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I: INTRODUCTORY STATEMENT

The purpose of this guide is to supplement the Publication Manud of the
American Pg/chological Association Fifth, 2001, (APA Manud) which has been formally
adopted by the Graduate Faculty of the Department of Psychology as its official standard
for the preparation of theses and research papers. Since the APA Publication Manual
was primarily developed as a guide for the preparation of materials to be published
in the journals of the APA, the faculty recommend that the Publication Manual be
followed in the preparation of research papers and papers for publication. However,
some clarification is necessary when requirements suited for publication are found
incompatible with those used in the preparation of theses and term papers.
Therefore, this guide is aimed primarily toward the preparation of theses with one
section devoted to term paper format.

Caution. Because of the problems peculiar to the development of this type of
manual--cross referencing, reproduction, etc.--NO ATTEMPT WAS MADE IN
PREPARATION OF THISDOCUMENT TO CONFORM COMPLETELY TO THE
FORMAT SET FORTH in the APA Manud nor will the format of this Guide always
follow the instructions given on the following pages. The student, therefore, should
attempt to follow the standards as they are set forth rather than mimic the form used in

the preparation of this Guide.



Additional Caufion. Individual professors may choose to adopt their own
idiosyncratic variations or alterations of the standard set forth in this Guide. Regardless
of any format disagreement, the thesis advisor’s variations take precedence. Any
variations should be discussed with the thesis advisor.

In addition to this guide the student is required to consult the APA Manud.
Concerning matters related to proper English usage and composition, the student should
consult a handbook designed for that purpose such as Watkins et al. (1974). Practical
English Handbook Third Edition, Boston: Houghton Mifflin Co., or Hodges and
Whitten, (1972). Harbrace College Handbook, Seventh Edition, New Y ork: Harcourt
Brace Jovanovich, Inc.

The department now offers an Ed.S. degree that requires a Field Study. All
references in this document to a thesis also apply to a Field Study. Y ou should note that

Example 1 (p. 25) will need to be modified to reflect a Field Study.



I[I: THESIS ORGANIZATION
The following items, in order, should be used in developing athesis. The only
items that may not be necessary are 4, 6, 7, 8, and 11.
1. Title Page and Signature Page (no assigned number--counted as page "i")
2. Ethics Committee Page
3. Abstract
4. Acknowledgment (if any)
5. Table of Contents
6. List of Tables (if any)
7. List of Figures (if any)
8. List of Appendixes (if any)
9. Body of Text
10. References
11. Appendixes (if any)
12. Vita (paginate and include in Table of Contents)
These 12 items are explained more fully in the following statements:
1. Title pageand dgnature page The purpose of the title of a paper is that
of communication. To that end the title should include both dependent and independent
variables (Sec. 1.06 of the APA Manud). The title must start 2" from the top of the page,

be centered, double spaced, all caps, and inverted pyramid style. For theses, lines are



provided for the signatures of the Thesis Adviser and the graduate Dean. See example 1
of Section V in this Guide.

2. Ethicspage. If athesisinvolves research with human or animal subjects,
the final thesis must include, as page "ii", a page that indicates that the thesis project was
approved by the Department's Research Ethics Committee and that appropriate legal
guidelines were observed. The Departmental Secretary has the form for this page. The
original copy of the thesis must have an original of this page that is signed by the chair of
the Ethics Committee. (The form returned by the Ethics Committee is NOT the form
used in the final bound thesis). See Example 2 of Section V in this Guide.

3. Abstract. Each thesis, and most term papers, must prepare an abstract of

not more than 200 words. The abstract should be written as described in the APA

Manud. It should be approximately one page in length and include the more important
findings of the project. A formal statement of the problem can be included here (see
Section V, Example 3). Thereis no paragraph indentation at the start of the abstract.

4, Acknowledgment. It isan optional but commonly accepted practice for
authors to recognize their adviser, members of their committee, and others who have
assisted them. Contributions of specific importance by other persons or organizations
may also be recognized (see Section V, Example 4). Permission to publicly recognize
these latter groups should be secured before actual acknowledgment.

5. Table of Contents. Upon completion of the manuscript a TABLE OF
CONTENTS should be developed from the headings used in the manuscript. The TABLE
OF CONTENTS begins 2 inches from the top of the page. Double space between each

entry. In the event that atitle is longer than one line, the second line should be indented



five spaces. For proper preparation of the TABLE OF CONTENTS the student should
carefully follow the example provided (see Section V, Example 5). All pages with
Roman numerals (except the Title Page) should appear in the Table of Contents.

6. List of Tables Tables should be numbered and listed in the LIST OF
TABLES just as they appear in the manuscript. Titlesin the LIST OF TABLES should
follow the same style asthe TABLE OF CONTENTS (see Section V, Example 6).

7. List of Figures Figures should be numbered and listed in the LIST OF
FIGURES just as they appear in the manuscript. Titlesin the LIST OF FIGURES should
follow the same style asthe TABLE OF CONTENTS (see Section V, Example 7).

8. List of Apperdixes A List of Appendixesis to be included that follows
the same style, format, and rules as the List of Tables (see Section V, Example 8.

9. Body of Text.

A. Types of scientific communication. Although theses generally
involve a specific form of scientific writing known as a research report, other types of
writing such as review articles and theoretical papers are important adjuncts to
experimental investigations. Term papers that are substantial components of outside
assignments for many courses are examples of the latter.

Science as a cooperative venture is perhaps best exemplified in the review article
in which a summary is made of the work done on a specific topic. Since such articles
provide an extensive bibliography and evaluative or critical comment on previous work,
they serve as an excellent starting point for a search of the literature. Theoretical papers,
less circumscribed in form than a review article or research report, may differ from one

another in terms of their breadth of formulation and degree of formality.



