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CHAPTER 1
INTRODUCTION TO RESEARCH WRITING

Effective Writing in Schematic Form

                               T P O       

                   WRRRRR    RRR




                                                   Think  Plan  Organize 



          Write- Rewrite- Read- Retype- Reword- Revise-       Revise- Revise- Revise 

Informal versus Formal Writing: An Approach to Style

Informal Writing

Informal writing is oral in nature.  It is written for the ear.  It is casual, simple, and spontaneous and requires little advance preparation.  It is unassuming and unconventional.  It is a script written to be read aloud or spoken--an oral script.  Such writing is basically talking on paper.  The emphasis is often lost unless one reads or mouths the words.  It is conversational and designed for entertainment or popular reading, such as, novels or plays.  TV scripts and TV and radio news are oral scripts, designed to be read aloud and heard with the ear.   Emphasis depends on gestures, body language, or inflections of the voice.  Informal writing is much easier than the formal, because the ear is a more sensitive sense.  Hearing is an outgrowth of the touch, the most personal of senses.  Consequently, hearing is a personalized way of touching at a distance.  As such, hearing is the most social of the senses and has particular value in the context of informal writing.  Informal writing is designed to touch the reader.

Informal Emphasis

The emphasis is often lost unless one reads or mouths the words.  The writer uses underlining, bold type, italic, and other oral approaches to emphasize a word or phrase.  This function by the writer is a substitute for speaking.  Words and phrases are often mouthed or read aloud to determine the emphasis.  The oral items above are then used to guide the reader

Formal Writing

Formal writing is designed to be seen with the eye.  It uses Standard English with prescribed or operational definitions.  It is sometimes seen as awkward or stiff but always follows a conventional form and style based on the nature of the work and the audience.  Since informal writing is talking on paper: formal writing could be characterized as thinking on paper.  The emphasis does not depend on the personality of the writer or the variations of voice or gesture.  The emphasis is by position or proportion.  It is structured to be read by the eye.  Since the eye does not see when it moves, only when it stops to focus, punctuation becomes the road signs to stop the eye and enable it to see key words or phrases.  By stopping the eye, words and phrases on both sides of the punctuation take on value.  The key to formal writing is to keep in mind the words are to be viewed by the eye not heard by the ear.

Emphasis by Position and Proportion

Words and phrases are emphasized by the position in the sentence.  Sentences are emphasized by their position in the paragraph and paragraphs are emphasized by their position in the article or chapter.  The most emphatic position is at the end of the sentence.  The second most emphatic position is at the beginning.  The same holds true for the sentences in a paragraph and for paragraphs in a composition.

Value is awarded to paragraphs and chapters by both position and proportion.  Those last and first have position for emphasis.  The others must be emphasized by size and proportion.  Those paragraphs and chapters, which fall between the first and the last, must be given size according to their position.  Paragraphs lost in the middle of the composition or chapters stuck in the middle of a book, must be larger in size and more carefully written to get the attention of the reader and send the message of value for the contents.  The closer these elements are to the first or last position the less the size.  The closer to the middle the larger they must be to hold their value in the eye of the reader.

Diagnosing Writing Problems

Examine: To Diagnose the Problem

What is the problem?  An interesting person may be a dull, foggy writer because he does not consider the basic principles of clarity.  Weakness must be recognized and corrected before a superior writing style can emerge.  Most poor writers can find their faults in this list:

1. Wordiness.  Readers are busy.  They will not take time to figure out complicated vocabulary or plow through unnecessary words.  Long, complicated words were constructed to think with, not to be used in basic communication.

2. Poor Planning.  It does not matter how fast or carefully you travel; if you are on the wrong road, the destination will not be reached.  Planning time is as important as writing time.  Poor planning triggers bad tone and poor organization.  Before you write, think about what you are to say, plan how to say it, and organize your thoughts before starting the first draft.

3. Bad Organization.  Work out an outline.  Otherwise, there will be sentences and paragraphs going off in several directions.  The lack of outline and structure is a serious writing weakness.  Effective writing follows a logical and orderly progression of ideas.  The main points are determined through planning.  These are organized to present points most logically to the reader.

4. Weak Start.  Beginning without an outline, poor writers go into a writing shell and strain for words and ideas. They lose the simple conversational quality essential to good writing and become overly concerned with form, grammar, and punctuation during the first draft.  The mechanics can be improved during revision.  Naturally, a good title and outline helps the writer to have a good beginning.  Revision can and will make the writing more effective.

