GOVERNMENT 

AND POLITICS

------

A STUDENT

SURVIVAL GUIDE
Three Rules

   Respect:

1) The people around you.


Learning is a cooperative experience – listen to people when they are talking, value the differing


opinion encourage them to think more clearly

2) Your Environment.



This school and the things in it belong to you and those who come after you – take care of them.

3) Yourself


Be selfish regarding the opportunity to be here – make the most of your assignments by completing


them well and on time – You will never be in high school again.

This Survival Guide contains virtually all the information you will need to succeed in preparing for this course and maintaining a passing average.  Read it.  Know its contents.  Do not lose it.  If you ever have a question about how to complete an assignment, I will be absolutely delighted to answer you, but be forewarned: my first response is likely to be "Have you read your Survival Guide?"

INTRODUCTION: 

What You Can Expect from Your Instructor
You should have two basic expectations of your teacher in this course:


#1) You will be pushed hard to achieve.


#2) You will be supported in your effort to 

achieve. 

Regarding the first, there may be times when you will become exasperated, angry, frustrated with me or the assignments in this class.  There is a reason they call this activity "schoolwork" - it can be hard!  If it were not hard, they would call it "schoolfun" or "schoolnothing" (and you would not have to pay for it so dearly).  

Regarding the second, the words "your effort to achieve" are chosen carefully.  You will not achieve unless you work at it, and in addition, I cannot support you unless you are willing to be supported.  We all can use a little help or guidance to use our efforts more wisely and our time more efficiently.  One of my most frustrating times occurs when a student needs help but will not ask for it.  This occurs for many reasons.  Perhaps the student is overly confident.  Maybe he has trouble getting up in the morning for an informal tutorial before school.  Sometimes a student is too shy to call a teacher at home.  Also, the occasional student may misinterpret demands that seem unreasonable to mean that I have a low regard for him and think I would not want to help.  (The opposite is the case for if I did not believe in your abilities, or if I did not care for your well-being, I would not expect you to meet the challenges of this course.  If you should feel temporarily negative toward me, do not be deceived that I feel negatively toward you or that I am unapproachable for help.)   Please see the note below on Tutorial.

I. GRADES

Grading Scale for Letter Grades
The school policy assigns the following Letter Grades for the corresponding percentage Averages


Average
Letter Grade

100 - 90   =  
A


89   - 80   =  
B


79   - 70   =  
C


Below 70 =  
F

Because Averages rarely end in whole numbers, all fractional Averages in this course ending in .5 or higher are rounded up to the next higher whole number.  Therefore, an 89.5 becomes an "A", but an Average of 89.49999 remains a "B".

Source of Grades

Grades for this course will be derived from the following sources and in the approximate percentages: Daily Assignments (Unannounced Quizzes, Student Handbook Essay Assignments [first term], and Case Application Essay Assignments [second term]) - 25%, Major Assignments (Tests and Papers) - 45%, Final Exam - 25%, Class Participation - 5%.  
The Point/Weight Grading System
Each assignment carries a particular weight.  For example, all tests count 100 points, as do themes.  Homework/Essay assignments count (on the average) 15 points.  Hence a given Homework/Essay assignment counts 15 percent as much toward your final grade as a test. 

To illustrate how the Point/Weight Grading System affects your Average, we will create a simple set of assignments for the first grading period - one test and three Homework/Essay assignments.  It is easy to understand the effect on your Average in this course of a score for a 100 point assignment.  If you score a "70" on a test, your Average is pulled strongly toward 70 percent.  For many it is at first a little harder to understand the effect of the grades with lower weights.  For example, if you score "15" on a 15 point homework, your Average is pulled toward 100 percent (because a score of 15 is 100% of the homework weight of 15) but one homework has less effect on your average than a test.  Let us assume you made a 15 on each of the other homework assignments as well.  Your scores would be recorded as follows  on the next page


Assignment
Weight
Score




Homework 1
15
15



Homework 2
15
15


Homework 3
15
15



Test Chapters 1-4
100
70


Totals                   A) 145         B) 115

A) Total the Weight column.   

B) Then total the Score column.  

