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Preface

The Faculty of Education (FOE), Tribhuvan University
(TU) aims to bring consistency in thesis writing among its various
specialization subjects of M.Ed. and across its campuses throughout the
country. To this goal, FOE, TU constituted a 4-member committee to draft
the guideline for writing thesis at M.Ed. level. The specific goal of this
guideline is to help both supervisors and students to ensure uniformity in
components, structure and style of thesis writing. The Dean’s Office, FOE
organized a series of workshops in December 2019 and January 2020
for the discussion of the draft among teachers at four major locations of
the country (Chitwan, Surkhet, Itahari and Kathmandu). More than 400
teachers participated in those workshops who actively engaged in the
discussion and provided constructive feedback on the contents of the
draft. The committee revised the draft based on the feedback received
from those workshops. The revised draft was again circulated to the heads
of various subject committee for their final feedback and comments. The
committee incorporated the suggestions and gave this guideline a final
form.

While preparing this guideline, the committee reviewed various
documents, including the APA Manual 6™ ed. and other similar guidelines
that have been used at various universities. The examples of citations
and references are borrowed from such sources and this committee would
acknowledge all the sources used for preparing this guideline.

The committee would like to express sincere gratitude to all
teachers and subject committee heads/members for their constructive
suggestions. Finally, a special thank goes to the Dean Prof. Dr. Krishna
Prasad Gautam for providing the committee with an opportunity to take a
lead in preparing this guideline.

Prof. Bal Mukunda Bhandari, PhD - Coordinator
Prof. Bhimsen Devkota, PhD - Member

Associate Prof. Peshal Khanal, PhD - Member
Associate Prof. Buddha Raj Khania, PhD - Member
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Introduction

Thesis writing is a mandatory requirement for all students
who are pursuing a Master’s Degree in Education in the Faculty
of Education (FOE), Tribhuvan University (TU). Regardless of
their specialization subjects, students should write a thesis in the
fourth semester, selecting a research topic or issue from the area
of their specialization and undertaking research and writing in
a given format and style. In specific, the 6-credit thesis course
aims to enable students to acquire in-depth knowledge and
skills for developing research proposal, conducting research and
writing a thesis in a standard format. Accordingly, the course
is divided into three parts: academic writing (AW) — 1 credit,
proposal writing (PW) — 2 credit, and thesis writing (TW) — 3
credit (See Appendix for Course of study).

Academic writing introduces students to the basic concepts
of writing for preparing proposal and thesis, which will be
delivered by the course teacher; proposal writing presents
the basic components of a research proposal and prepares the
students to develop a proposal in the area of interest in their
major subject. Thesis writing engages the students in conducting
and writing research in the area of their interest and choice,
generally on the issues laready selected for the proposal.
Necessary knowledge and skills required for PW and TW will
also be delivered by the course teacher. Each student is required
to prepare a proposal and thesis under the guidance of the
thesis supervisor and present both in the departmental research

committee for evaluation and approval.



FOE, TU follows APA style for writing thesis and other
academic papers. While this guideline is prepared following
the APA Manual (6™ ed.), some changes are made for practical
reasons (e.g. 1.5 space in paragraph and, no running heads). In
addition, for the Nepali script, changes are made due to the nature
of Devanagiri script. It should be noted that this guideline aims to
bring consistencies in basic styles, formats and structures among
the theses written under FOE, TU. Nevertheless, this guideline
allows flexibility to students in order to organize their research
work in some unique and innovative ways within the broader

guidelines specified in this document.

General Style
While writing the thesis and structuring the paragraph, the

general style and format of writing are as follows:

Font

The recommended font is Times New Roman with 12 points size.

Alignment
All text should have flush left justification so the text has a
ragged, unjustified right edge.

Page Layout
The recommended page includes A4 size, with 1.5-inch left

side and 1-inch space on the remaining sides.

Page Number
The page number should be kept on the top right of each

page. The preliminary pages use lower case Roman numerals



(i, 11, iii ....) with the exception of title page which has no page
number. Beginning from the introduction chapter, use Arabic
numbers (1, 2,3 ....).

Spacing
The thesis should be 1.5 spaced throughout, even in block

quotes, footnotes and references.

Indentation
The first line of all paragraphs should be indented by 0.5
inch. The only exception is the first paragraph of the abstract.

Widows, Orphans and Dangling Headings
No single line of text should appear alone at the top or bottom

of a page. Do not have text headers end a page followed by no text.

Spine
Include the following in the thesis’s spine — Title of the

thesis, thesis number and name of the student.

Levels of Heading

The Faculty of Education uses APA heading sections
to separate thesis sections. Heading are used to guide the
reader through a thesis. The levels are organized by levels of
subordination, and each section of the thesis should start with
the highest level of heading. As APA suggests, there are 5 levels

of heading. The format of each level is illustrated below:



Level Format

1 Centered, Boldface, Uppercase and Lowercase Headings

2 Flush left, Boldface, Uppercase and Lowercase Heading

3 Indented, boldface, lowercase paragraph heading ending with a period.

4 Indented, boldface, italicized, lowercase paragraph heading ending with a
period.

5 Indented, italicized, lowercase paragraph heading ending with a period.

In the level 1 and 2 headings, the paragraphs begin below
the heading, indented like a regular paragraph. In contrast, the
headings from level 3 to 5 end with a period (.) and paragraphs
begin right after the period, in line with the heading. An example

of five levels of heading is shown below:

Levels of Exambles
heading P
Pollution in Kathmandu
1 Pollution in Kathmandu is a serious environmental
problem that affects every aspect of human life.
Types of Pollution
) There are four major kinds of pollution that grossly
affect the human health in Kathmandu. They are
Air pollution. Air pollution includes
3 the accumulation of huge amount of carbon
dioxide and carbon mono oxide in the air of the
Causes of air pollution. The causes of air
4 pollution in Kathmandu valley are numerous
Emission of carbon dioxide. One of the main
5 causes of air pollution is the emission of excessive
carbon dioxide by vehicles.