5. Sentences.  Sloppy sentences are robbers of clarity.  A good sentence conveys the exact meaning without embellishment.  Sentences should be short unless the writer has mastered balance and other subordinating techniques.  Beware of dangling, misplaced, and pyramiding modifiers, fuzzy statements, big words, passive voice, and topsy-turvy structure.

6. Transitions.  Paragraphs are the major units of writing.  Although the unadorned declarative sentence is a major accomplishment, the sentence must be properly placed into a paragraph.  The sentence flow of long paragraphs must be smooth and the idea relationship clear.  Remember that a paragraph develops one idea.  These basic units of composition are linked with words or idea bridges, which help in the transition from one idea to the next.  The reader must understand the relationship of ideas from paragraph to paragraph to understand when the writer has finished with one idea and is ready to move to another.

7. Words and Tone.  Composition is a substitute for personal contact.  The language, approach, and tone used should be polite and acceptable to the reader.  Use short, familiar words; most people want information in simple form.  A poor choice of words, a misplaced punctuation, or a twist of a phrase can cut deep into a reader's sensibilities, defeating the purpose of the composition.  Watch for punctuation, style, spelling, and grammar; breakdowns here confuse the reader and distort meaning.  When mechanics, word choice or tone go astray, so does emphasis and coherence.  Revision is vital to correct these weaknesses.  Reading the composition aloud helps.  The ear picks up some things the eye cannot.  The use of a good dictionary helps, too!

What is you basic problem?  Perhaps you have more than one weakness.  There is no advantage knowing about the weakness unless it is strengthened.  These weak aspects of your journalistic skill should be strengthened by immediate action.     

Launch a self-improvement effort immediately.  Read.  Talk with others.  Examine closely the work of good journalists.  Work out a plan of self-improvement.  Do some work in weak areas several days until you have developed a habit of self-improvement.

Do not worry about weaknesses.  Strengthen them.  Some will always remain.  The important thing is that you recognize and improve at your weakest points.  Do not let weaknesses hinder you from writing.  Rewriting can improve and make almost any manuscript acceptable.  Of course, it may have to be reworked several times, but you can do it.  Just get started!

Think: To Invent A Subject.

An inevitable act of writing is finding something to say.  The what, why and who are the first hurdles.  What are you going to write?  Why are you writing?  What do you know about the subject?  What information will you need from other sources?  Who is your reader?

Facts to support ideas and examples to explain ideas must come from somewhere, whether from your head, from research, or from a combination of both.  Classical writers called this the process of invention.  Actually, it means to find.  The use of gray matter is essential to inventing a subject and finding something to say.  There is no substitute for thinking.

What are you going to write?

A definite aim is essential to writing.  Actually write down what the definite aim is before proceeding to choose a subject.  The field must be narrowed to the specific aspect that can be covered in the proposed length of the composition.

Zeroing in on a specific subject assists the writer in several ways.  It provides a starting place for reading and research.  It guides in the developing of an outline to insure against sidetracks.  Specifying a subject also helps identify the reader.  This is a basic step in good journalism.  

Why Are You Writing?

Decide!  Writing to impress others with your knowledge will not produce a good composition.  Write to be read.  Keep in mind the three basic objectives of writing  (1) to inform, (2) to persuade, and (3) to interpret.  Choose the proper one.  Are you writing to arouse interest, influence attitudes, solve problems, implement progress, or evaluate results?

Should your goal be to inform, state facts objectively and add to the reader’s knowledge of the subject.  To do this, a judgment must be made as to the present knowledge the reader may possess.  When your goal is to persuade, attractive arguments and reasons should be used to stir the reader to decision.  When you wish the reader to make up his own mind, write to interpret by analyzing facts and giving opinions.  

Knowing why a composition is being presented helps the writer deal with specific issues.  This improves the possibilities of good communication with the reader and lessens the chances of misinterpretation.

What do you know about the subject?

Why was this subject selected?  Do you know a great deal about the field?  Serious thinking is required at this point.  To gain the reader's confidence, there must be no mistakes.  The writer must have confidence in his knowledge of the subject.  This is where he gets the authority to write, select details, use examples, and subject his work to the critical eye of process analysis.

What information will you need from other sources?  Determining your limitations is the starting point.  Research is the only way to compensate for prior lack of knowledge.  Consider both primary sources and secondary sources.  Talk and write to people.  Read books, magazines, and papers.  Interview, run tests, survey what others have done on the subject.  Use your own library, the public library, and the libraries of educational institutions in the area.  

Research until you have the facts to support your ideas.  Think of examples to explain your ideas.  Gather facts and list them in support of each idea or recommendation.  No writing can be convincing without backup data.