The research report is aimed at describing what was done in a specific study or
series of studies. It should include several different components. Usually reasons are
cited for doing the study. The findings are reported and interpreted noting the
implications for relevant theory and for conducting further study. Specifically, a detailed
report is given of how the research was carried out and what were the results. It is
important that the writer present these facts as clearly and thoroughly as possible.

B. Organization of the writing. Clear organization is a very important
condition for effective communication. In writing term papers the organization used
should be topical in nature. Organization of the body of a thesis, being more formal,
should include: INTRODUCTION, METHOD, RESULTS, DISCUSSION, and
sometimes CONCLUSION and/or SUMMARY, and REFERENCES.

Introdudion. The INTRODUCTION section details the problems motivating the
research study. It should answer the question “Why was this research carried out?” In
answering this question, hypotheses should be formulated and formally stated, the logic
of their derivation explained, and references given citing relevant data discovered in the
literature. Generally, introductory statements for theses, in contrast with articles prepared
for publication, should include an extensive search of the literature (Sec. 1.08 of the APA
Manual).

The INTRODUCTION isintended to provide the reader with a history of research
relevant to the problem and to justify the present study. Only literature that is relevant to
the study is usually included. However, a thesis typically requires more breadth and
scope of scholarship than the typical INTRODUCTION section of an empirical journal

article. Once finished for the prospectus, only minor modifications of the introduction



should need to be made for the final thesis. (A prospectus is usually written in the future
tense while the thesis is written in the past tense.) A general statement of expectations
from this study in the form of hypotheses may be included in this section. Students may
subdivide the INTRODUCTION chapter into several sub-sections such as: (a) Overview
(b) Review of Literature (c) Problem and (d) Hypotheses. Consult APA journals or the
Manud for style and formats of headings and subheadings. Further topical subdivisions
are encouraged as an aid to the reader. Sometimes it is helpful for the student to include
an optional section that contains definitions of important technical terms as part of the
INTRODUCTION or as an Appendix.

While the APA Manud does not require a heading for the INTRODUCTION
section in articles for publication, it is necessary that theses have such a heading. The
word INTRODUCTION should appear as a main heading.

Method The METHOD section should be sufficiently detailed and explicit
enough to allow for replication of the study. Commonly this section is divided into
several subsections. A subsection, entitled Participants or Subjects (as appropriate),
describes the participants used in the study. The subsection Apparatus or M aterials,
should include a description of the apparatus, instrumentation, and/or materials
employed. Under the subsection Procedure, the writer should describe the design of the
study and the procedure for administering the treatment conditions to participants. When
instructions to the participants are a critical feature in the procedure, they should be
stated exactly as given (Sec. 1.09 of the APA Manud). The writer is encouraged to use
additional subheadings and sections that will clarify the information. (Up to this point a

prospectus and thesis are similar in form.)



Results. The major task of the RESULTS section is to present descriptive
statistics describing the outcome of the study, to indicate which statistical tests were
applied in evaluating the data, and to present the outcomes of these tests.

In the prospectus, this section typically includes a description of: (a) the kinds of
data to be obtained, and a “design” for arrangement of the data so that they can be
reasonably and appropriately understood and analyzed; (b) statistical treatment of the
data; (c) possible alternative results; and (d) an interpretation of results should any of the
alternatives be realized.

In the thesis itself, the discussion of the results usually appears as a separate
chapter. The thesis RESULTS section includes (a) a description of data, (b) statistical
treatment of the data, and (c) report of the analyses.

Always be aware that the reader needs to learn four things about the data:

1. What numbers were analyzed, and where they came from (data
definition).

2. How the numbers were summarized (descriptive statistics).

3. What analyses (often inferential statistics but not always) were performed
on the data.

4, The results of these analyses (inferential statistics). A common mistake is

for the writer to jump immediately into items 3 and 4 without telling the
reader about items 1 and 2. Initial analyses should relate specifically to the
hypotheses developed in the introduction. Subsequent analyses will detail

incidental and serendipitous findings.



Results may be summarized and presented in tables and figures. However, those
tables and figures should always be referred to in the text before they appear in order to
provide proper sequencing (specific restrictions and recommendations are given in the
APA Manud, Sec. 1.10).

Discussion. Discussion should be made of the relationship of the results of the
study as they bear on the problem stated in the introduction. In this section, conclusions
are stated and indication is made as to whether the hypotheses being tested were accepted
or rejected. Agreement or disagreement with other data should be stated along with
implications for further research (Sec. 1.11 of the APA Manud.)

Rekrences Reference styles may be found in the APA Manud, Sec. 4.03.
Additional notation regarding reference form appearsin Sections Ill and V, Example 9 of
this guide. A psychology thesis always uses the hanging indent format for ease in
reading. Also, references may be either single spaced or double spaced depending on the
preference of your thesis advisor. Please note that any deviation from the APA
Publication Manud, Fifth Ediion is acceptable upon the recommendation and approval
of your thesis advisor.

Appendkes Asindicated in the APA Manud, Sec. 3.90, appendixes are rarely
used in journal articles because of the cost of publication. It is an accepted practice,
however, to use appendixes in theses and term papers for the purpose of presenting
material that might distract the reader if placed in the body of the report, but is otherwise
useful in understanding, evaluating, and replicating the study. Such material could
include unusual statistical formulae, letters of notification, stimulus material, expanded

procedural descriptions, a glossary of technical terms, and unpublished tests (see Section
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V, Example 10). In athesis or major student research paper, raw data and an explanatory
codebook should be presented in an appendix.

