
Writing Tips 
 

The following are writing tips that the Educational Leadership and Policy Studies (ELPS) faculty 
have decided to emphasize in the grading practices and, ideally, instill in aspiring educational leaders. 
The ELPS faculty feels that aspiring educational leaders must be able to communicate clearly and 
accurately in order to have the necessary credibility to successfully lead schools in the 21st century. For 
that reason, students are advised that excessive violations (five or more) of any combination of these 
writing tips may result in at least a .25 reduction in the final score assigned to each assignment. For that 
reason, students are encouraged to review these writing tips and apply them in all of their assignments. 

 
1. Assume your reader knows nothing and everything needs to be explained at least once. You cannot 

use an acronym unless it is first written out and you identify the acronym in the text. Another 
example would be No Child Left Behind (NCLB). Once you identify the acronym, you are free to 
use it to your heart’s content throughout the rest of the text. 

 
2. Never forget what your 7th-grade English teacher taught you concerning writing. Every paper must 

have an introduction and a conclusion. We would also guess that this same teacher talked to you 
about transitions between paragraphs so that one thought connects to another. 

 
3. In scholarly writing, one should not (as opposed to shouldn’t) use contractions. Other examples 

would include not abbreviating. (I can’t stand encountering abbreviations in scholarly writing. I 
wouldn’t abbreviate in a paper for this course.  Hopefully you get the idea of what not to do.) 

 
4.  “A quote without a citation will always have the period inside the quotation marks.” 
 
5. “A quote with a citation will always have the citation after the quote” (Raven, 1999, p. 3). 
 
6. “A quote in the middle of the sentence will always have the comma inside the quotation marks,” 

“then another quote,” and “the final quote.” If each quote had a citation, then refer to number seven. 
 
7. Always refer to a published work in the past tense.  
 
8. When listing three or more items, always include a comma after each item, as in the following 

example: The three professional teams I hate the most are the Los Angeles Dodgers, the Los Angeles 
Lakers, and the New York Yankees. (Notice the comma after the Lakers). 

 
9. Keep an APA journal article close to your computer along with the Publication Manual as easy 

reference guides. When in doubt, look it up. A wonderful website that will answer many APA 
questions is http://owl.english.purdue.edu/owl/  

 
10. Get in the habit of writing in the plural to avoid having to assign gender and to mitigate agreement 

issues. For example, “The principal should always do what he or she thinks best” versus “Principals 
should always do what they think best.” 

 



11. If you are not familiar with the short book on the use of commas entitled Eats, Shoots, and Leaves, 
and you have questions about the proper use of a comma, then take time to peruse this book. Suffice 
it to say, depending upon how you use the comma, the following phrase has a different meaning: 

 
 “The panda eats shoots and leaves” (a phrase from a nature show) 
 
 “The panda eats, shoots, and leaves” (call CSI) 
 
12. If you are not certain when to use a semi-colon, then don’t. A semi-colon is used to link two 

independent thoughts (or clauses) into one sentence. However, if you lack a comfort level with the 
use of semi-colons, then consider this guiding question: Do you have two independent thoughts or 
clauses in the sentence that are able to stand alone and are not fragment sentences? If so, why not 
just create two sentences? 

 
13. Avoid sentences where you have two or more independent clauses connected only by a comma and 

lacking a conjunction or connecting word. For example, Greg works at the university, he is a friend 
of mine – BAD (meaning it is a run-on sentence). Greg works at the university, and he is a friend of 
mine – ACCEPTABLE. (Also note that a comma is needed in the last sentence before the 
conjunction because what is written on either side of the conjunction can stand alone.)  
 

14. Be sure to include a comma after an introductory phrase. If you can move the phrase to the end of 
the sentence and it makes sense, you need a comma after it at the beginning of the sentence. 

 
15. Write out all numbers less than 10.  
 
16. “I plan on becoming a principal. In the next few years, anyway.” That second sentence is a fragment 

and is an incomplete thought that needs to be fully developed. It is NOT a sentence. 
 
17. Before submitting any paper for assessment, READ IT OUT LOUD to ensure you are saying what 

you want or intend to say. As you do so, ask yourself, “Can I say what I am saying with fewer 
words?” and “Is the content clear?” Also, consider having a colleague (but not a spouse) read your 
paper as well. 

 
18. Finally, remember that good writing is nothing more than re-writing. If you are turning in a first 

draft of a document, then it is more likely to have mistakes. 