Think of examples to explain your ideas.  Examples perk up a paper and turn a dull subject into an interesting composition.  Facts show a writer's research; examples show his imagination.

Plan: To Arrange Ideas

Next, based on your reading, list the ideas to be used in the composition.  This list should include questions the reader may ask and ideas you think are important.  From these questions, list in priority order which facts should be used to answer questions or support a point of view.  This gives you the main ideas for the composition and provides a basis for organization of ideas into an outline for writing.  

When ideas to be included in the composition are gathered, the next step is to find an effective order in which to present the information.  Ancient writers called this "disposition."  It was a process of ordering or arranging material.  Disposition actually means, "to arrange."  It is the business of deciding on the relevance and value of key facts, arranging them in groups and ordering those groups to achieve the desired effect on the readers.

Who are the readers?

Material cannot be properly arranged without knowledge of the readers.  Who are they?  What are their backgrounds?  How much do they know about the subject?  How will they use the information?  How much time will they give to the composition?  Are they likely to be receptive?

What message form will you use?

The message form has a great deal to do with how you write.  The reader and his time combine to choose the message form.  Will it be a letter, a report, a memorandum, an article, a telegram, or a book?  Regardless of the form your message takes, the objective remains the same: communicate ideas concisely and clearly!

Organize: To Present Facts

First, the specific purpose or thesis for the composition must be stated.  The thesis has three elements: What, why, and who.  What are you writing about?  Why are you writing (inform, persuade, or interpret)?  Who is your reader?  The answer to these three questions provides a clear thesis.  The order may be why, who, what in the final statement of the thesis.

Chapters, sections, paragraphs, thoughts must be presented in an organized format or the composition will not make sense.  Readers react the same way to poorly organized writing as they would to the scenes of a drama being presented out of order.  When thoughts are hard to follow, the reader gives up.

Trouble with organization is usually caused by a writer attempting to cover too much or because he cuts detail too fine.  In such case the writer probably has limited himself to an outline of Roman numerals and capital letters.  The outline is incomplete because he failed to plan the development and the presentation of detail.  Some writers have too few headings; others have too many.

Without an adequate outline, there will most likely be poor transition between sections, paragraphs, and sentences.  Important ideas will be buried in tangled thoughts and unbalanced structure.

There are several ways to avoid such pitfalls.  Professional writers fit their ideas into one of several organization plans.  After listing ideas in the previous chapter, you are ready to choose an organization plan.

1. Time - the basic order is chronological.

2. Major topics - name your major topics in the first paragraph, then write about them in that order.

3. Simple to complex - bring a reader along gradually from easy to difficult ideas.

4. Least important to most important - work the subject toward a climax.

5. Space - if you are writing about land, offices, department, classes, use the space plan.

6. Problem-solving - A popular plan for fact-finding and study groups.  State the problem in a brief sentence and propose possible solutions.

7. Reason - Here you state an opinion or point of view and then give reasons why you support it.


8.  Question & Answer - Use to explain a program, procedure, operation, or
           system to a large audience.

Format for Outlining

I. First Main Idea.


A.
Fact supporting this idea.



1.  Sources leading to A.



2.  Important item relating to A.

     a)  Support for 2.

     b)  Additional support for 2.

(1).  Item relating to b).

        (a).  Item relating to (1).

        (b).  Second item relating to (1).

(2).   Another item relating to b).


B.
Another significant fact supporting first main idea.

1.  Sources leading to B.

2.  Important item relating to B.

3.  Etc.

C.
Etc.

II. Second Main Idea.

A.
Etc.

B.
Etc.

Write: To Express Yourself

When you have worked through invention and disposition (the THINK - PLAN - ORGANIZE sequence), you know what to say and where in the composition to say it.  The remaining act of writing is simply to say it, to put your thoughts into the most telling prose you are capable of writing.

The Roman writers with oration in mind called this step elocution or to speak out plainly.  This is essentially what is meant by the word "expression."  The time has come to simply express yourself.  Put your ideas and thoughts into words.  You know what you want to say and where you want to say it.  There is nothing to worry about except expressing your thoughts on paper.

Remember you are writing on paper, not eternal bronze.  Just put down the first sentence as it comes to mind.  Complete the first paragraph.  It may all be omitted in revision, but you cannot have a second paragraph until you have written the first.  No one will publish it as it stands in the first draft.  That is what revision is all about, but you have to have a draft to revise!