Vita. The Vitais aone-page biographical sketch of the author (see Section V,
Example 14). The name of the typist and the name of the word processing system that
was used to prepare the manuscript should be placed three lines below the end of the

Vita.



[ll. PREPARATION OF THE THESIS MANUSCRIPT

Writing Style

Chapter 2 of the APA Manud presents excellent suggestions regarding style of
writing. Generally it could be said that since the purpose of theses and term papersis
communication, the style should be as precise as possible.
Headings

Headings should generally follow the order specified in the APA Manud, Secs.
3.31-3.33 with the following exceptions: (a) when three levels are used they must be
levels 1, 3, and 5, (b) when four levels are used they must be levels 1, 3, 4, and 5, and (c)
when five levels are used they must be levels 1, 2, 3, 4, and 5. Titles of each centered
main heading of the paper should be a CENTERED UPPER CASE HEADING beginning
2 inches from the top of the page with the page number centered at the bottom of the
page. Sections are not to be separated by the use of the word “chapter” nor are they to be
designated a “ chapter number.” The word INTRODUCTION, contrary to the
specifications of the APA Manud, shall appear as the title of the first section of theses.
Abbreviations

The use of abbreviations may at times be detrimental to effective communication.
Therefore they should be used sparingly as indicated in the APA Manud, Sec. 3.2. Terms
to be abbreviated must be spelled out on their first appearance and immediately followed

by their abbreviation in parentheses.

11
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Metrication

Since the APA has adopted the International System of Units (Sl) it isto be used
in the preparation of theses wherever possible. If measurements are made in other than
metric units, Sl equivalents should follow in parentheses. Conversion tables are available
inthe APA Manud, Sec. 3.52.
Satistics

The textual presentation of inferential statistics should always include the name,
degrees of freedom, value, and probability level. References should be provided for
obscure or controversial statistical procedures. The use of italics for all letters (Greek
letters excepted) is required. Statistical and M athematical copy examples are in the APA
Manud, Sec. 3.53.
Mathematical Equaions

A general rule of thumb is to place mathematical formulations in appendixes if
such are necessary for clarity in communication. In any case, since publication is not the
aim of athesis, the names of letters should not be written, contrary to what is specified in
Sec. 3.58 of the APA Manud.

The symbol for percent (%) is used only when preceded by a number, and the
word percentage is used when a number is not used.
Numbers

Numbers zero (0) through nine (9) are usually expressed as words. Numbers
larger than nine are expressed as figures unless they begin a sentence. For explicit

examples see Secs. 3.42 through 3.49 of the APA Manual.
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Tables

The purpose of atable isto supplement rather than duplicate the material
presented in the text. The text should highlight the material presented in table form rather
than discussit in every detail.

Table titles should be brief (two lines in length or fewer), yet indicate the
information contained in the table. Titles should be italicized or underlined and conform
to the guidelines given in the APA Manud (Sec. 3.62-3.74).

All tables referred to in the body of the manuscript shall be given Arabic
numerals. Tables presented in the appendixes shall be identified with capital letters as
specified in the APA Manud, Secs. 3.62 through 3.74.

Figures

M aterials presented in graphic form can often enhance the understanding of
textual materials. It is important, however, that these be of the highest quality and meet
the standards outlined in the APA Manud, (Sec. 3.76).

Independent variables are plotted on the horizontal axis (abscissa) and dependent
variables on the vertical axis (ordinate). Each axis should be clearly labeled with both
quantity and units of measurement. For reasons of aesthetics, the abscissa axis should be
three-fourths of the length of the ordinate. Usually no more than four curves should
appear in afigure.

Figures are to be given Arabic numbers. Titles should be brief (two lines or
fewer) yet clearly explanatory complete sentences, double spaced, and placed at the
bottom of the figure rather than at the top, and conform to the guidelines given in the

APA Manud (Sec. 3.75-3.80).
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Quotations

Quotations shall be used sparingly. Short quotations (40 words or fewer) are set
off by double quotation marks within the text. Longer quotations are set off from the text
in a free-standing block form, indented five spaces, with no quotation marks and should
be single spaced. The initial line of a quoted new paragraph should be indented 5 spaces
from the margin of the quotation. In each case reference to the author, date, and page
number should be made as specified in the APA Manud, (Secs. 3.34 through 3.41).
Rekrences

Citation of referencesis to be made using the author-date method in accordance
with the APA Manud, (Secs. 3.94 through 3.103).

Only those references cited in the text should appear in the reference list at the
end of the manuscript. Reference notes for unpublished materials are no longer to be
used. With the exception of personal communications, all references are to be cited in the
reference list. Personal communications are to be cited in the text only (Sec. 3.102 of the
APA Manud).

Titles of books, songs, journals, etc. are italicized in standard typing practice. The
purpose of the underline is to tell atypesetter to put the text into italic print. It is an
acceptable option to use italic fonts where normal practice would be to underline the
typed text, but confirm acceptability with your thesis advisor. An entire manuscript in
italic or script type is NOT acceptable.

Footnotes
Only the types of footnotes referred to in the APA Manual, Secs. 3.87 through

3.89 are appropriate for writing theses.



IV: TYPING THE MANUSCRIPT

Paper

The original and all copies of theses must be submitted with typed copy on one
side only of 25% cotton or rag content bond paper, 20 pound weight, and 8 1/2 x 11
inches in size.
Number of Copies

At least four copies of athesis plus the original must be submitted to The
Graduate School Office. The Graduate Dean requires that a sample title page and one
page of text be submitted to him by the means of printing used prior to the preparation of
the final copy. Also, the final manuscript must be approved by the student’s Thesis
Advisor before the final copies are printed professionally. Acceptable means of
reproduction include: Professional quality copy machine, offset printing, or other
professional printing processes. Word processing all copies with a letter quality printer is
also an option for printing.
Typing

The text of the thesis or research paper must be typed or printed using a standard
face of type, 10 to 12 point size, or of a quality approved by the major department (and
the Graduate School in the case of a Thesis). Print must maintain equal blackness
throughout the copy. Any material that must be inserted by hand on the typed page must

be in black ink on the original.