Seriation
This guideline allows for seriation in the body text of your
thesis to help you organize and present key ideas. Please follow

the following suggestions for seriation:

* For lists where a specific order or numbered procedure is
necessary, use an Arabic numeral directly followed by a
period.

* For lists that do not communicate hierarchical order or
chronology, use bullets.

» If you use seriation within a paragraph, use letters (a); (b);

(c)... followed by semicolon.

Tables

Tables are visual displays composed of columns and rows
in which numbers, text, or a combination of numbers and text
are presented. The following points describe the basics of
table setup, including table components, principles of table

construction.

* Number all tables with Arabic numerals sequentially.

* Do not use suffix letters (e.g. Table 3a, 3b, 3c); instead,
combine the related tables. If the manuscript includes in
appendix with tables, identify them with capital letters and
Arabic numerals (e.g. Table A1, Table B2).

* Place table and table number on the top of the table. Flush
left, capitalize the first letter of the title (except conjunctions,

short prepositions, and all articles), and do italics. Write table
title on the top of the table.



* Use horizontal lines only. In general, use a border at the top
and bottom of the table, beneath column headings (including
decked heads), and above column spanners. You may also
use a border to separate a row containing totals or other
summary information from other rows in the table. Do not
use vertical borders to separate data, and do not use borders

around every cell in a table.

» Left align all column headings and capitalize only the first
letter of the heading (except proper noun). Center numbers in
all cells of the table.

Example
Table 1
Item Total Statistics of the Items of Rehearsal
Scale  Scale Cronbach's
. Corrected
o mean  variance alpha
Item description . . item-total .
ifitem  ifitem . if item
correlation
deleted deleted deleted

1. When I study the readings

for this course, I outline the
) . 1522 10.545 0.061 0.332
material to help me organize

my thoughts.
2. When studying for this
course, I often try to explain

) 159 9.122 0.154 0.243
the material to a classmate

or friend.
3. T usually study in a place
where I can concentrate on 15.84 8.595 0.16 0.236
my course work.
4. When reading for this course,
I make up questions to help  17.23 6.621 0.239 0.111

focus my reading.




Figures
All types of visual displays other than tables are considered
figures in APA Style. Common types of figures include
line graphs, bar graphs, charts (e.g., flowcharts, pie charts),
drawings, maps, plots (e.g., scatterplots), photographs,

infographics, and other illustrations.

* Figures must be clear scaled to fit appropriately on the page

* Below the figure, type the word Figure (italicized) on the left

followed by the number.

* One space after the figure label, type the title (only first letter

capitalized, NOT italicized).

* Place all detailed captions, notes, references and legend

information in the notes section below the figure title.

Example

Email Photos Artefacts

Transcripts

Figure 1

Types of data used in the research



Referring Table and Figure in the Main Text

When citing a table or a figure in text, refer to it by its

number, such as “Table 3” or “Figure 2”. Do not refer to it by

its position relative to the text (e.g., “the figure below™) or its

page number (e.g., “the table on page 12”); these will change

when your paper is typeset, assuming you are writing a draft

manuscript that will eventually be published.

Structure of a Thesis

There should be three major sections of your thesis —

preliminary part, main part and reference part.

Preliminary Part

The preliminary section includes information that appears

before the chapter one of the thesis. The preliminary section of

your thesis should include the following components:

Cover Page

The cover page of your
thesis should include the
following: thesis title, the
level for which it is written,
name of students, and
department/campus, year.
(Not bold, all 12 points,
Times New Roman font).

Title of the Study

A thesis submitted to the Department of .......... in
partial fulfillment for Master of Education in.....

Submitted by
Name of student

Name of Campus/Central Department, Place
Faculty of Education
Tribhuvan University

Year




Inner Page (right after the cover page)

Same as the cover
page content plus TU
Registration Number,
Exam Symbol Number,
submission date and viva
date. The date should be in
AD.

Copyright Page

The copyright of the
thesis is reserved with the
student himself/herself and
this should be mentioned

in a separate page of the

Thesis Viva

A thesis submitted to the Department of
partial fulfillment for Master of Education in

Title of the Study

Submitted by
Name of student
Exam Symbol No/Year
TU Registration No:

Faculty of Education
Tribhuvan University

Date Submitted Date:

Name of Campus/Central Department, Place

preliminary part of the thesis in the following style.

Year of degree

Lower case ¢ \ \
@ 2001

Full legal name — & CeanwlS.Lin

All Rights Reserved

Centered,
lower 1/3 of the page

Declaration

This is your statement that certifies that the thesis is your

original work (not copied from elsewhere without citation),
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has been completed during the course of your degree, and does
not breach any ethical rules with regard to the conduct of the

research. You are required to sign this declaration.

Recommendation Letter

This is a recommendation letter of your supervisor(s) to
the department or examination committee suggesting that your
work is completed and submitted for the final examination or
viva. This letter should be printed in a letterhead with date and

signature.

Certification Page

This page states that the thesis has been approved for the
degree and must be signed with date by each member of the
thesis evaluation committee — Head of the Department (HOD),
Supervisor, External examiner (in the same order). If HOD has
supervised the student, s/he should invite another faculty as a
member of thesis evaluation committee. The invitee will read
the thesis, provide feedback, and sign the thesis as a member of
the committee. It is noted that there should be at least one-week

gap between the submission and viva dates.