Most professional writers make a quick draft, often without giving it their best effort.  They simply put their thoughts on paper knowing they can be sharpened up during revision.  Even the most accomplished professional will never be satisfied with the effectiveness of a first draft composition.  It is simply a first try.  This means there are no good writers, but there are good re-writers.

The think-plan-organize sequence brings the writer nearly halfway through the writing process before the first draft.  Do not worry about mechanics.  Don't worry about form and structure.  All this can be perfected later.  Just put your thoughts on paper.  Write to express your ideas.  It is your idea, your pen, your words, and your draft.  Do it your way!  Let it sound like you.  Permit your own style to come through.

Have you tried writing on index cards?  What about colored paper?  Perhaps ruled paper is best for you.  Maybe you prefer to peck away on an old typewriter.  Could grade school penmanship be your bag?  Do you prefer a tape recorder, so you can write aloud?  It is your choice.  Do it your way.  The way you feel comfortable.  With adequate preparation and a comfortable place, you should be able to write without worry.

The best place to start is always at the beginning, but you have done that.  The think-plan-organize sequence was the starting place.  Now you are not bound to any particular sequence.  The outline is filled with good ideas.  Look for a few key ideas.  Then pick any key point on the outline and develop it, using the facts and examples gathered during research.  Soon one sentence will follow another and you will be on your way to a first draft.

Of course, you were told not to worry, but you should worry a little.  All writing needs a good beginning.  You may start your composition at a key place in the outline, but eventually you must write the first sentence.  The first paragraph(s) are important because they suggest to the reader what he can expect.  Also, a good opening paragraph helps the writer produce a quick and more effective first draft by igniting a chain of ideas and setting a mood of confidence.

Revise: To Improve Style

Style is the total effect of writing.  It is achieved by the ideas, the organization, the paragraphs, the sentences, the words, all working together harmoniously to express the personality and thoughts of the writer.  Style demonstrates the way a writer thinks and expresses their thoughts.

A negative reaction to a writer is a reader's expression of style recognition.  From the reader's viewpoint, the composition is disliked or rejected because the reader does not appreciate the writer's style.  When one dislikes a writer's style, he simply dislikes the way the writer thinks, expresses himself, his choice of words, sentence patterns, paragraph sequence, or transitions.  Style then is usually recognized by negative reaction.

Revision gives the writer opportunity to practice this negative aspect of style recognition.  Anything the writer dislikes must be changed and placed into acceptable form or style.  Actually, a first draft is an inadequate expression and shows the writer certain areas where he lacks knowledge.  When anyone considers a first draft a finished product, he does not understand the basic elements of writing.

The importance of revision cannot be overestimated.  It is the difference between good writing and bad writing.  Revision is not an unnecessary nuisance; it is an essential element of writing.  No composition is complete without revision.  Unrevised, it is only a draft, and a draft is not a completed product.

Revision requires the writer to switch roles.  He must become an editor and a critic.  It is more than flipping through the pages checking for sentence sense and obvious errors.  The writer must stop being the creator and become the composition critic.  This is the writer's role during revision. 

Adequate revision gives the writer opportunity to judge the composition and prepare for reader reaction.  More importantly, the writer has a chance to see his best ideas at work and has the privilege of revising and rearranging these ideas so they have the desired prominence and effect.

Always leave space in the first draft for revision, leave room to work between the lines.  This means you should double-space or triple-space the first draft.  When space is not left for revision, a writer may be tempted to make another draft instead of revising the original.  A writer is always better off using second draft time revising the first draft.  Leaving space to revise is an important aspect of writing.

Do not revise immediately after writing the first draft.  There needs to be a fallow period when the manuscript is forgotten.  A composition can never be adequately criticized immediately after a draft is finished.  The writer is too close to the problem to be objective.  Remember the role change in revision.  The writer is now an editor and a critic.  Put the first draft away immediately.  Do not tinker with it.  Transfer your mind to another project and forget about the composition.  Later you can be more objective.

It is best to write straightforward during the first draft, pausing as little as possible to make changes.  It takes a special mindset to do this, but it is a more efficient way to express yourself on paper.  No matter how well the draft is prepared, no one can anticipate all the traps and special problems that may occur in a manuscript.  When the cooled-off draft is picked up for revision, the writer must brace himself for a shock.  It may be worse than expected, especially at the beginning.  This is no cause for discouragement.  This is a part of the process!

The first few pages or paragraphs should be viewed carefully.  The worst writing usually comes at the beginning, because the writer was trying to get the feel of the composition.  The other place to look for special difficulties is just before the end.  In a long work, careful revision is needed anywhere the writer was tired or bored.  When the writer’s energy slackens, he begins to write mechanically from notes.  This cramps his style.  Anything can happen.  Careful revision is essential to effective composition.  