15
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Page numbers will be 1" from the top of the page; 1” from the edge of the right
margin; or, when appropriate, 1'’ from the bottom of the page, as shown in Chapter 5,
Example 10. BE CAREFUL: Microsoft Word does not do page numbers well. If you set
a1“ top margin the page number will be 7/8” from the top of the page. Thisis not
acceptable. Special instruction for Word users is appended.

The typist is responsible for the following: mechanical details of appearance,
correct spacing on the page, maintaining marginal lines, and neatness. The student is
responsible for the form of the manuscript and should carefully edit the final draft for
arrangement, sentence structure, paragraphing, punctuation, spelling, quotations, other
forms of references, tables, and figures before giving it to the typist.

Care should be taken in selecting a typist--one who has experience in typing
theses. Great expense can be avoided if the manuscript is prepared by an experienced
typist.

Margins

The margins for each page shall be as follows: left side, 1.5 inches; all other
margins, 1 inch. New chapters and other major divisions such as INTRODUCTION,
METHOD, RESULTS, DISCUSSION, and REFERENCES shall start with headings 2”
from the top edge of the paper.

Right Margin. The right margin should not exceed the 1" margin allowance. The
right margin should be kept as even as possible. When necessary, breaking of wordsis
permitted in theses. Words that are hyphenated should be broken between syllables, and

any incorrect hyphenation shall be redone. Not more than two consecutive lines may be
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hyphenated. “ Right Justification” options available on many word processing or printing
systems are acceptable with prior approval of the thesis advisor.

Left Margin. The left margin of 1.5 inches must be strictly observed.
WARNING: Tell the person responsible for the printing of your final thesis about the
1.5" left margin requirement. It is important that the original is placed properly on/in the
machine so the copies maintain the correct margin width. Also, some copy machines
expand the text so it may be prudent to use a 1.6” left margin.

Bottom Page Margin. The last line of typing on the page should not be more than
two lines above the margin. Widows (one line left at end of page) and orphans (one line
left at beginning of a page) should be avoided.

Paragraph

The first line of every paragraph (including footnotes, figure captions, table
footnotes, and quotations) should be indented five spaces.
Pagination

The page number of each major division of the manuscript (such as TABLE OF
CONTENTS, ACKNOWLEDGMENT, REFERENCES, etc.) and the first page of each
major heading division should be placed at the bottom of the page, in the center, leaving
a one-inch bottom margin below the number. All other pages are numbered at the top
right hand margin 1" from the edge of the paper. The page numbers should always be on
the text surface, not within the frame of the 1” allowable margin. The text begins 2-3
lines below the page number. NOTE: All pages of the thesis must be assigned a number.
The title page, while being assigned a number, is not marked. All pages prior to the first

page of the text are assigned small Roman numerals. Arabic numbers are used for the
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text, references, etc. For thesis writing, short titles (headers) are not necessary to identify
manuscript pages.
Corredions

No interlineation, crossing out of letters or words, strike-overs, extensive erasures
or use of liquid paper are permitted. Although the typist is responsible for proofreading
the manuscript and finding errors, the student is ultimately responsible for proofreading
the entire manuscript before giving it to the thesis advisor.
Tense

Since athesisis aformal written presentation, the use of contractions, sentence
fragments, and first person pronouns should be avoided. Scientific papers are written
mainly in the past tense. If a statement has a continuing or general applicability, however,
the present tense may be used. Definitions, statements of theory, and hypotheses are
stated in the present tense. In stating the results of an experiment, whether one’s own
study or those of an earlier one, the past tense refers to particular results applicable only
to a sample and the present tense refers to general or timeless results. It is reasonable and
acceptable to use the future tense when describing what is being proposed when
preparing the prospectus for athesis. Be sure to change future tense to past tense when
changing the prospectus into the final thesis.
Placing of Tablesand Fgures

Proper use of tables requires their appropriate placement within the text.
Generally atable should appear immediately after it has been mentioned in the text. If it
is atable larger than three-fourths of a page in length it should appear by itself on the

first page following its first reference. Tables smaller than three-fourths of a page in size
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can be treated in one of two ways. If two tables are first mentioned on the same page of
the text and will fit on one page, they may be placed together on the next page following
their first reference. On the other hand, where tables are less than three-fourths of a page
in length and appear alone, they should be incorporated into the text.

Figures must appear singularly on a page immediately after being cited in the
text. Figure captions should be placed at the bottom of the figure (see Section V, Ex. 12.)
Summary

As mentioned throughout this document, variations from the APA Pubication
Manud may be made when appropriate for thesis preparation. Often when preparing a
thesis, students receive conflicting information between this document, the APA Manud,
their typist and their thesis advisor. The thesis advisor has the authority to request any
deviations from this document or the APA Manud. However, typing guidelines (Example

10) set forth by the Graduate School must be adhered to in all cases.