C) To calculate your Average, divide the Total 
Score by the Total Weight.  Total Score 
(115) divided by Total Weight (145) equals 
Average (.793 or 79.3%).  

Many students are surprised when they receive their Averages at the end of a grading period.  I often have conversations with students that begin "I don't understand how I could have a 'C' Average when I did so well on my homework."   Of course the calculations above indicate the homework did indeed help the student's Average by 9 points, but not enough to bring the Average up to a "B".  Small assignments such as quizzes or homework essays are just that, assignments that move your Average  a little bit.  However, because of the way the math works out, even small assignments can have surprising effects when they are recorded as "zero".  To see how, suppose another student with an 80 on a test never bothered to turn in his homework essays on two occasions.  Instead of three homeworks with score of 15, he has one with score of 15 and two with scores of 0.  


Assignment
Weight
Score




Homework 1
15
15


Homework 2
15
0



Homework 3
15
0



Test Chapters 1-4
100
80


Totals                  A) 145           B) 95

A) Total the Weight column.   

B) Then total the Score column.  

C) To calculate your Average, divide the Total 
Score by the Total Weight.  Total Score 
(95) divided by Total Weight (145) equals 
Average (.65.5 or 66%).  

If you recalculate his Average you will find it is now it is 65.5% or 66%.  This Grade will really shock a student who recalls that he has passed every task he has performed and got a "B" on his major test.

To help you avoid such an unpleasant experience, you will be provided a syllabus with each assignment for every day of the term.  You can plan your assignments weeks in advance should you wish to do so!  On this sheet is also room to record your scores for the tasks as you receive them.  Your syllabus will allow you to keep track of your Average, and in addition, help you verify you have completed every task assigned.   Note: The only people who seem to ever fail this course turn them in late OR neglect to complete assignments at all.
II. GENERAL CLASSROOM CONSIDERATIONS

Assignments
All assignments are due at the very beginning of class on the day indicated.  Any written work turned in late results in a 10 point per day reduction in grade.  Have your work prepared to turn in the second you walk into class.  

Occasionally, there are emergencies of many sorts that prevent your turning in assignments. The river flooded and carried away your car with all your homework in the back seat.  Your great aunt's mother's brother's second cousin twice removed on your father's side died.  The dog ate your homework.  The hard disk ate your homework.  The dog ate your hard disk.  Extraordinary emergencies can be dealt with on a case by case basis, but if you always assume the 10 point penalty rule applies in your case, you will never be disappointed when it does.

The syllabus (see last page attachment) is like a calendar with each assignment given a particular day of the week, depending on the order – the first assignment is for the first day of the week, the second assignment for the second day, and so one.   The day of the week on which the day is listed is the day on which you walk into class with the assignment completed.

Making Up Missed Assignments

All tests missed because of an absence can be made up in Tutorial if done in a timely fashion (e.g., making up a test 6 weeks late and the day before grades are due is not timely).  Written assignments not turned in as a result of a legitimate absence can be turned in the next day back without the standard late penalty.  

Snow Days or School Cancellations

The syllabus is pretty close to locked in.  Any time school is called off, all assignments are to be completed by the same time as the syllabus indicates.  For example, should the syllabus indicate a test on Friday, but school is out on Thursday, plan on taking the test when school resumes on Friday.  If  assignments are due on both Thursday and Friday, but school is called on Thursday, both will be due on Friday when school resumes.
Tardies

Tardies result in a reduction in Class Participation grade increasing in severity with the frequency of occurrence.
Tutorial (Mon,Tue,Thurs, Fri – 3:00-3:30)

Tutorial is two things.  First, it is a formal time for students to seek help from their instructors on difficult assignments/material or to make up work that can be completed in a few minutes.  

Second, Tutorial is a state of mind in both student and teacher that they can work together in the learning process in an informal setting.  So strongly do I wish you to do well, that I am willing to do a "Tutorial" almost any time that both of us can get together - during lunch, morning break, on the phone.  

My home phone number is (770) 425-8111.  Do not hesitate to call for help weeknights or weekends, but as there are other family members in the home, I do request you make your calls before 10:00 PM so others are not disturbed by ringing telephones.  If no one is home, leave a message so that I know you called and can make an effort to reach you.