Revision must be orderly.  It is not enough to read through the draft looking for something to change.  There must be a plan.  Try this one:  (a) cut away the fat, (b) read aloud for content, (c) again read aloud for style, (d) watch for the common errors, usually repeated.  Each writer needs a self-improvement plan that includes a personal errors list.  When the same mistake is repeated, it should go on an errors list.  Use this list as a final step in revision.  Try not to make the same mistake again.

Revision Plan

1.  Cut out the fat.  Wordiness is a constant difficulty with all writers.  Vigor can be added to a style simply by cutting out all words unnecessary to effectively communicate the idea.  Think of a telegram.  Weigh each word, because each word affects style.  Cut not only needless words, but unnecessary sentences and even poor paragraphs that do not contribute to the sense of the manuscript.

Go through the entire draft marking out unnecessary words.  Use a wide felt pen to block out words, and phrases so completely that nothing remains to distract as the manuscript is read again.  Remember, look especially at the first few paragraphs or pages.  The worst writing is probably there.  Check the introduction.  It may not make sense now.  It may be necessary to cut a big slice off the beginning.  The third paragraph on the second page may contain the kind of beginning that could capture reader interest and insure consideration of the composition.  Keep this in mind as you cut out the fat!

2.  Read aloud for content.  Reading the manuscript aloud is important, because the ear can detect errors the eye misses.  Read aloud first for content.  Read the trimmed-down draft aloud slowly listening to the sense of the composition.  The fallow period and the cutting down should change the manuscript sufficiently to permit objectivity.  Ask honest, critical questions; it is being read for content.  Is the main point of each paragraph clear?  Is the idea obvious?  How is the transition?  Has that been said before?  Is it logical?  Can it be simplified?  Does it need more detail or an example?

When a question of clarity arises, begin to simplify at once.  Confusion usually coincides with unnecessary complexity.  When something seems unclear ask, "What do I really mean here?"  The answer will simplify, clarify, and revise the problem passage.

Check the manuscript to see that each main point of the organizational outline is clearly expressed.  Seek help from a friend.  Ask that the composition be summarized by its major points.  If a friend misses the main points, critics certainly will see the problem.  Anytime the writer has to say, "What I meant was . . .," something is missing or complicated about the manuscript.

3.  Read aloud again for style.  The manuscript has been repaired to insure sense and clarity, now it must be checked for rhythm.  Listen for sentences with a sedative or washboard effect.  Watch for verbal echoes and any unnecessary play on words.  Cutting and revising may have caused difficulties of style that were not present before.  Always observe punctuation as the manuscript is read aloud.  Cutting may have left a series of similar short sentences that need attention.  Listen for the complex as well as the over-simplified.  Keep at least one ear open for pretentious, pompous, formal style that does not sound natural.

Remember, style is the way a writer expresses personal thoughts and should be recognized as the writer’s own vocabulary.  Eliminate anything that does not sound natural.  If it is not natural to the normal thinking of the writer, it probably will not be clear to the reader.

4.  Error list.  Finally, get out your error list.  Remember, those same mistakes made each time - those little notes written on the side of each paper by a patient and helpful professor.  There is no better check than the use of a personally accumulated error list.

Forewarned is forearmed!  Following each typing, the manuscript must be copy-read for typographical errors.  Blaming mistakes on a typewriter or typist can never erase mistakes on a manuscript.  The writer is responsible regardless of who does the typing.  Read the typist's work twice.  Read once for sense and read again for word accuracy.  The second time ignore the sense, check words for spelling and transposed letters.  There are no typos on a manuscript that is complete; typographical mistakes are simply errors.

Always make a back-up disc and a hard copy of the manuscript.  It is good insurance against the U.S. Mail's failure to deliver.  In addition, reading a manuscript in the pre-published form is valuable to the writer.  Copy-editing or publishers' proofreading will usually add to the writer's errors list.

A systematic approach to revision gives the writer control over the writing process.  Augmented by a personal error list, this approach guarantees improvement.  Application of these steps makes good sense.  The world is overcrowded with poor writers.  Ignore these techniques and you remain with the crowd.  Use them and become the writer you want to be.