20



V: EXAMPLES
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EXAMPLE 1
THE TITLE MUST BEGIN 2" FROM TOP

EDGE OF PAGE: DOUBLE SPACED, ALL
CAPS, AND PYRAMID STYLE

(4-5 spaces) *
being
(4-5 spaces) *
A Thesis Presented to the Graduate Faculty

of the Fort Hays State University in
Partial Fulfillment of the Requirements for
the Degree of Master of Science
or Specialist in Education
(4-5 spaces)
by
(4-5 spaces)
Name
Degree, Undergraduate College
(4-5 spaces)

Date Approved

22

M ajor Professor
(4-5 spaces)
Approved

Chair, Graduate Council
(No Page Number)

* Spacing depends on length of title
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EXAMPLE 2

The research described in this thesis utilized human subjects. The thesis
prospectus was therefore examined by the Human Subjects Research Committee of the
Psychology Department, Fort Hays State University, and found to comply with Title 45,
Subtitle A - Department of Health, Education and Welfare, General Administration; Part

46 - Protection of Human Subjects.

Date

Ethics Committee Chairman
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EXAMPLE 3

ABSTRACT
Dabrowski’s (1972) theory of positive disintegration argues that anxiety appears to be the
dynamic of self actualization. A study to assess this hypothesis (Wilkins, Hjelle, &
Thompson, 1977) reported that self actualization was incompatible with chronic,
debilitating or neurotic anxiety. The current study further examined the empirical and
conceptual relation between anxiety and self-actualization. A measure of self
actualization (the POI) and 2 measures of anxiety were taken from subjects (N=126).
Thirty-three items for the POl were found to be measures of anxiety and were scored
negatively for self actualization. Removal of anxiety items and rescoring of the POI
yielded self actualization measures that were positively related to anxiety test scores. The
results indicate that the POI is theoretically biased against anxiety, the conclusion of

Wilkins et al. (1977) is not necessary and Dabrowski’s (1970) theory remains viable.
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EXAMPLE 4

ACKNOWLEDGMENT

The author wishes to express his appreciation to those who have made this
manuscript possible. To Dr. John D. Doe, Chairman of his graduate committee, for his
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GUIDELINES FOR THESIS AND FIELD STUDY

The adviser has full responsibility for the student’s work on the thesis and on the
final approved copies of the thesis.

The original copy of the thesis must be typed on 20-Ib. 25 percent rag content
theses bond paper in the form prescribed by the Graduate School and by the departmental
graduate committee of the major department. All copies must be reproduced on 20-1b. 25
percent rag content theses bond paper. Arrangements for reproducing the thesis may be
made with the Campus Print Shop, or the reproduction may be done on a copy machine
which accommodates the 20-1b. 25 percent rag content theses bond paper. A short
abstract of the thesis must accompany each copy to be placed in the library. The thesis
must be typed double-spaced with a one and one-half inch left margin and with one inch
margins on the top, bottom, and right margins. The page number is inside the margin and
isnormally placed in the upper right hand corner inside the one inch top and right
margins.

If the thesis is to be reproduced, make certain that the thesis chair signsit in black
ink before it is submitted for reproduction. If all copies of the thesis are done on the
computer, the copies submitted must be signed individually, with black ink.

All theses are to be submitted in a large envelope with a flap on it and must have
the student’ s name on each envelope along with the designation of original, 2, 3, 4, 5, etc.
on the outside of each envelope. The oral examination report over the Thesis and Field
Study is due in the Graduate School when the thesis is submitted.

When pictures are glued to backing, glue should be used sparingly. The binding
process uses considerable pressure which creates heat, softening the glue, and forcing the
glue out onto the pages. Stick glue is very satisfactory.

Where acetate holders are to be used in a thesis, a plain white sheet of bond paper
should be inserted between the sets of acetate to keep the acetate from being fused
together at the bindery.

The minimum number of copies of the thesis that is required by the Graduate
School and department is four. The student’s copy or copies will be in addition to the
minimum number required by the Graduate School and the department.

A binding fee of $10.00 per copy must be paid by the student who writes a thesis
before the thesis can be accepted by the Graduate School. The Graduate School will
submit the thesis to the library for binding and filing.
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The student who prepares a thesis written with word processing on a
microcomputer or a main frame computer and printed on a printer interfaced with a
microcomputer or a main frame computer must have the copy made by the printer
approved by the Graduate Dean before the final copy is prepared.

The thesisis due in the Graduate School two weeks before graduation in the Fall
and Spring semesters, and a week before graduation in the Summer term. The specific
date is listed in the class schedule for the semester or term. Thesis must be accepted by
the Graduate Dean before the thesis requirement is met and before a grade is given for
the thesis. Credit for the thesis is deferred until the thesis is completed and is accepted by
the Graduate Dean.
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Department of Psychology
Fort Hays State University
Hays, KS
(785) 628-4405

Informed Consent

Study Name:

Faculty Researchers:

Telephone Numbers:

Student Researchers:

Telephone Numbers:

The Psychology Department at Fort Hays State University supports the practice
of protection for human subjects participating in research. Y our willingnessto help usis
greatly appreciated.

Here should appear a short description of what the study is about, including

a) What they are supposed to do and how long it will take.

b) What they will receive in return [e.g., extra credit]. If you recruit
psychology students as participants then the following statements should
be included. You will receive course or extra credit for your
participation provided your instructor awards credit for research
participation and you meet the instructor's requirements to receive
that credit.

This study has been reviewed to determine that it poses little or no risk of harm to
you. However, in the unlikely event that you do feel any coercion, threat, or discomfort
at any time during the study, you may choose to withdraw with no further questions
asked. If you choose to withdraw, you will still receive any course credit or other
payment promised to you in exchange for your participation.

Any information obtained from you will be kept strictly confidential. Y ou may
be assigned an arbitrary subject number to assist in data collection. We assure you that
neither your name nor subject number will be associated in any way with any reportable
results.
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Y ou will gain no benefits by participating in this study other than educational (or
course credit if it is offered by your instructor). The researchers are obligated to tell you
as much as you care to know about the study after your part in the study is complete. If
you would like a written summary of the results, please include your name and address in
the space provided, and the researchers will send you a copy when it is available.