Uses of Tutorial might include making up a quiz, going over the previous night's assignment, going over the previous class notes, helping to edit a paper assignment to improve the grade, learning some new study skills or note-taking skills, drilling some possible questions for an upcoming test or quiz, choosing a paper topic.  The list could go on.

III. DAILY ASSIGNMENTS

Study Assignments

On the syllabus, which denotes all of the assignments for the term and the day each is due, you will see the studying assignments listed as page numbers, chapter numbers, or section heading titles from the main text, Government in America.  When page numbers are listed, the first number indicates the page on which you are to begin.  The second number indicates the page on which you are to stop.  When chapter numbers are listed, you should determine how many days the syllabus gives to that chapter, divide the number of pages in the chapter by that number of days, then study the chapter in proportion.  When a section title is listed, study the whole section. 

In addition, whenever a full chapter in Government in America  is assigned, you are to write, on a separate sheet of paper, answers to the “essay” questions for that chapter in the Student Handbook.  Complete the questions in GREEN. These questions, usually three to five in number, are listed in the Student Handbook handout given you the first week of school.  (Note that a “question” is may be numbered or lettered.  For example if you look at Chapter 1 free response questions, Question #1 has an “a” part and a “b” part. That is TWO questions). Generally, 100 words is adequate per question.  More is often better.  Please do not write on the back of the paper.  Double-spacing is nice but not necessary.  Please write in black or dark blue ink.  (If you are the kind of person who only types, that is fine)  Please use only plain notebook paper on the handwritten work.  Do not tear out of a spiral notebook.  Write name, period and chapter number on the top of the paper.  Have ready to turn in as soon as you get to class.  These assignments are worth 50 points.

 Occasionally, you may receive an unannounced quiz on study assignments.

On a regular basis you will be given other reading as a handout, typically a newspaper or news magazine article. These will require you to analyze and “teach” to the rest of class.  Another explanatory handout on this assignment will be given you later.

IV. MAJOR ASSIGNMENTS

TESTS

Tests will contain a variety of tasks assessing both your comprehension of the text material as well as the material presented in class, with a strong emphasis on the latter.  
These tasks will include the following: matching, multiple choice, short answer (one or two word responses typically to write a vocabulary term given the definition), long answer (note regurgitation responses or essays).

A few comments on the multiple choice questions:  Many of these questions are taken from a test bank provided by the publisher.  They are intended for use in introductory college Political Science classes.  Usually they are written by stuff-shirted graduate students who do not really know how to teach and who try to find ways to trick up the undergraduates.  I know because I used to hang out with these sorts of people in graduate school myself.  Do not be intimidated by the difficulty of these multiple choice questions!  College freshmen do not do any better on them than you do.  They are included in the testing in this course only to help you get accustomed to this sort of abuse.  Relax.  These questions are always grade adjusted (or "curved").

FORMAL PAPERS

All formal papers are to be turned in written in black or dark blue ink, double spaced or typewritten double spaced.  
Papers handwritten must be on standard notebook paper.  Never turn in any assignment on paper torn from a spiral bound notebook.  Unless otherwise stated the format will be of the basic five paragraph theme with a 500 word minimum. 

Formal Paper = Formal rules of grammar
Errors will be penalized.  Examples of frequent errors include those of spelling, subject-predicate agreement, pronoun-antecedent agreement, sentence fragments, and run-on sentences.  In addition, avoid the use of the first person especially in sentence structures such as the following: " I think that....", "I feel that....", "It is my belief that....", etc.

Formal Paper = Formal rules of Citation

Before turning in your paper, proofread for errors. One of the reasons you double space, in addition to making it easier to read, is so you can make minor corrections on your paper after you have finished.  Title page should have name, period, and full pledge. Have it is ready to turn in as soon as you walk in the door.