Checklist for writing and revising the first draft

1. Leave space for revision.

2. Wait at least 24 hours before beginning revision.

3. Expect the worst writing at the beginning.

4. First, cut out unnecessary words.

5. Next, read aloud for content.

6. Read aloud again for style.

7. Check draft against errors list.

8. Proofread at least twice: once for sense, once for individual words.

9. Accept responsibility for typographical errors.

10. Be proud of your composition!

Revise: To Sharpen Sentences

The sentence has an effective place in the process of style.  A workable technique to manage the writing of a sentence is almost nonexistent.  A variety of subjected human variables account for this scarcity.  Yet without these variables there would certainly be no eloquent style, for style springs from such individual sources.  A few common sense guidelines do exist that can point to areas of improvement in the management of sentences.  

The stylistic instinct must be awakened.  This is the instinct, which comes with rhetorical gifts, which usually result from a great deal of reading.  Vast reading experience seems to improve verbal aptitude, and naturalness grows that improves word selection and a sense of speech rhythm.  This improves sentence control and emphasis.  People who read regularly are unafraid to write.  They feel at home in the world of words.

Perhaps a review of the copying technique would be helpful.  This is an instant reading experience that has a teaching value.  Simply choose an author you like and a subject of interest.  Select a paragraph or two, which you consider to be well written.  The passage should be about twelve sentences in length.

Observe the structure of the paragraph and the four paragraph essentials.  A paragraph must (1) be founded on a topic sentence, (2) develop an evident progress of thought, (3) orient the reader to the thought process by use of connective and transitional signposts, and (4) make the reader aware of the place of the paragraph in the larger composition by some indication of function.  

After the paragraph structure is clear, move to the next step.  Read the material aloud, listening to the stages in the paragraph structure.  Now, you are ready for the copying process, which should quickly give you insight into the writer's technique of his ideas in sentences and groups of sentences.  On the surface, this process may seem unnecessary, but it is a sure way to develop an instinct for prose style and build naturalness into your writing.

The copying technique works this way.  Read each sentence slowly aloud as you copy it by hand noting its pattern of emphasis and rhythm.  Then copy the entire passage again trying to hear the sentences together in groups of two or three.  By the completion of the exercise, you should have the rhythm and scheme of emphasis in your mind.  The point of the whole process is learning to sense what sentences sound right.  This can awaken the stylistic instinct.

Watch for rhythmic monotony in sentences.  The elementary cause of this monotonous style is the sedative and the washboard effect in sentences.  These often occur together in the work of inexperienced writers.

A series of sentences of the same length create the sedative effect on the reader.  The monotonous sameness has the same effect as counting sheep.  A bored reader, if he continues at all, will not understand.  If two sentences of the same length appear together, do something to make the next one longer or shorter.  Another way to break up the effect is to reduce one or two less important sentences to subordinate or dependent clauses with an important sentence serving as the main clause.  These longer sentences will break the sameness.

A series of sentences beginning with their subjects creates a washboard effect and is a major cause of monotonous style.  Inexperienced writers give their readers considerable discomfort with this weak sentence sequence.  The cure for the washboard is the same as the sedative.  As a rule, do not write more than two consecutive sentences beginning with subjects.  Parallelism is to find elements that are mobile, such as adverbs, phrases, and subordinate clauses.  Move these to the beginning of the sentence and break the washboard rhythm.

Simple and compound sentences are specialized sentences.  A simple sentence has one independent clause.  The compound sentence is two simple or two complex sentences joined by such words as and, but, or, nor, or for.  

A strategy of sentence variety must consider the sentence used most often in writing: a complex sentence.  Remember that the complex sentence has one independent clause and one or more subordinate or dependent clauses.  The flexibility of the subordinate clause allows the complex sentence more variety of rhythm and emphasis than a simple or compound sentence.  A skillful use of the sentence permits a reader to go through a series of sentences without sensing repetition.  One spot complex sentences by the words that introduce the dependent thought or connect the two clauses, such as since, although, after, as, and because.

You may come across the terms loose and periodic sentences, which describe the emphasis of the major elements.  If a sentence has the main idea at the beginning, it is a loose sentence.  If the idea is at the end it is periodic. The periodic sentence is more emphatic than the loose sentence, but the strongest positions within the sentence are at the beginning and the end.

 The best word order for a sentence is the natural one: subject - verb - object.  It is the combination that will keep you out of trouble.

Openers

Openers attract attention and arouse interest; consequently, titles and leads are important to composition.  They are the first words the reader sees and are the basis of his decision to continue reading.  Openers are crucial to good writing.  

Focus on titles and leads after the first draft.  Jot down ideas as you write, but a completed draft provides better possibilities.  A phrase in the third paragraph or a sentence in the fifth paragraph with a little polish may make a good title or a catchy lead.  