All persons who take part in this study must sign this consent form. Y our
signature in the space provided indicates that you have been informed of your rights as a
participant, and you have agreed to participate on that basis.

With my signature, | affirm that: | am at least 18 years of age, have read and understood
my rights and the study description on this page, and voluntarily agree to participate in
this research study.

Participant's Signature Date

Mailing Address (ONLY if you want a written summary of results)
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As expected in forming the educational levels, differences were obtained among training

methods, with verbal methods superior to direct, F(1, 35) = 10.23, p < .01, and between

educational levels, with high educated mothers outperforming low educated mothers,

F(1, 35) = 4.79, p < .05. No significant interaction effects, contrary to expectations, were

observed, F(1, 35) = 0.27. A test for homogeneity of regression coefficients resulted in

no significant differences, F(3, 32) = .06. A summary of the analysisis presented in

Table 2.
Table 2
Analysis of Covaiance for 2x 2 Desgn
on Questionnaire Data
Source Sum of Squares df Mean Squares F
Educational
Level 78.68 1 78.68 4.79*
Training
M ethods 167.88 1 167.88 10.23**
Interaction 4.46 1 4.46 0.27
Within 575.26 35 16.40
Total 825.30 38
*p<.05

** p< .01
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EXAMPLE 12
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Figure 1. The interaction between gender and behavior for the dependent variable

self control.
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EXAMPLE 13

Muehl (1961) stated that “It is possible that placing the relevant letter [the letter used in
pretraining] in some middle position in the word increased the difficulty of the letter
discrimination” (p. 276). So it is possible that Muehl’s (1962) subjects were unable to use
their pretraining with letter names to discriminate words because he placed the known
letter in a middle position and constructed the words with identical beginnings and
endings. Muehl (1962) indicated:
The subjects were asked to choose from a list of words, the words most like or
identical to the stimulus word. It was found that the words most often chosen as
the same as the stimulus word were those words that began or ended with the
same letters as the stimulus word. (p. 179)
The above studies, however, do not manipulate the variables of letter position and
sameness of beginning and ending letters. A much older study (J. Wiley, personal
communication, May 21, 1983) found that children often confuse words with similar
beginning and/or ending letters. In addition Johnson (1983) stated, “It is possible that

placing the relevant letters [the letters used in pretraining] in some middle position in the

word increased the ‘difficulty’ of the letter discrimination” (p. 239).
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VI. THE TERM PAPER

Although theses generally involve a specific form of scientific writing known as a
research report, other types of writing such as review articles and theoretical papers are
important adjuncts to experimental investigations. Term papers that are substantial
components of outside assignments for many courses are examples of the latter.

Science as a cooperative venture is perhaps best exemplified in the review article
where a summary is made of the work done on a specific topic. Since such articles
provide an extensive bibliography and evaluative or critical comment on previous work,
they serve as an excellent starting point for a search of the literature. Theoretical papers,
less circumscribed in form than a review article or research report, may differ from one
another in terms of their breadth of formulation and degree of formality.

The following items, in order, should be used in developing aterm paper. Term
papers should include items 1, 2, 3, 6, 7, and 8, with 4, 5, and 9 being used when
appropriate or if assigned by a professor.

1. Title Page (with running head beginning with page 1)

2. Abstract

3. Table of Contents

4. List of Tables (if any)

5.. List of Figures (if any)

6. List of Appendixes (if any)

7. Body of Text

42
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8. References

9. Appendixes (if any)

These items are explained more fully in the following statements:

1. Title Pagewith Ruming Head. The purpose of the title of a paper is that of
communication. To that end the title should include both dependent and independent
variables (Sec. 1.06 of the APA Manud). A page header is an abbreviated title printed at
the top of the title page. It appears along with the page number on the upper right-hand
corner of each page beginning with the title page. The running head is an abbreviated title
flush left at the top of the title page (but below the manuscript page header in all
uppercase letters (Sec. 5.15, APA Manud).

2. Abstract Most term papers must prepare an abstract of not more than 200

words. The Abstract should be written as described in the APA Manud, Sec. 1.07. It
should be approximately one page in length and include the more important findings of
the project. A formal statement of the problem can be included here.

3. Table of Contents. Upon completion of the manuscript a TABLE OF
CONTENTS should be developed from the headings used in the manuscript. The TABLE
OF CONTENTS begins 2" from the top of the page. Double space between each entry. In
the event that atitle is longer than one line, the second line should be single spaced and
indented three spaces. For proper preparation of the TABLE OF CONTENTS the student
should carefully follow the example provided (see Section V, Example 4). All pages with
Roman numerals (except the Title Page) should appear in the TABLE OF CONTENTS.

4. List of Tables Tables should be numbered and listed in the LIST OF
TABLES just as they appear in the manuscript. Titlesin the LIST OF TABLES should

follow the same style asthe TABLE OF CONTENTS (see Section V, Example 5).
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5. List of Figures Figures should be numbered and listed in the LIST OF
FIGURES just as they appear in the manuscript. Titlesin the LIST OF FIGURES should
follow the same style asthe TABLE OF CONTENTS (see Section V, Example 6).

6. LIST OF Appendixes. A LIST OF APPENDIXES isto beincluded that
follows the same style, format, and rules asthe LIST OF TABLES.

7. Body of Text.

A. Organization of the Writing. Clear organization is a very important condition
for effective communication. In writing term papers the organization used should be
topical in nature.

B. Typeface, margins, and line spadng. Refer to APA Manud 5.02 for
appropriate typefaces; APA Manud 5.03 for line spacing, and APA Manud 5.04 for
margin information.