Acknowledgements

This is the section where you thank those who have helped
and supported you during the research and writing process. This
includes both professional and personal acknowledgements. The

acknowledgements should be no longer than one page.
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Abstract

This is a short summary of your thesis which should not
exceed 400 words in length. Your abstract should include
major objectives, methods and procedures, main findings and
implications of the study. Abstracts should generally be a single
paragraph with no subheadings. However, the abstract can
be organized in more than one paragraph, in which the first

paragraph should not be indented.

Abbreviations/Acronyms

Starting from a separate page, keep a list of abbreviations or
acronyms used in the thesis with their full forms. While using
of an abbreviation first time in the main text of the thesis, write
its full form followed by abbreviation in parenthesis. Thereafter,

you can use this abbreviation throughout the thesis.

Table of Contents

Create a table of contents with the list of chapters and major
sections of your thesis, along with their page numbers. Before
creating a table of contents in Word, make sure that you create
the levels of heading according to the format shown Headings

section above. Do not create table of contents manually.

List of Tables

If you have tables in the main text of the thesis, generate
a list of tables with the number of titles of tables along with
their page numbers. If you do not have tables in your work, you
should not include ‘list of tables’ in the preliminary section of

your thesis.
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List of Figures

If you have figures in your thesis, generate a list of figures
with the number of figures, along with their page numbers. If
you do not have figures in your work, you should not include

‘List of figures’ in the preliminary section of your thesis.

Main Part of the Thesis
Main part of the thesis includes the thesis chapters. There
will be five major thesis chapters. However, students are allowed
to break down the Results and Discussions chapter into more
than one if they wish to make chapters based on their objectives
of the study or major themes of the findings. Students can also
enjoy flexibility to break down major headings of each chapter

shown below.

The major sections of the thesis chapters are as follows (the
following chapters and sub-chapters are mandatory, you can
extend some sub-sections as mentioned in the Course of study,

see Appendix)

Chapter 1. Introduction
Background of the study
Statement of the problem
Rationale of the study
Research objectives and/or research questions
Hypotheses (if necessary)
Delimitations of the study (Limitations, if necessary)

Definition of the key terms
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Chapter 2. Review of literature
(In thematic, chronological and methodological order)
Review of theoretical literature (including policy related
review)
Review of empirical literature
Theoretical framework (if necessary)
Conceptual framework
Implications of the review for the research
Chapter 3. Research methodology
Research design (students can write philosophical
paradigm that informs their research design)
Sampling procedure (Sample Size, Study site & Participants)
Data collection methods
Data collection tools
Data collection procedures
Data analysis
Ethical considerations
(Some flexibility of structure is accepted. In addition, students can

break down each of the following sections into smaller sub-topics)

Chapter 4. Results and discussion

Presentation and discussion of results should be based on the
themes derived from the analytical framework, i.e. the analysis
and interpretation of data/information should be done according

to the research objectives/hypothesis/research questions.

Students may also use thematic chapter heading(s) in place

of ‘Results and discussion’
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The ‘Results and Discussion’ section can be organized into

more than one chapter if necessary.

Chapter 5. Conclusions and implications
Conclusions

Implications

Reference Part
Reference part of the thesis includes list of the resources
cited in the thesis (Reference) in the given format and lists of the
materials that provides additional materials or proof about the
information, arguments and results mentioned in the main body

of the thesis (appendix).

References
The detailed information about how the list of different
sources are presented in this section is provided in the separate

heading ‘Referencing’ below.

Appendices
An appendix includes supplemental information that may
be useful to the reader. The information may include, but is not

limited to, the following materials:

* Instructions to participants
* Original questionnaires

* Raw data

* Interview transcriptions

» Sign-up sheets
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e Consent forms

e Statistical calculations

An Appendix must include two pieces of information: a
name and a title, both centered. The name is “Appendix,” unless
the paper contains more than one. In that case, each appendix
should be placed on a separate page and named in alphabetical

order (“Appendix A,” “Appendix B,” etc.).

Citation and Referencing
Citation
Whenever you borrow words or ideas, you need citation to
acknowledge their source. Otherwise this would be plagiarism.

The following situations almost always require citation:

* whenever you use quotes

* whenever you paraphrase

* whenever you use an idea that someone else has laready
expressed

* whenever you make specific reference to the work of another

* whenever someone else’s work has been critical in
developing your own ideas. (See for further information;

https://www.plagiarism.org/article/what-is-citation)

In APA format, we follow the author-date method of in-text
citation. This means that the author’s last name and the year of
publication for the source should appear in the text, for example,

(Jones, 1998), and a complete reference should appear in the
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reference list at the end of the paper. Citation can be done in the

beginning, in the middle or at the end of the paragraph.

Examples
A work by an author
Water is a necessary part of every person’s diet and of all the
nutrients a body needs to function, it requires more water each
day than any other nutrient (Whitney, 2011).
or
Whitney (2011) states that the body requires many nutrients
to function, but highlights that water is of greater importance
than any other nutrient.
or
Water is an essential element of anyone’s diet and Whitney

(2011) emphasizes it is more important than any other nutrient.

A work by two authors

Research by Wegener and Petty (1994) supported... (if you
are using citation in the beginning or middle of the sentence)
(Wegener & Petty, 1994) (if you are using citation at the end of
the sentence)

A Work by three to five authors

First - (Kernis, Cornell, Sun, Berry, & Harlow, 1993) or Kernis,
Cornell, Sun, Berry and Harlow (1993) argued ...

Then — Kernis et al. (993)

(Kernis et al., 1993)
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Six or more authors
Harris et al. (2001) argued... (from the first time)
(Harris et al., 2001)

Unknown author
(Anonymous, 2001)

Unknown date
(Acharya, n.d.)