Grading of Formal Papers

Formal papers count 100 points each and letter grade equivalents are as follows:


A+ 100

A 96

A- 92


B+ 88

B 85

B- 82


C+ 78

C 75

C- 72


F+ 68

F 65

F- 62

Political Letter

You are assigned to write a letter to a public official on a matter of public policy.  Here are the steps in this process:

1) Choose a topic  Decide which issue really burns you up.  Any issue will do at any level of government.  Do a little research to get some background to make you sound informed. Maybe you do not know what burns you up because you do not know what is going on.  You will have to look at the paper or online news sources to find out what issues are "hot" at present, which ones are in the condition of pending decisions.  Keep track of what articles you read so you can create a formal bibliography to turn in later.
2) Choose an official  The official you choose must meet two conditions:  It must be an official who represents you.  It must be an official who can do something about the specific problem/issue.  You would not write the governor of your state on an issue of national defense.  You would not write the President on an issue about whether sex education is taught in the local public schools.  You would not write the Chief Justice of the Supreme Court to pass a law proposed by the state legislature.  If you are from Texas, it would almost certainly be inappropriate to write a Georgia state legislator.  These criteria of matching the official to the issue are absolutely crucial if you wish to pass this assignment.  

How do I find out who represents me?  Go to the course website and look for the link “Who Represents Me And What Do They Think About The Issues?”  This is projectvotesmart.org.  You can type in your zipcode and find people who are your officials.  (Note that you may have to use the 9 digit zip code to get it precisely correct for state and US representatives.  This is not that hard to find.  Go to http://zip4.usps.com/zip4/welcome.jsp and enter your address.)

Once you have entered your zip on the Project Votesmart Website you will be taken to a list of people who represent you.  Click on a government official’s name, it will show you a list of key recent votes, recent speeches, and other info about his/her political activities.
A special note for students who may be foreign citizens:  This task can be a bit more difficult for you.  Each country has different circumstances that affect this assignment.  See me in Tutorial to arrange any adjustments.

If you need help, see me.

3) Write the letter  You will be graded largely according to the effectiveness of the letter.  Officials get lots of letters, much of it computer generated.  To improve the effectiveness of your letter do the following:

A) Hand write your letter .  Do not type or word process. Use proper form for a business letter (see addendum labeled “Business Letter Format).  

B) Make a concise but reasoned argument.  A good guideline is 3/4 of a page to 1 & 1/2 pages.  Never go beyond two pages.  

C) Provide as much precise detail as possible.  Example - If you can specify/identify  the bill before a legislature by number (S. 43, H.R. 579), or by name (The Family Life Insurance Act) or by author (Senator Pryor's bill on readjusting Medicaid funding) you have gone very far in creating as effective a letter to a legislator as you possibly can.  If you use a news article for information, you MAY state reference it in your letter (“Joe Klein of the Washington post reported last week that ….”)
D) Do not give an impression that you are less significant than anyone else or that your letter should be disregarded.  Examples - identifying yourself as a student/teenager (unless the topic involves education), stating you are writing this letter as part of a school assignment. The latter is close to a “fatal” mistake.

E) Use a stamp and not metered mail.  Metered mail looks like it comes from an office and suggests an organized lobbying effort rather than a genuine, personal letter.

F) Create a Bibliography in which you will detail the sources of information you used to create your letter.  Attach this original to the Photocopy of your letter.  Do NOT attach a copy of your bibliography to your actual letter (although you may make reference to the source in the letter).

CAUTION!  FAILURE TO FOLLOW THESE INSTRUCTIONS EXACTLY WILL SIGNIFICANTLY HARM YOUR GRADE – I WILL NOT ACCEPT YOUR ASSIGNMENT UNLESS YOU HAVE DONE THE FOLLOWING WITH PRECISION. THERE IS NO NEGOTIATION:
4) Turning in the letter  Make a clear photocopy of your original letter.  Put the original letter in a stamped envelope(a metered mail letter will be accepted but will be counted down for “effectiveness”)  with the appropriate delivery address and return address clearly marked on the outside.  Seal the envelope and paper-clip it on top of your photocopied letter. 

After I verify the envelope is properly stamped and addressed, I will mail it and will use the photocopy to grade your assignment.

Political Speech Paper  
During an election year cycle, students will be required to write a political campaign speech for a real politician.  Imagine you are a speech-writer given the task of writing a speech to be delivered in your home town.  Here are the steps in that process.

1) Choose a candidate  This person must represent you or be seeking an office to represent you.  Obviously, a little research will be necessary to find out who the candidates are.  It is perfectly acceptable to consult your parents or other knowledgeable adults from your area.

