 
2. To prepare a derivative work 
3. To distribute the work 
4. To perform the work 
5. To publicly display the work 

 

These works are protected by copyright:  
 

 Music, including accompanying words 
 Dramatic works, including any accompanying 
music 
 Pantomimes and choreographic works 
 Pictorial, graphic, and sculptural works 
 Motion pictures and other audiovisual works 
 Sound recording 
 Architectural works 
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Multimedia Guideline s: 
Students may use ÒportionsÓ of lawfully acquired copyrighted works in their multimedia projects.  You can 
perform or display your multimedia projects for a class. 
 
The opening screen of the program and accompanying material should say that the presentation has been 
prepared under the fair use exemption of the U.S. Copyright Law, that the educational multimedia fair use 
guidelines were followed and further use is restricted. 
 
Students do not need to write for permission if the presentation falls within the multimedia guidelines listed 
below. 
 
If the presentation might be shown beyond the classroom, (i.e. internet, competition etc.) you need to get 
copyright permission.   
 
Always credit sources and give full bibliographic information when available. 
 
Amount y ou can legally copy for a multimedia project:  
 
Print:  

¥ Up to 10% or 1,000 words, whichever is less 
¥ 10% or 2 pages from a short childrenÕs book 
¥ Poems 

   Entire poems of 250 words or less 
   250 words or less of longer poems 
   No more that 5 poems of different poems in an anthology 
   Only 3 poems (or excerpts) per poet 
Motion Media:  

¥ Up to 10% or 3 minutes, whichever is less 
¥ Can make alterations if it supports an instructional objective (Note that a change was made) 

 
 
Illustration s/Photographs : 

¥ A photograph or illustration may be used in its entirety 
¥ No more that 5 images of an artistÕs or photographerÕs work 
¥ When using a collection, no more than 10% or no more that 15 images, whichever is less 
¥ Can make alterations if it supports an instructional objective (Note that change was made) 

 
Music/Lyrics/Music videos:  

¥ Up to 10% , but no more that 30 seconds 
¥ Can make alterations if it supports an instructional objective (Note that change was made) 
¥ DonÕt change the basic melody or the fundamental character of the work. 

 
Internet:  

¥ Internet resources often combine both copyrighted and public domain sites; therefore, care should 
be used in downloading any sites.  Fair use guidelines should be used to decide how much 
material to use. 

 
Numerical data sets:  

Before you copy, ask yourselfÉ.  
 Is the work copyrighted? 
 Is the work in the public domain? 
 How much of the work will I copy? 
 Does the copying fall under fair use? 
 What is the purpose of the copying? 
 Is the copying I want to do allowed by the copyright law and guidelines? 
 Is the copying I want to do prohibited by the copyright law and 
guidelines? 
 Is the copy I want to copy from a legal copy? 
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¥ Up to 10% or 2,500 fields or cell entries, whichever is less 
 
Bibliographic citations:  

¥ Credit the source even if it is fair use 
¥ Credit and copyright information can be in a separate section of the multimedia project.  Include: 

author, title, publisher, place and date of publication. 
¥ Opening screen must include a statement that certain materials are included under the fair use and 

educational multimedia guidelines, and further use is restricted 
¥ Check with your teacher or school library media specialist for the works cited format used in your 

school. 
 
Software:  
Be sure to read the software license for restrictions.  Also, follow the guidelines for commercial, shareware, 
or freeware software.  Generally, the copyright law and guidelines allow you to: 

¥ Make one backup copy of a software program that you own. 
¥ Use the back-up copy only if the original fails. 
¥ Adapt a computer program to your use by adding to the content or adapting it to another language.  

You cannot sell, distribute, or transfer the adapted version of the program. 
 
You are not allowed to:  

¥ Make multiple back-up copies. 
¥ Make one copy for home use and one copy for school use or use on another computer. 
¥ Make a copy for a friend. 

 
Books & Periodicals:  
You can make single copies of a chapter of book; an article form a periodical or newspaper; a short story, 
essay, or poem; a chart, graph, diagram, drawing, cartoon, or picture from a book, periodical, or 
newspaper. 
 
Short works such as childrenÕs books are often less than 2,500 words.  These works cannot be copied as a 
whole, but you can copy an excerpt of 10% or 2 pages. 
 
Music:  
Copies of excerpts may be made if less than 10% of the whole work and if it is not a performable unit such 
as a selection, movement, or aria. 
 
Printed music that has been purchased may be edited or simplified if the fundamental character of the work 
is not distorted or the lyrics altered or added if none existent. 
 
A single copy of an entire performable unit can be made if it is out of print or unavailable except in a larger 
work.  It cannot be used for performance. 
 
You cannot copy to avoid purchase . 
 