Organization as an author
First citation: (National Planning Commission [NPC], 2000)
Second citation: (NPC, 2000)

Two or more works in the same parentheses
(Berndt, 2002; Harlow, 1983)

Authors with the Same Last Name
(E. Johnson, 2001; L. Johnson, 1998)

Two or More Works by the Same Author in the Same Year
Koirala, 2017a
Koirala, 2017b
Koirala, 2017¢

Citing Indirect Sources (secondary citation)

If you use a source that was cited in another source, name
the original source in your signal phrase. List the secondary
source in your reference list and include the secondary source in

the parentheses.
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Johnson argued that...(as cited in Smith, 2003, p. 102).

Source you quoted something from a source, but does not
have page number

When a source lacks page numbers, you should try to
include information that will help readers find the passage being
cited. (Hall, 2001, para. 5)
Personal communication

No personal communication is included in your reference
list; instead, parenthetically cite the communicator’s name,
the phrase “personal communication,” and the date of the
communication in your main text only.
(E. Robbins, personal communication, January 4, 2001).
A. P. Smith also claimed that many of her students had
difficulties with APA style (personal communication, November
3,2002).

Citation of direct quotes

Quoting directly from a work should be done carefully, in
order to emphasise or stress a point in your thesis. When using a
quote, it must be copied exactly as written in the original work
including any punctuation or incorrect spelling. When using a
quote, include the author’s last name, year of publication and

page number/s where the quote appears.

Short quote — less than 40 words

To indicate a short quote (less than 40 words), enclose

the quotation within double quotation marks.
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Example: “Self-directed learning is also a term with
which you will become familiar as you study in
Australia or New Zealand. Students are expected to take
responsibility for their own learning and organize their
own study” (Hally, 2009, p. 7).

Longer quote — 40 words or more

For a quote that is 40 words or more, include it in your
thesis as a freestanding piece of text or block form and do

not use the quotation marks. Indent this block quote.

At the end of the quote, include the author’s name, year

of publication and page number/s after the full stop.

Example:

Principle-based teaching and principle-based learning
are important in nursing, particularly as they relate

to clinical skills. Clinical skills are usually taught
according to principles, and this means that the
student learns key principles associated with the

skill, and then applies those principles to the actual
performance of the skill. (Hally, 2009, p. 6)
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Basic citation format: Summary

Bracketed
Bracketed
. L. Subsequent format,
Type of First citation .. . format, first
O X citationsin | | subsequent
citation in text citation Lo
text . citations
in text
in text
One work by
Fry (2009) Fry (2009)  (Fry, 2009) (Fry, 2009)
one author
. Fryand . (Fry &
One work by Fry and Jacklin . (Fry & Jacklin, .
Jacklin Jacklin,
two authors  (2009) 2009)
(2009) 2009)
One work by Fry, Jacklin and Fry et al. (Fry, Jacklin,  (Fryetal.,,
three authors Jones (2009) (2009) & Jones, 2009) 2009)
Fry, Jacklin, (Fry, Jacklin,
One work by Fry et al. (Fry et al.,
Pratt and Jones Pratt & Jones,
four authors (2009) 2009)
(2009) 2009)
Fry, Jacklin, (Fry, Jacklin,
One work by Fry et al. (Fry etal.,
Pratt, Jones and Pratt, Jones &
five authors (2009) 2009)
Peters (2009) Peters, 2009)
One work by ) . . .
i Jacklin et al. Jacklin et al. (Jacklinetal., (Jacklin et
SiX or more
(2013) (2013) 2013) al., 2013)
authors
Groups
(readily British (British
identified Psychological Psychological
. BPS (2013) . (BPS, 2013)
through Society (BPS, Society [BPS],
abbreviation) 2013) 2013)
as authors
. . University ) ) (University
Groups (no  University of . (University of .
L . of Lincoln . of Lincoln,
abbreviation) Lincoln (2012) Lincoln, 2012)
(2012) 2012)

Source: APA (2009); University of Lincoln (n.d.)
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Referencing

Your reference list should appear at the end of your paper.
It provides the information necessary for a reader to locate
and retrieve any source you cite in the body of the paper. Each
source you cite in the paper must appear in your reference list;
likewise, each entry in the reference list must be cited in your

text.

Basic rules

* Center the title (References) at the top of the page. Do not
bold it.

* As in the main text of the thesis, use 1.5 space for the
reference entries as well.

» The reference list is arranged in alphabetical order of the
authors’ last names.

» If there is more than one work by the same author, order
them by publication date — oldest to newest (therefore a 2004
publication would appear before a 2008 publication).

» If'there is no author, the title moves to that position and the
entry is alphabetized by the first significant word, excluding
words such as “A” or “The”. If the title is long, it may be
shortened when citing in text.

* Use “&” instead of “and” when listing multiple authors of a
source.

» The first line of the reference list entry is left-hand justified.
All lines after the first line of each entry in your reference list
should be indented one-half inch from the left margin. This

is called hanging indentation.
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+ Capitalize only the first word of the title and of the subtitle,
if there is one, plus any proper names — i. e. only those words
that would normally be capitalized.

« [Italicize the title of the book, the title of the journal/serial
and the title of the web document.

* Do not create separate lists for each type of information
source. Books, articles, web documents, brochures, etc. are

all arranged alphabetically in one list.

The following abbreviations are used in references.

Abbreviation Thesis part

ed. edition

Rev. ed. Revised edition

2nd ed. second edition

Ed. (Eds.) Editor (Editors)
Trans. Translator(s)

n.d. no date

p. (pp.) page (pages)

Vol. Volume (as in Vol. 4)
Vols. Volumes (as in Vols. 1-4)
No. Number

Pt. Part

Tech. Rep Technical Report
Suppl. Supplement

When creating the reference list entry for an information source
you need to identify and record specific details. It might be

useful to remember these Ws!
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*  Who — wrote /edited it — author or editor

*  When was it written — date

» What is it — title of book, title of the article and serial/
journal, title of the web document

*  Where was it published (Books) — place of publication—
usually city and country and publisher’s name

*  Where was the article located (Serial/journal) - volume
number, issue number and page numbers of the article

*  Where you located it (Internet sources) - URL — web address
(Source: Universal College of Learning, 2015, p. 14)

The reference styles depend on the type of sources. The
examples of common sources for references are given below.
Students are suggested to look at the APA Manual 6" ed. for the

types of sources that are not included here.