2) Research the candidate's positions on issues  Collect campaign literature (which can be done by writing to the candidate's campaign office).  Clip newspaper files from stories about the candidate.  Collecting this printed data is not only crucial to finding out what the candidate believes, it is also worth about 25% of the grade for this assignment.  So the more you can get, the better.  (Finding out what the candidates opponents believe can also be extremely helpful in writing a speech)

3) Write the speech Hints on how to do it: 

1) Obviously the candidate is speaking about his own beliefs and promises, but as with any good writing you want to avoid first person except at some point of emphasis on personal honor.  Too much "I this" or "I that" and our candidate will seem too self-centered.  2) Any good politician molds his approach to his audience.  Be certain to emphasize those aspects of the candidates "platform" that would appeal to the locals in your town.  For example, if the major industry in your town is a textile mill subject to competition from foreign imports, a candidate who favors free trade would not emphasize that point.  On the other hand, if there has recently been some highly publicized trial in your town, an emphasis on "law and order" issues might go over well.  3) It is a hard balance to achieve, but try to be warm and homey, while also sounding tough and ready to do battle.  The New York Times publishes major speeches frequently.  Consult these for hints on the style and tenor of a political speech.

4)  Most politicians could go on for hours, but we will suggest about 500 word minimum for this assignment.  

4) Turning in the assignment  Get an essay folder (a three-clasp pocketed folder), the kind with the place on the binding to screw or clip in the notebook paper and with two pockets on the outside flaps.  Place all your information brochures, press clippings, etc. in the pocket on the left side.  Clip your paper in the binding.  (If you cannot find a folder with binding, put the paper/speech into the right side pocket)   Make certain you have put your name, period, and pledge on the paper and your name and period on the outside of the folder.  You are now ready to walk into class.

NEWS ANALYSIS OUTLINE

Everyone will have the opportunity to present a news story to the rest of class each term.  You will on those days teach the class.  Here are the following things you need to do.

INTRODUCTION: Summarize the facts in the story including:

1) identifying the major individuals, companies, countries, etc.

2) the relationships between these entities.

3) the background of the story, the information the writer assumes the reader knows but which many in the class may not. Write this data on a 3x5 card with your name on the front.  Turn this in after completing the presentation.

FINAL EXAMS AND END OF THE TERM
The Final Exam for each term will consist of questions in the same format as your previous tests, but the exam is not taken from previous tests.  In other words, there will not be any new type of questions, nor will the questions cover any ground not assigned in the reading or discussed in class, but the questions themselves may be completely new to you.  

One of the key questions students have at the end of the term is, "What do I have to get on the exam to make an 'A' (or B, or C)?"  Because the exam counts 20% of your total average for the term, there is a simple formula to derive your final average:

4A + X
=  F
 5
 
 

Where 



A = Average entering the exam



X = Exam grade



F = Final average for the term

This formula can be reconfigured to help you determine what you need to make on the exam to get a particular grade:

X = 5F - 4A

Before the exam you will be told your average entering the exam (or variable A).  Below are final average (or variable F) levels that most interest students:

Chart 1

Variable F numerical equivalent

  5 times F

A = 89.5
5(89.5) = 447.5


85 = 84.5
5(84.5) = 422.5


B = 79.5
5(79.5) = 397.5


C = 69.5
5(69.5) = 347.5

To give you an example of how this formula works, assume you have an 85 entering the exam (A = 85).  You want to know what exam grade you need to get an A average for the term.  Multiply the average entering exam by four (4A = 340).  Substitute this variable into the formula:


X = 5F - 4A


X = 5F - 4(85)


X = 5F - 340

Now add in the info for the F variable (You can look up the number in Chart 1 to save a step from what appears below):


X = 5(89.5) - 340


X = 447.5 -340


X = 107.5

Now you know you must get a 107.5 on the exam to assure yourself of an A for the term.  In other words, not too likely.

How about seeing what the lowest you can make on the exam and still keep your B average?  With the same formula we can make the one new substitution and quickly get the answer. We already know our average entering the exam multiplied by three so we can start from there:


X = 5F -340


X = 5(79.5) - 255


X = 397.5- 340


X = 57.5

So now you know you can get a 57.5 on the exam and still get a B for the term.