C. Paragraph. Thefirst line of every paragraph (including footnotes,
figure captions, table footnotes, and quotations) should be indented 1/2".

D. Pagination. The running head and page number appear in the upper right-
hand corner margin of each page 1” from the top edge of the paper. The text begins 1
1/2" from the top edge of the paper. The running head does not have to print in upper
case letters; however, principal terms should be capitalized (See Sec. 5.06, APA Manud).

E. Corredions No interlineation, crossing out of letters or words, strike-overs,
or extensive erasures are permitted. In using liquid paper, the typist should carefully
erase the error and cover it with a thin coat of liquid paper. Liquid paper should be used
carefully and sparingly. Although the typist is responsible for proofreading the paper and
finding errors, the student is also responsible for proofreading the entire paper before

turning it into the professor (Sec. 5.07, APA Manud).
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F. Ten®. Scientific papers are written mainly in the past tense. If a statement has a
continuing or general applicability, however, the present tense may be used. Definitions,
statements of theory, and hypotheses are stated in the present tense. In stating the results
of an experiment, whether one’s own study or those of an earlier study, the past tense
refers to particular results applicable only to a sample and the present tense refers to
general or timeless results.

G. Placing of Tablesand Figures Do not follow the instructions regarding the
placing of tables and figures as outlined in the APA Manud, (Secs. 5.21 through 5.22)
unless directed to by the professor. Proper use of tables requires their appropriate
placement within the text. Generally a table should appear immediately after it has been
mentioned in the text. If it is a table larger than three-fourths of a page in length it should
appear by itself on the first page following its first reference. Tables smaller than three-
fourths of a page in size can be treated in one of two ways. If two tables are first
mentioned on the same page of the text and will fit on one page, they may be placed
together on the next page following their first reference. On the other hand, where tables
are less than three-fourths of a page in length and appear alone, they should be
incorporated into the text.

Figures must appear singularly on a page immediately after being cited in the
text. Figure captions should be placed at the bottom of the figure.

(see Section V, Example 10).
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MOST FREQUENT ERRORS MADE
IN FOLLOWING THE APA MANUAL

Failure to use a comma before “and” and “or” when listing a series of three or
more items within a sentence.

Failure to follow APA instructions (Secs. 3.42 through 3.49) about which
numbers should be expressed in words and which should be expressed in figures
(students consistently fail to notice that all units of measurement and time should
be expressed in figures unless they are the first word in a sentence).

Failureto use “&” rather than “and” when areference is given inside parentheses.
Failure to cite multiple authors after the first time the reference occurs in the text
and using et al. correctly (pg. 207, APA Manual).

Failure to place text above and/or below tables |less than three-fourths of a page in
length. This may be due to a preference by your advisor.

Failure to ensure that references in the text and those in the reference list are in
agreement (that all references cited in the text appear in the reference list and that
dates, spelling of names, etc., correspond exactly.)

Failure to space one time after all punctuation (see Sec. 4.11 pg. 227).

Failure to proofread for grammatical and spelling errors (proofreading for
grammatical and spelling errors is the responsibility of the student not the thesis

advisor. Drafts should be presented to the thesis chair as error free as possible.)



47

CHECKLIST FOR THESIS ADVISOR

Variations from APA Style for Typing Thesis

Before you begin typing the thesis meet with your advisor and discuss spacing and other
formatting variations for thesis. A few of these variations are outlined below:
# APA prefers double-spacing, however, single-, triple-, and quadruple spacing can

improve appearance and readability (APA Manual, p. 286).

# _____How many spaces before headings

# ______How many spaces after headings

# References should be:

# _______Hanging indent style

# ____ Paragraph indent style

# ______Double spaced

# _______Single spaced

# Table Titles should be formatted as follows:

# ______Inverted pyramid style

# ______APA style (flush left with title underlined)
# ______ Other

# Figure Titles should be formatted as follows:

# _____Double spaced, flush left at bottom of page

# Single spaced, flush left at bottom of page



Page Numbers

___ Page # should be centered at bottom of first page of new main section
(INTRODUCTION, METHODOLOGY, RESULTS, DISCUSSION,
REFERENCES)

No page # on first page of new main section

48
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CHECKLIST FOR PROCESSING THE THESIS IN THE PSYCHOLOGY
DEPARTMENT AND GRADUATE SCHOOL

Prior to the completion of the thesis:

G Pay binding fees to the Graduate School. Five bindings are distributed as follows
T Original to Forsyth Library
T Copy 2 to Forsyth Library
T Copy 3 to student
T Copy 4 to thesis advisor
T Copy 5 to department

G Purchase the correct paper to meet the Graduate School’ s specifications, which
include:

T 25% rag bond
T 20 Ib.

G Have the title page approved in the Graduate School. The title page will be

checked for:
T Accuracy in margins
T Quality of printer
T Accuracy of format
T Quality of paper

Setting up prospectus and thesis meeting

It is the student’s responsibility to find and arrange time when committee members
can meet for both the prospectus and thesis defense meetings.

G Give Connie the necessary information to send a memo announcing the meeting
to committee members. Thisinformation includes:

Type of meeting (prospectus or defense)

Time of meeting

Date of meeting

Location of meeting

i e i

Committee members



T Title of thesis

T Provide a ballot sheet to thesis committee at the end of my thesis defense
meeting. Obtain the ballot sheet from Connie. This ballot sheet must be
delivered to the Graduate School within 48 hours.

Preparation of thesis for Graduate School:

G

M eet the typing requirements for the acceptance of the thesis in the Graduate
School. These requirements include:

Correct paper

Approved quality of font or printer

Correct margins throughout thesis

=4 4 44 -

The thesisisin proper APA (modified) format. The format references to
be used are either or both:

T APA Publication Manual

T M anuscript prepared by FHSU Psychology Dept. ($5.00)

Check with your thesis advisor to see if he/she prefers to sign the signature page
before/after the thesis is copied.