Reference Examples
Book: single author
Author, A. A. (Year of publication). Title of work: Capital letter

also for subtitle. Location: Publisher.

Calfee, R. C. (1991). APA guide to preparing manuscripts for
journal publication: A key to success. Washington, DC:

American Psychological Association.

Two authors
Wegener, D. T., & Petty, R. E. (1994). ....
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Three to seven authors
Kernis, M. H., Cornell, D. P., Sun, C. R., Berry, A., Harlow, T.,
& Bach, J. S. (1993). ....

More than seven authors
Miller, F. H., Choi, M. J., Angeli, L. L., Harland, A. A., Stamos,
J.A., Thomas, S. T., ... Rubin, L. H. (2009). ...

(List by last names and initials; commas separate author names.
After the sixth author’s name, use an ellipses (...) in place of the

author names. Then provide the final author name.)

Edition other than the first
Helfer, M. E., Keme, R. S., & Drugman, R. D. (1997). The
battered child (5th ed.). Chicago: University of Chicago

Press.

Edited book, no author
Duncan, G. J., & Brooks-Gunn, J. (Eds.). (1997). Consequences
of growing up poor. New York: Russell Sage Foundation.

Edited book with an author or authors
Plath, S. (2000). The unabridged journals (K.V. Kukil, Ed.).
New York: Anchor.

A translation

Laplace, P. S. (1951). 4 philosophical essay on probabilities. (F.
W. Truscott & F. L. Emory, Trans.). New York: Dover.
(Original work published 1814).



25

Article or chapter in an edited book

Author, A. A., & Author, B. B. (Year of publication). Title of
chapter. In A. A. Editor & B. B. Editor (Eds.), Title of
book (pages of chapter). Location: Publisher.

(Note: When you list the pages of the chapter or essay in
parentheses after the book title, use “pp.” before the
numbers: (pp. 1-21). This abbreviation, however, does not
appear before the page numbers in periodical references,

except for newspapers.)

O’ Neil, J. M., & Egan, J. (1992). Men’s and women’s gender
role journeys: A metaphor for healing, transition, and
transformation. In B. R. Wainrib (Ed.), Gender issues
across the life cycle (pp. 107-123). New York, NY: Springer.

Journal articles/periodicals with DOI
Author, A. A., Author, B.B., & Author, C. C. (Year). Title
of article. Title of Periodical, volume number(issue

number), pages. http://dx.doi.org/xx.xxx/yyyyy

Brownlie, D. (1998). Toward effective poster presentations: An
annotated bibliography. European Journal of Marketing,
41(11/12), 1245-1283. doi:10.1108/03090560710821161

Journal article without DOI
Kenneth, I. A. (2000). A Buddhist response to the nature of human
rights. Journal of Buddhist Ethics, 40(1), 145-160.
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Dissertation, Unpublished

Author, A. A. (date). Title of doctoral dissertation or master’s
thesis (Doctoral dissertation or Master’s thesis). Name of

Institution, Location.

Gurung. K. (2018). Effects of feedback on students learning
(Unpublished Master’s thesis). Central Department of

Education, Tribhuvan University, Kathmandu.

Khanal, P. (2012). Policy as practice of power: an analysis
of policies to decentralize school education in Nepal
(Unpublished doctoral dissertation). Canterbury Christ
Church University, Canterbury, United Kingdom.

Article in a Newspaper
Schultz, S. (2005, December 28). Calls made to strengthen state
energy policies. The Country Today, pp. 1A, 2A.

Newspaper article, no author
School Strike in Nepal. (2011, November 23). The Kathmandu
Post, p. AS.

Internet source

Ministry of Health. (2014). Ebola: Information for the public.
Retrieved from http://www.health.govt.nz/your-health/
conditions-and-treatments/diseases-andillnesses/

ebolainformation-public
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Internet, no author no date
Pet therapy. (n.d.). Retrieved from http://www.holisticonline.

com/stress/stress_pet-therapy.htm

Conference paper

MacColl, F., Ker, 1., Huband, A., Veith, G., & Taylor, J. (2009,
November 12-13). Minimising pedestriancyclist conflict
on paths. Paper presented at the Seventh New Zealand
Cycling Conference, New Plymouth, New Zealand.

Williams, J., & Seary, K. (2010). Bridging the divide:
Scaffolding the learning experiences of the mature age
student. In J. Terrell (Ed.), Making the links: Learning,
teaching and high quality student outcomes. Proceedings
of the 9th Conference of the New Zealand Association
of Bridging Educators (pp. 104-116). Wellington, New
Zealand.

Dictionary (print)
Weller, B. F. (Ed.). (2009). Bailliere s nurses dictionary: For
nurses and health care workers (25th ed.). Edinburgh,

Scotland: Elsevier.

Dictionary (online)
Cambridge dictionaries online. (2011). Retrieved from http://

dictionary.cambridge.org/
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DVD/Video/Motion Picture (including Click View & Youtube)

Gardiner, A., Curtis, C., & Michael, E. (Producers), & Waititi, T.
(Director). (2010). Boy: Welcome to my interesting world
[DVD]. New Zealand: Transmission.

Ahmed, A. (Producer), & Breitenmoser, K. (Director). (2012).
Job seeker Q&A: Planning your search [ClickView
DVD]. Bendigo, Australia: VEA.