Here is how you find out what will allow you to pass for the term


X = 5F -340


X = 5(79.5) - 255


X = 347.5 - 340


X = 7.5

So now you know you can get a 7.5 on the exam and still get a C for the term.
Debate Guidelines

During the last week, we will have our final debate. This activity serves as a major indication of how well you have learned the intellectual processes and the specific details of this course.  Success will measure your mastery of these course components as well as the capacity to think creatively and quickly on your feet.  Your grade for this assignment will be derived from three sources:

1. You will be divided into teams with each team being required to prepare a Position Paper, an argumentative essay (100 points) with appropriate bibliographical citation (body citations and “works cited” page).  

All members get the same grade.

Paper requirements are as listed in the Survival Guide for formal written work.

The position paper will be due at the beginning of class on the first day debates begin (or in the event debates do not begin on a History Department Test/Paper Day, the Paper is due the on the History Test/Paper day before  debates begin).  

Please note that you must turn in the paper BEFORE the first debate begins; i.e., you will not have the paper to be scored for the team grade.  If you must have a copy for your debate for whatever reason, make one before class. 

Everyone on the team gets the same grade – a late paper will result in late penalty for the entire team 

One word of advice: Complete the paper well ahead of time so that there is more than one copy available to 

the team.  This will prevent loss of points because the one member with the paper oversleeps or there is a computer glitch that delays printing.  Team members seem to get mad if you cause them a 10 point loss of points because your alarm does not go off.

2. Each team will also argue its case in an organized Debate before an opposing team, the class and the instructor

(100 points). All members get the same grade.  For scoring criteria and description of procedure, see attached sheet.  After scanning the debate score sheet on the next page, read the following explanations:

Organization – A clear thesis with logical, empirical proof is expected.

Presentation – Vocal clarity, proper diction, good posture and poise and erudition are the criteria.

Substantiating Data – The more objective date you can use the better.
Presentation – See above.  Likewise, it is crucial that this be a team approach.  You will be penalized if it is apparent that all of your members do not have the enough knowledge to engage actively in the exchange of ideas.  Domination by one or two “loud mouths” will not be acceptable.

Courtesy – Avoid insulting, badgering, and interrupting your opponents.  Likewise, filibustering during an answer to avoid further difficult questions is penalized. 

Command Of Data – This is the only area in which you may gain points specifically by making your opponents look stupid.  Look for errors of fact and of logic in your opponents’ positions / statements.

Presentation – See both previous references to this category.  Additionally, know that the instructor’s job is to 

make you look foolish, or more accurately, to point out how those things you have said that make you look foolish.  Keep your calm and attempt to answer as best you can.  For this section, an uninformed answer is preferable to no answer.  The earlier reference to “poise” is quite pertinent here - avoid looking hopeless or intimidated or antagonistic.

Accuracy – You will be asked to clarify positions and will likely be asked questions you may not have considered. The more informed your responses the better.
3. An additional grade will be a Debate Outline (25 points) which will be the only individually scored grade for this assignment (See the last page of this survival guide and the directions thereon. THIS IS THE PAGE YOU ARE TO TURN IN FOR THIS ASSIGNMENT.) It is due at the end of class on the day you give your debate.  

The contents of this may be roughly the same as those of your team-mates if you wish.  This is only natural because you have worked together, but you must complete the Outline yourself in your own hand.  Do not type.  Do not photocopy your teammates’ work and turn it in as your own.  

A word of advice, although the word “outline” is used to describe this assignment, the more data you can pack in the available space, the better so long as it is well-organized.  A lot of white space is not a good idea.

There will not be a schedule of which debate will be held on which day, unless because of sporting events or scheduled doctors visits, you or your team-mates know of a conflict.  The rule will generally be, if you are alive, you should make an effort to come to class.  Should you miss your team's debate, you 1) may receive whatever grade the team receives or 2) will be required to defend yourself in a debate with the instructor at a time of the instructor's convenience, or 3) another debate will take place at that time.  Because of # 3, all teams should be prepared to debate come the first day, just in case.