The duplicated copies meet the following requirements:

T Turn into the Graduate School the same number of copies for which you
have paid bindings (e.g., if 6 bindings were paid for, then you will turn in
the original thesis plus 5 copies)

T The paper for each copy must be 25% rag bond, 20 Ib.

T The copies are of the very best quality

T Check to make sure that all pages are in the correct
numerical order on each copy of thesis.

T All title pages are signed by the thesis chair

T Ethics page is signed by the Ethics Committee

Understand that the process of duplicating, obtaining signatures, and turning the

final thesis into the Graduate School is student’ s responsibility. (Secretarial staff

and/or thesis advisor should not be involved in this process. If you are out of
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town, make arrangements with a friend, relative, or hire someone to do these

tasks.)

M ake available the correct number of manila envelopes for each copy of the

thesis and original. Envelopes should be at least 10 12" x 13”.

Label each envelope with your name followed by Original, Copy 2, Copy 3, Copy
4, Copy 5, etc. Thereisno Copy 1.

Insert theses and copies into the manila envelope with the title page facing up,
facing the fastener of the manila envelope.

Deliver your thesis and copies to the Graduate School.

Remind your thesis advisor to change incomplete and Independent Study (if applicable)
grades.

If a student has completed all 6 hours of Thesis (P899) and has not completed the
thesis, they must enroll in Independent Studies (P874) or Problems in Psychology
(873CX) for 1 credit hour each semester until the thesis is completed.

A thesis and afield study must fulfill the same requirements. The term “thesis”

includes both thesis and field study.



PAGE NUMBERING USING MICROSOFT WORD

Page numbering is often one of the most confusing aspects of formatting your thesis or
dissertation. If you follow the instructions given here, you will find it easy to give your document the
proper page number format.

One procedure that is very helpful is to separate your front matter: title page, dedication,
table of contents, etc., from the main body of your document and keep it as a separate document. The
abstract, since it is not a numbered section, is best kept as a separate document also. Thus, the different
formatting guidelines for these sections will not affect your main document. If you are doing electronic
submission, you can use Acrobat to merge all sections into one document. If submitting a paper
dissertation or thesis, just print them and put them together!

Do not put any section breaks into your document before creating the page numbering
scheme (it is also better to use Section Breaks as described below rather than Page Breaks). First, go to the
File menu and choose “ Page Setup” the dialogue box in the illustration will appear. Check the box on the
left “ Different First Page” then click OK.

Then go to the Insert M enu and choose “Page Numbers’. The following dialogue will
appear: For Position chose “tope of page (header)” and Alignment “Right” as shown in the illustration. Do
not check the Show number on first page box. Normally, you would not have to click the Format button for
the main body of your document. However, when formatting your front matter, use the format button to set
the numbers to Roman numerals and indicate on which page the numbering should begin.

Y ou now have page numbers on the upper right hand side of your pages, beginning with
page 2. To insert the page number on page 1, go to the View menu, and click on Headers and Footers. Go
to the footer and tab the cursor over to the center and click on the insert page number button (#). Then click
the Close button. Asyou can seein theillustration we now have the number for the pages in their proper

positions.
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In order to maintain the proper numbering scheme throughout the document, go to the end

of the first chapter (or Introduction) and click after the last character in the last line (probably a period) and

insert a Section Break. Under the Insert menu, choose “Break”. Asin theillustration, you should choose a

Next Page section break and click OK. Do not insert a Page Break, the Next Page Section Break will serve

this purpose.

If you have followed the instructions above, the first page of your second chapter should

have its number on the bottom center and the following pages on the top right. Follow the procedure in step

5 for all subsequent chapters and appendices. It should be very easy to number your document if you have

followed the procedure above. If aproblem arises, first be sure you have not inserted page numbers or

section breaks prior to beginning the page numbering procedure.

Non-Consecutive Page Numbering

Page numbering in Microsoft Word can be tricky if you want something different than

every page number consecutively, beginning with the number one. The basic key to page numbering isto

set the numbering either with Insert/Page Numbers or View/Header and Footer and then make changes to

how the numbers appear after most of the editing is finished with the document. It isfairly easy to suppress

the page number on the first page of adocument. Use Insert/Page Numbers from the menu bar and remove

the check mark in the box next to Show Number on First Page or, in File/Page Setup/Layout, place a check

in the box next to Different first page header/footer and remove the page number (click to select it, then

press the Delete key). The complexity begins when you would like to number page 1 though 16, not

number page 17, then start numbering again on page 18. Because all headers/footers are linked so that each

reflects the same text, when you change the page number in one header/footer, it changes on every page.

Y ou must disconnect the header/footer you want to change (have no page number) from the one before and

the one after it. Here are the steps:



After the last character on page 16, Insert/Break/Section Break Type/Next Page. This

section places a section break between page 16 and 17.

View the header/footer on page 17. Y ou will see Same as Previous at the top right of the

header/footer. Click on the Same as Previous button on the Header/Footer toolbar to

disconnect page 17 from page 16.

Click on the page number in the header/footer on page 17, until little squares (sizing

handles) appear. Pressthe Delete key. Close the Header/Footer.

Place another section break (Insert/Break/Section/Next Page) at the bottom of page 17.

View the header/footer on page 18. Click the Same as Previous button to remove the Save

as Previous text at the top right of the Header/Footer. There will be no page number.

Click on the Insert Page Number button on the Header/Footer toolbar. This will continue

the page numbering.
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