Competenz NZ. (2014, October 16). The tattooed baker
[Video file]. Retrieved from https://www.youtube.com/
watch?v=-Gr11aBVXkl&list=UUfkO7pVdlaH2ROyw0

pzvryg

e-book
Rich, J. R. (2011). Your iPad 2 at work [e-book]. Retrieved from

http://safaribooksonline.com

Sadun, E., Grothaus, M., & Sande, S. (2011). Taking your iPad
2 to the max (2nd ed.) [e-book]. Retrieved from http://
books.google.co.nz
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Language and Grammar
Avoiding Biases
As a researcher, student may bring their own cultural lens,
and potential biases, to their research. We suggest students to
pay a particular attention to the preferences and concerns of the
people about whom they are writing. APA provides a number of
suggestions for reducing bias in your language (APA, 2010, pp.

46-60). Some of the specific suggestions are outlined below.

* Provide specific information (e.g. Korean, Nepali, Indian,
Japanese, and/or Chinese rather than Asian)

* Be sensitive to use labels (as far as possible do not label people,
e.g. In place of disable children use children with disability)

* Do not use gendered noun as far as possible (e.g. to refer to

99 ¢

all human beings, use terms like “individuals,” “people,” or
“persons”, avoid gendered endings such as “man” in occupational
titles e.g., use “police officer” instead of “policeman).

* Be careful to use gendered pronoun — use the singular
“they” to avoid making assumptions about an individual’s

gender (when use of particular gender seems biased, e.g.

Each student submitted their art portfolio to the committee.
not
Each student submitted his art portfolio to the committee.
not
Each student submitted her art portfolio to the committee.
There are other ways to avoid the bias of using gendered
pronoun by replacing pronoun with a noun (instead of using he

or she, use the artist, the individual, the teacher etc.)
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Verb Tense

Literature reviews and experimental procedures that have

laready happened, use past tense (“Our study showed ") or

present perfect tense (“studies have proven ). Past tense when

discussing results (“students’ concentration increased’), but use

present tense when discussing what your results mean and what

conclusions you can draw from them.

Use the following verb tenses to report information in your thesis.

whenever discussing

other researchers’ work)

. . Recommended
Thesis section Example
tense
Literature review (or Past Martin (2020) addressed

Present perfect

Researchers have studied

Present

Richards (2005) defines

Method

Description of procedure

Past

Participants took a survey

Present perfect

Others have used similar

approaches

Reporting of your own

Results showed

Scores decreased

Personal reactions

or other researchers’ Past
Hypotheses were not
results
supported
Past I felt surprised

Present perfect

I have experienced

Present

I believe

Discussion of

The results indicate

future directions, and so
forth

implications of results or | Present )
. The findings mean that
of previous statements
Presentation of We conclude
conclusions, limitations, Limitations of the study are
Present

Future research should

explore

Source: APA, 2010
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Double and Single Quotation Marks

Use double quotation marks to enclose quotations in text
(if number of words less than 40). Use single quotation marks
within double quotation marks to set off material that in the
original source was enclosed in double quotation marks. Do
not use quotation marks to enclose block quotations (if number
of words equal or more than 40). Use double quotation marks
to enclose any quoted material within a block quotation. Place
periods and commas within closing single or double quotation
marks. Place other punctuation marks inside quotation marks

only when they are part of the quoted material.

Active and Passive Voice

We suggest you to use the active voice as much as possible
to create direct, clear, and concise sentences, especially when
you are writing about the actions of people. As far as possible,
the passive voice should be avoided. You can use the passive
voice when it is more important to focus on the recipient of
an action than on who performed the action, such as when

describing an experimental setup. (APA, 2010)

Use of Numbers

As recommend by APA, we suggest you to use words to
express numbers below 10, and using numerals when expressing
numbers 10 and above. However, in the following instance you

use number rather than words

*  Numbers mentioned in the abstract, a table, or a figure in the paper.
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Numbers that immediately precede a unit of measurement
(e.g. 4 kg)

Numbers that represent statistical or mathematical functions,
fractional or decimal quantities, percentages, ratios,
percentiles, and quartiles (e.g. 5.34)

Numbers that represent time, dates, ages, scores and point
values on a scale, exact sums of money, and numerals (e.g.
5-year old)

Numbers that denote a specific place in a numbered series,
parts of books and tables, and each number in a list of four or
more numbers (Table 1)

In addition to using words to express numbers below 10, use

words to also express:

Numbers beginning a sentence, title, or text heading (e.g.
Fifteen participants were in the control group.)

Common fractions (e.g. Three fourths of the population)
Common phrases or groups (e.g. Seven Wonders of the
World)
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Appendix
Course of Study

Course Title: Thesis Writing Nature of the course: Practical

Course No: Ed. Credit hours: 6 (1 for Academic Writing, 2 for
Proposal Writing and 3 for Thesis Writing)

Level: M.Ed. Duration: Throughout the semester

Semester: Fourth Teaching hours: 192

Course Description

This course is designed to provide the students with hands-on
experience in preparing a thesis. The overall aim of this course
is to enable students to acquire in-depth knowledge and skills for
developing research proposal, conducting research and writing
a thesis in a standard format. The course is divided into three
parts: Academic writing (AW), proposal writing (PW) and thesis
writing (TW). Academic writing introduces students to the basic
concepts of writing for preparing proposal and thesis, which will
be delivered by the course teacher; proposal writing presents the
basic components of a research proposal and prepares the students
to develop a proposal in the area of interest in their major subject.
Thesis writing engages the students in actually writing a thesis in
the area of their choice, probably on the theme laready selected
for the proposal. Necessary knowledge and skills required for
PW and TW will also be delivered by the course teacher. Each
student is required to prepare a detailed proposal and thesis under
the guidance of the thesis supervisor and present both in the

departmental research committee for evaluation and approval.
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2. General Objectives

The general objectives of this course are as follows:

To make the students conversant with basic concepts, processes
and techniques of academic writing, proposal writing and
thesis writing.