Titles

A good title is accurate and specific, clear and concise, lively and original.  Different methods provide titles:

1. Subject--a subject may be unusual and a sample description makes an attractive title.

2. Alliteration--the same first syllable sounds can fix the reader's wandering glance.

3. Opposing Ideas--Strong contrast between opposing ideas makes readers pause:  "The Truth about Lying!"

4. Parodies of Well-Known Sayings:  "Hitching Your Star to Your Wagon."

5. Made-up or Unusual Words--You can count on the offbeat to stop readers.

6. Single Noun--Many times only one word can tell the story vividly.

7. Active verbs--a strong active verb arouses reader interest.

8. Informative--Popular are titles beginning with how, why, where, what, story of, future of, truth about, because they appeal to the reader to enlarge his knowledge-- "Why Churches Die?"

9. Questions--Reserve the questions for a subject that has wide interest--  "Why Wait 'til Sunday?"

10. Prepositional Phrase--A prepositional phrase, for some reason, sticks in the reader’s mind-- "From Here to Eternity."

Leads

1. The lead, the first few sentences, is where you must hold the readers attention after you attract with a good title.

2. Question -try a question for a quick start.  This lead is good especially if the question is one that few can answer, except, of course, the writer.

3. Shockers -the shocker is an old standby in magazine and news articles.  There is no reason why it cannot be used for other types of writing.

4. Story -sometimes it is effective to back into the main point with a story.  A delayed start is impressive - if the story is interesting and has a bearing on the subject.

Keys to Effective Sentences

Use the right connectives when compound sentences are used to express two or more main ideas.  These connectives (coordinating conjunctions) are used most frequently: and (equal), but (opposite), or (alternative) and for (result).

Join main clauses with conjunctive adverbs.  They are weaker than coordinating conjunctions but better for connecting two sentences.

Use this guide:

Therefore, accordingly, consequently (show cause and effect)

Furthermore, moreover, besides (show addition)

Nevertheless, otherwise, apparently, certainly (show condition)

Presumably, evidently - (show logical conclusion)

However, conversely - (show contrast)

Meanwhile, formerly, later, subsequently - (show time relationship)

Play down minor ideas.  Consider these words for subordination: 

Conjunctions:  as, because, since, than, although, provided, if, unless, 

how, after, before, when, while, until.  

Pronouns: who, whom, which, that, whichever, whoever, whomever.

Ways to Strengthen Sentences

1. Junk the jargon.  Clean up the debris and clutter or your writing will smack of jargon.

2. Omit roundabout prepositional phrases.

3. Toss out freeloaders - words that impose themselves on a sentence and give nothing in return.

4. Use strong action verbs.

5. Cut down on prepositions.

6. Use the active voice (formal writing often requires the passive voice).

7. Itemize or list your ideas.

8. Use repetition skillfully.

9. Watch out for rhyming patterns.

10. Complete comparisons.

11. Untangle piled-up modifiers.

12. Close the subject-verb gap.

Revise: To Add Transitions

A proper paragraph is a unit of thought, not of length.  It makes a point, a point different from what the previous paragraph made and different from what the next paragraph will make.

In effective writing, paragraphs make their points directly and clearly not in any indirect, devious or subtle way.  Revision of paragraphs should review the basic structure and evaluate the essentials.  Somewhere near the first, does the paragraph have a foundational topic sentence?  Is there an evident progress of thought as the paragraph develops?  Is the reader oriented to the development of the thought by use of connective and transitional signposts?

A major function of revision deals with transition.  The reader must be aware of the place of paragraphs in the larger context of the work.  This is done by use of some indication of function and the use of transitional sentences to relate the paragraph to the next thought development.

Revise: To Substitute Words

When writing is criticized, as pompous, stilted or trite, chances are the writer has used the wrong words.  When a writer is criticized for being tactless, indifferent, insulting, and bossy, it is still the same problem - words.

There are over 600,000 words in Webster's big dictionary, so there are many words to use.  Most people do not know many of these words and some of them have been overused to communicate a particular point-of-view or attitude.  Picking the right word becomes a major part of the writer's style.  The guide to use of words is clarity and, of course, the reader.  

Officials of New York Life Insurance Company spent four years studying ways to improve letters and reports.  They found that people had strong feelings about certain words.  Words suggest ideas and associations.  It is not surprising that words have either a good or a bad effect. 