Video:  
For a multimedia project, you can copy up to 10% or 3 minutes, whichever is less.  You can make 
alterations if it supports an instructional objective (Note change was made) 
 
Copying an entire copyrighted video is a violation (even if it is for personal use).  The reason is that itÕs 
copying to avoid purchase. 
 
You cannot  copy to avoid purchase.  
 
Internet:  
Text, graphics, videos, and music are protected. 
 
Internet resources often combine copyrighted and public domain information.  Just because information is 
on the Internet doesnÕt mean that you have the right to use it anyway you want.  Also, some copyrighted 
works may have been posted to the Internet with out authorization of the copyright holder.  
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Many Web sites are highly creative in design and content and are generally protected by copyright.  
Generally, source, HTML, and frames are copyrighted.  When deciding how much to copy from the 
Internet, follow these guidelines.   
 
Keep these things in mind:  

¥ Read the copyright statement on the Internet sites to see what they allow. 
¥ Many U.S. government sites give permission to use the information freely. 
¥ When in doubt, assume the Web site is copyrighted. 
¥ Apply fair use guidelines 

 
File Sharing:  
Guidelines for file sharing are still a gray area.  The courts are still trying to come up with some guidelines.  
Generally, if you are sharing or downloading files made from unlawful copies, it is probably a copyright 
violation.  Check to see if the peer-to-peer file sharing resources you are using are legitimate or pirated. 
 
Creating Web sites:  

¥ DonÕt copy logos or trademarks and make them a hyperlink on a Web site; they are copyrighted or 
trademarked.  Use the words, not the logo.  Ex: Use ÒNikeÓ not Òthe swooshÓ for a hyperlink. 

¥ DonÕt copy the source, HTML, or frames codes.  They are creative works and are probably 
copyrighted. 

¥ Before launching a Web site, make sure you have the proper rights for the graphics, designs, 
logos, and photos you are using. 

¥ Consider asking for permission to add a URL to a Web site if traffic will be high. 
¥ Check if the district has a policy on school-sponsored publications.  District guidelines for posting 

Web information may be covered under those guidelines. 
¥ Avoid deep linking to a Web site (deep links bypass the siteÕs home page). 

 

How to request permission to copy:  
You can request permission to copy by phone, e-mail, or letter.  ItÕs a good idea to have written proof of the 
permission.  DonÕt ask for blanket permission to copy.  Address the request to the permissions department 
of the publisher or directly to the copyright holder and include the following information: 

¥ Title, author and/or editor, and edition of the material 
¥ Exact material to be copied, giving amount and page numbers (URL>, track, file etc.) 
¥ Number of copies to be made. 
¥ What the copies are being made to use for. 
¥ Whether or not the copies are to be sold. 
¥ Type of reprint (download, digital transfer, scan, photocopy, etc.) 

 
Several online templates are available for requesting permission to use a Web site:  
 
http://www.landmark-project.com/permission_student.php 
http://www.bham.wednet.edu/copyperm.htm    (These sites were included with permission). 
 

How to avoid plagiarism:  
Plagiarism is an important concept to include in a copyright booklet.  The concepts are similar because 
both are instances of copying without permission.  Plagiarism can occur with a work that may not even be 
copyrighted (public domain, for example). 
 
The key to avoiding plagiarism is to give credit to the information source.  
 
Here are some suggestions to avoid plagiarism: 

¥ Use quotation marks around another personÕs actual spoken or written words. 
¥ Paraphrase or summarize another personÕs spoken or written words (use your own words). 
¥ Give credit to another personÕs idea, opinion, or theory (bibliographic citations). 
¥ Give credit for information that is not common knowledge (facts, statistics, graphs, drawings, etc.) 
¥ Indicate the specific information that is taken word-for-word from a source when taking notes. 
¥ Highlight, underline, use quotation marks, etc. in your notes to indicate quoted information. 
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Follow your individual teacherÕs instructions on how to handle plagiarism in a specific assignment. 
 

Citation  
 

http://www.easybib.com/  

Easy Bib is an automatic bibliography and citation maker that is used at Xavier High School. It allows you 
to instantly create your bibliographic citations but plugging the information needs.  

 
3 easy steps:  

1. Find your source  
2. Fill out the form on EasyBib  (MLA for Xavier work) 
3. Print out or export your citation  

 
You are able to cite many different sources including:  

¥ Websites 
¥ Books 
¥ Newspapers 
¥ Journals 
¥ Databases 

 
They even have a video to help you out: http://www.easybib.com/help/intro 
 

 

DonÕt forget that you also need to cite 
sources when using print and nonprint 
media in a Powerpoint  presentation. 
Citation Machine can easily be used for 
citing print sources. Below is a slide 
example of how to cite different 
sources.  