To prepare the students to write and present a research proposal
on a researchable problem.

To enable the students to write a thesis in a standard format
and present it in the departmental research committee.

To develop students’ ability to apply different approaches and

methods of research in the course of writing a thesis.

Specific Objectives and Contents
Part I: Academic Writing

Specific Objectives Contents
e Clarify the concept of Unit I: Academic Writing (10)
academic writing Concept of academic
e State the parameters of writing
academic writing Parameters of academic
e Prepare different writing
dimensions of academic Process of academic
writing following the writing
processes and techniques Techniques of academic
of academic writing writing
o Identify the problems Problems of academic
of academic writing and writing and ways of
ways of solving them addressing them
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e Prepare thesis title as per
APA guidelines

e Explain the ways of
writing clearly and
concisely

e Use the mechanics of
style

e Explain the ways of
preparing tables and
showing relation between
tables and text

e Explain plagiarism and
self-plagiarism and ways
of including citation in
the text.

¢ Quote and paraphrasing
given texts

e Prepare references as per
APA guidelines

Unit II: Style Guidelines
(22)

Title

Writing clearly and

concisely
Levels of heading
Writing styles
Continuity in
presentation
Smoothness of
expression
Economy of
expression
Precision and
clarity
Strategies to
improve writing
style

The mechanics of style
Punctuation
Acronyms
and common
abbreviations

Displaying results
Preparation of
tables
Relation of tables
and text
Figure checklist

Crediting sources
Citation
Citing in text with
references
Plagiarism and
self-plagiarism
Quoting and
paraphrasing

Referencing
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Part II: Proposal Writing

Explain the concept of a
research proposal

Discuss the components of
a research proposal
Identify a researchable
problem and its title

with research objectives/
questions

Explain the techniques of
reviewing related literature
Tllustrate the ways of
developing methods and
procedure of the study

Unit I1I: Process of Developing a Research Proposal (10)
Recapitulating of research proposal
Identifying a researchable problem and titles
Reviewing related literature for writing context,
statement of problem
Stating research objectives and research questions
Methods and procedures
Selecting of appropriate research design
Defining population and determining
sample size
Selecting appropriate data collection tools
Identifying data collection procedures
Selecting data analysis procedure
Developing analytical framework

Develop the skills

of writing a research
proposal with necessary
components

Develop the research
proposal

Present the proposal in a
systematic way in DRC
Apply the APA style of
writing the proposal in an
organized way.

Unit IV: Proposal Writing (Based on Following Format)
(40)

Preliminary Part

Cover page with title, details of the researcher, the level

for which it is written and the department/campus.

Table of Contents

Acronyms/Abbreviations

List of Tables (If necessary)

List of Figures (If necessary)

List of Charts and Graphs (If necessary)

CHAPTER I: Introduction
Background of the Study
Statement of the Problem
Rationale of the Study
Objectives of the Study
Research Question/s (if necessary)
Significance of the Study
Delimitations of the Study
Definition of the Key Terms
CHAPTER II: Review of Related Literature and Theoretical

Framework
Review of Related Literature
Conceptual
Theoretical
Empirical

Conceptual Framework

Implications of the Review for the Research
CHAPTER III: Methods And Procedures

Research Design (Qualitative, Quantitative and Mixed
Design)

Population and Sample

Research Tools

Sources of Data

Data Collection Procedures

Data Analysis Procedures

Ethical Considerations
References (APA format)
Appendices (List of respondents, tools, tables, work
schedule.)
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Part II1: Thesis Writing

State the process of a
thesis writing

Use language in a
neutrally responsive
way to avoid
discrimination

Review and relate the
review of the literature
to the theme of the
research

Explain the ways

of preparing data
collection tools,
techniques of
collecting and
analyzing the data
Develop outlines for
sequential presentation
of data using analytical
framework

Discuss the techniques
of interpretation of
data

Relate objectives with
themes of discussion
and recommendation
of the study

Draw conclusions and
recommendations

Unit V: Process of Thesis Writing
(10)

Language of the thesis: Tense,
gender responsiveness,
poverty sensitivity and
non-discriminatory

Techniques of reviewing the
literature and relating it to
the thesis

Preparing data collection tools

Data collection techniques

Techniques of analyzing data:
Preparing tables, figures,
quoting verbatim

Developing outlines for
sequential presentation and
inserting data/information
under related themes using
analytical framework

Techniques of interpretation

Relating among objectives,
themes of discussion and
recommendations while
writing thesis

Drawing conclusions and

recommendations

Prepare appropriate
data collection tools
Conduct field/research
work to collect
relevant for the study

Unit VI: Preparation of Tools and
Field Work 30)

Preparation and finalization data
collection tools

Conducting field/research work
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e Write the thesis by following the | Unit VII: Preparation of Thesis (Based

given format on the Following Outlines)
e Follow the APA style of research - (70)
report writing while writing the Preliminary Part

Cover page with thesis title, details of the
researcher, the level for which it is
written and department/campus.

Recommendation Letter (Letter head of the
department/campus)

Approval Letter (Letter head of the department/
campus)

Acknowledgement (Few words of gratitude to
the contributors of the thesis )

Abstract (An abstract of the thesis with not
more than one and half pages or
in 350 to 400 words includes the
topic, major objective, method and
procedure, main findings and key
recommendations of the study).

Table of Contents

Acronyms/Abbreviations

List of Tables (If necessary)

List of Figures (If necessary)

List of Charts and Graphs (If necessary)

thesis

e Present the thesis in an organized
way to face the viva voce in a
confident way.

