
Upper School English 
English Class Style Guide 

For elaboration of  any points, please look up MLA style via the Purdue OWL (Online Writing 
Center).  It is accurate, up to date, and easy to read.  Google exactly what you need, along with 
the words “MLA Purdue OWL.” 

English class uses MLA style.  Lucky for you, MLA style is simple and straightforward, but you 
have to remember a few things. 

In making this style guide, my aim is to help you put to rest a set of  aspects of  your papers that 
are secondary to your main ideas.  By having proper font, spacing, heading, citations, you are 
able to push your reader past superficial mechanical aspects so that they can pay attention to your 
piece itself. 

The Industry Standard 

1.  Use the MLA heading;  use 12 point Times New Roman font. 

2.  Title your paper. 

3.  Double space all work evenly throughout.  No extra spaces between paragraphs of  a paper.  
Margins should be 1” on all sides. 

4.  Indent your paragraphs one tab. 

5.  Give page numbers the MLA way, not repeating the whole heading (e.g., Wood/2). 

6.  Cite in the indicated way, using parenthetical expressions. 

7.  For poetry in verse only, indicate line breaks with slashes. 

7.  If  you consult outside sources (use them but not closely enough to cite), include a Works 
Consulted list in MLA style.  Do not consult anything you would be embarrassed to cite (e.g., 
Shmoop, Gradesaver, Wikipedia, etc.) 

8.  If  you use an outside source closely enough to cite (that is, you have summarized, 
paraphrased, or quoted directly), you must cite in a parenthetical expression and include a Works 
Cited page in MLA style. 
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Upper School English at Brookewood 

1.  When it is convenient for you to do so, please hand in typewritten work, especially any work 
longer than one page. 

2.  If  you hand in work electronically, title the document with your name and the specific 
assignment.  For example, CaraTelemachusFinal is a lovely title. 

3.  Electronically handed-in work should be uploaded in pdf  form to the assignment turn-in slot 
in Jupiter. 

4.  Any work not submitted on time in class for any reason must be submitted electronically.  Use 
the note field to explain the lateness, if  the piece should not be marked late. 

5.  Look at your scans of  handwritten work.  The should be legible, double spaced, and in pdf  
format. 