BUSINESS LETTER FORMAT
Sections of a Business Letter
· Return Address: Include your full home address and correct legal name. You can also include your email address or phone number if needed by your recipient.

· Date: Follow the month, day, year format. Make your date current to the actual mailing date of the letter.

· Recipient’s Name & Address: Include the full name and address of the contact you are sending the letter to. The person’s title should be included.
· Greeting: For the greeting use the person’s formal name and end with a colon for your business letter.  Note that it is proper to address most congressmen and judges as The Honorable Representative Joe Schmoe or the Honorable Judge Harriet Bumbledoogie. Senators and executives do not typically get that extra honor thingie.
· (Optional) Subject: Clearly stating the subject of the letter helps you recipient quickly know the context of what your letter is about.

· Body: Your letter body should start with a general introduction of who you are and the letter purpose. Include specific paragraphs outline the issue or problem. Close the body with a call to action. Every business letter should be short and concise taking into account of your reader’s limited time.

· Closing: Here you can choose any formal format such as “Best Regards” or “Sincerely.”

· Signature: Sign your name as the same as in your address above. 
DEBATE SCORE SHEET
Topic:___________________________________ Position: Yes / No Period:_____

NAMES:_________________________  ___________________________  _______________________
I. STATEMENT OF PRINCIPLES: Each team presents a summary of its main points.  Minimum length is five minutes, maximum length is ten minutes unless otherwise specified.  One or more team members may cooperate in presenting the material.  YES side speaks first.

	
	
	
	
	
	
	
	
	
	
	
	Maximum 30

	ORGANIZATION 

Time  (Minutes Over___ Under___)
Logical order
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	Subtotal

	PRESENTATION 

Posture                  Voice
Hands                    Eye Contact             
Dress
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	

	SUBSTANTIATING DATA 

Statistics/Data
Sources

Logical connection of data to points     .
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	


II. DEBATE: A series of exchanges of points and counterpoints between the opposing teams, primarily in a discussion format. YES side speaks first.  NO side has the last word.

	
	
	
	
	
	
	
	
	
	
	
	Maximum 30

	PRESENTATION

Full Team participation

Posture

Dress
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	Subtotal:

	COURTESY 

Interruption

Filibuster
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	

	COMMAND OF DATA
Statistics/Data
Sources

Logical connection of data to points


Information turnaround
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	


III. ORAL DEFENSE Each team must field questions from the teacher and the class to demonstrate command of crucial data.  YES side defends itself first.
	
	
	
	
	
	
	
	
	
	
	
	Maximum 20

	PRESENTATION

Rapid Response

Full Team participation
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	Subtotal

	ACCURACY

Statistics/Data


Sources

Logical connection of data to points

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	


IV. RESULTS Each team receives 15 points for participation and as many as five points for winning the competition.  It is possible for teams to tie and thereby split the bonus points. In a few rare instances, both teams have performed so well that each received the full bonus.

PARTICIPATION POINTS






                    15       

BONUS








          __________









          FINAL SCORE  __________
_____________________________________________________________________________________________

Instructor Notes/Questions

OUTLINE FOR DEBATE - ISSUE: ____________________________________

NAME:________________________________



PERIOD:______

Arguments in preparation for the "Yes Side" (Directions On Back)

FOR:






AGAINST
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Arguments in preparation for the "No Side"

FOR:






AGAINST
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_____________________________________________/_______________________________________________

DIRECTIONS: Remember that a thorough preparation for a debate would require you to think through the arguments from each side.  Prepare a set of arguments in outline form (Letters, numbers, roman numerals, etc.) in favor of the "Yes Side"(Writing in the “For” column).  Turn the page over and prepare arguments in defense of the "No Side" (Again in the “For” column).  Now POINT BY POINT prepare an attack of each "Yes Side" point (Adjacent to each point but written in the “Against” column.  Match your numbering system from the Left Column to the Right one).  Likewise, turn the page over and prepare an attack on each "No Side" point.  When you enter the debate you will know not only everything you will say, but have a pretty good idea of everything your opponents will say. Even though this is labeled "Outline", the more data you have - facts, quotations, figures - the better.  