CHAPTER I: Introduction
Background of the study
Statement of the problem
Rationale of the study
Objectives of the study
Research question/s (if necessary)
Significance of the Study
Delimitations of the study
Definition of the key terms
CHAPTER II: Review of Related Literature and
Theoretical Framework
Review of Related Literature
Conceptual
Theoretical
Empirical
Conceptual Framework
Implications of the Review for the Research
CHAPTER III: Methods and Procedures
Research Design
Population and Sample
Research Tools
Sources of Data
Data Collection Procedures
Data Analysis Procedures
Ethical Considerations
CHAPTER IV: Results and Discussion
(Presentation and discussion of results should be based on
the themes derived from the analytical framework.)
CHAPTER V: Conclusions and Recommendations
Conclusions
Recommendations
References
Appendices

Note: The figures within the parentheses indicate approximate teaching
hours allocated to each unit.
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4. Instructional Techniques
4.1 General Instructional Techniques

Lecture with power point presentation will be mostly used
instructional technique while delivering knowledge and skills of
academic writing, proposal writing and thesis writing. The teacher
will generate discussion in the class to share their experiences in
identifying research problems, developing proposal, preparing
tools, conducting field work, and writing thesis.

4.2 Specific Instructional Techniques

Units Proposed Specific Instructional Techniques Responsible
person
Iand II The teacher will present the examples of different | Course teacher

dimensions of academic writing in the class.
Following those examples, the students will
practice to develop proficiency in academic
writing.

1II e The class will be divided into different groups. Course teacher
Those groups will be asked to study theses in
libraries to identify good thesis titles, objectives,
research questions, statement of problem, rationale
of study, review of related literature, and methods
and procedures. Those groups will present their
work in the class to identify the best possible ways
of presenting components of thesis proposal.
Under the guidance of course teacher, the students
in individually prepare a brief proposal. The
students will present the proposals followed by
discussion and teacher's feedback.

e The students in group will be asked to study theses
focusing on the data collection instruments such
as questionnaires, interview protocol, guidelines
of focus group discussion, observation guidelines,
tests, and attitude scales. The groups will present
their work in the class followed by discussion and
teacher's feedback.
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v Each student will be asked to prepare a detailed (Upon the
proposal under the guidance of thesis supervisor completion of
and present in the DRC. The student will revise and unit IT1, thesis
finalize the proposal by incorporating the comments | supervisor will
and suggestions of DRC. be assigned

to individual
students.)
Thesis supervisor

\% e The students in group will be asked to study theses Course teacher
how the data will be presented, described and
interpreted and how findings and conclusion are
drawn and recommendations are presented. The
groups will present the best examples followed by
discussion and teacher's feedback.

e The course teacher will demonstrate the ways
of interpreting the data with examples. After the
presentation, the teacher will provide a set of
quantitative/qualitative data to groups of students and
asked to their make interpretation. The presentation of
the students will be followed by discussion along with
the feedback of the course teacher.

VI Each student will be asked to prepare appropriate Thesis supervisor
tools and share among the peers in the presence of
thesis supervisor. The students will finalize the tools
by incorporating the suggestions of thesis supervisor
and will conduct field work.

VII Each student will be asked to prepare the thesis. Thesis supervisor

5. Requirements to be fulfilled by the students

In order to maintain the originality of thesis work, the students

should fulfill the following requirements.

Each student will prepare his/her thesis proposal in consultation
with thesis supervisor and present it in the departmental
research committee (DRC) meeting. He/she will revise the
proposal by incorporating the comments and suggestions
given by DRC members.

The student should prepare the data collection tools and
improve them by incorporating the suggestion of the thesis

supervisor and take his permission before starting field work.
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* The student should present the collected raw data through
different tools to the thesis supervisor and take suggestions to
tabulate and process the data.

* The student should consult with the thesis supervisor for
analyzing and interpreting the data showing the processed
data.

* The student should present first draft of thesis to the thesis
supervisor and revise it by incorporating the suggestions of
the thesis supervisor.

* With the recommendation of thesis supervisor, the student
will present the thesis with loose binding to the DRC. After
completing the viva voce examination, the student should
revise the thesis by incorporating the suggestions of external
examiner.

* Finally, the student will submit the thesis with hard binding to
the DRC along with electronic copy.

6. Evaluation
6.1 Internal Evaluation 40%
Internal evaluation will be conducted by the course teacher and

thesis supervisor as following:

First assessment: Academic writing (Course teacher) 10 points
Second assessment: Preparation of a brief proposal (Course teacher) 10 points
Third assessment: Preparation of a detailed proposal (Thesis supervisor) 10 points

Fourth assessment: Preparation of tools and field work (Thesis supervisor) 10 points
Total 40 points

6.2 External Evaluation (Final Examination) 60%
Examination Division, office of the Dean, Faculty of Education

will conduct external examination at the end of the semester.
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External examination will be carried out by thesis supervisor and
external examiner using detailed evaluation criteria prepared by
Dean’s Office.

Thesis writing (Preparation and presentation)

Viva voce 20 points
Quality of thesis 40 points
Total 60 points

7. Recommended Books and References

Recommended Books

American Psychological Association. (2010). Publication manual
of American Psychological — Association. (6™  ed.).
Washington, DC: APA.

Cohen, L., Manion, L., & Morrioson, K., (2010). Research
methods in education. Noida, India: Sirohi Brothers.

Creswell, J. W. (2012). Educational research: Planning,
conducting, and evaluating quantitative and qualitative
research. (4th ed.). New Delhi: PHI Learning Pvt. Ltd.

Hartley, J. (2008). Academic writing and publishing. London:
Routledge.

Murray, R. & Moore, S. (2006). The handbook of academic
writing, a fresh approach. Berkshire: McGraw Hill Open
University Press.
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