Most people like these words: 

ability

abundant

achieve

active 

admirable

advance

advantage

ambition

appreciate

approval

aspire

attainment

authoritative

benefit

capable

cheer

comfort

commendable

concentration

confidence

conscientious

cooperation

courage

courtesy 

definite

dependable

deserving

desirable

determined

distinction 

diversity

ease

economy

effective

efficient

energy

enhance

enthusiasm

equality

excellence

exceptional

faith

fidelity

fitting

genuine

good

grateful

guarantee

handsome

harmonious

helpful

honest

honor

humor

imagination

improvement

industry

ingenuity

initiative

integrity

intelligence

judgment

justice

kind

lasting

liberal

life

loyalty

majority

merit

notable

opportunity

perfection

permanent

perseverance

please

popularity

practical

praiseworthy

prestige

proficient

progress

prominent

propriety

punctual

reasonable

recognition

recommend

reliable

reputable

responsible

salient

satisfactory

service

simplicity

sincerity

stability

substantial

success

superior

supremacy

through

thoughtful

thrift

truth

unstinted

useful

utility

valuable

vigor

vital

vivid

wisdom

you

yours

Most people dislike these words.

abandoned

abuse

affected 

alibi

allege

apology

bankrupt

beware

biased

blame

calamity

cheap

collapse

collusion

commonplace

complaint

crisis

crooked

deadlock

decline

discredit

desert


distaste

dispute

exaggerate

extravagant

failure

fault

fear

flagrant

flat

flimsy

fraud

gloss over

gratuitous

hardship

harp upon

hazy

imitation

immature

implicate

impossible

improvident

insolvent

in vain

liable

long-winded

manger

misfortune

muddle

negligence

obstinate

opinionated

oversight

plausible

precipitate

prejudiced

premature

pretentious

retrench

rude

ruin

shirk

shrink

sketchy

slack

smattering

split hairs

squander

stagnant

standstill

straggling

stunted

superficial

tamper

tardy

timid

tolerable

unfair

unfortunate

unsuccessful

untimely

verbiage

waste

weak

worry

wrong

Writers should abandon terms in vogue at the turn of the last century, and restore the human quality to their composition.  Hackneyed phrases are not eloquent, but worn-out; not a badge of superior learning, but proof of a writer's need for a refresher in elementary composition.

Review: To Make Final Touches

After-You-Write Check List

The Message: Is the subject stated clearly? Does the subject advance steadily?  Are the facts correct?  Have you included enough data?  Have you included too much data?

The Reader: Are there words or expressions that can be misinterpreted?  Is the actor or action clear?  Have you cut out superfluities?  Have you accentuated the positive?  Is the tone polite and courteous?

The Treatment: Is the writing concise?  Are main ideas emphasized?

Retype: To Produce Final Copy

Publish: To Distribute

Accept responsibility for your work!


CHAPTER 2
RESEARCH OVERVIEW

Preview

Oxford Graduate School is committed to graduate-level research and is dedicated to high standards for evaluating research.  The definition of high standards may vary according to the kind of research conducted.  Regardless of the topic, research will be measured against the prevailing standards of quality for that topic. 

Oxford Graduate School does not make rigid distinctions between graduate research concerned only with theory and research concerned only with practical applications.  The program rests on a premise that every finished work accepted by the faculty will combine some elements of both the theoretical and the practical.  Oxford Graduate School sees the two as other than mutually exclusive although their relative importance will vary with each dissertation.  

The writer is responsible for the correct presentation of the entire paper—all preliminary, illustrative, reference matter, text, accurate transcription of the copy, and layout of each component. The general appearance of the final manuscript should conform to American Psychological Association (APA) standards.
Scientific Method

The scientific method relies upon observation followed by reflective thinking.  Reflective thinking is defined as active, persistent, and careful consideration of any belief or supposed form of knowledge in the light of the grounds that support it and the further conclusions toward which it tends. 

Reflective thinking includes the following steps: (a) suggestions, or mental leaping toward a possible solution, (b) intellectualization of a difficulty into a problem to be solved, (c) entertainment of one suggestion after another until a leading idea, or hypothesis, is derived, (d) mental elaboration of the hypothesis, and (e) imaginative testing of the soundness of the hypothesis in relation to the evidence (Williams and Stevenson, 1963). 

The scientific method is an orderly process involving a number of sequential steps including (a) recognition and definition of a problem, (b) inducing a generalization, (c) formulating hypotheses, (d) collecting data or new facts, (e) analyzing the collected data, (f) arriving at conclusions, and (g) drawing implications. 

The formal application of the scientific method to the solution of problems is called research.  The steps involved in research are exactly the same as those involved in the scientific method.  

Research Process

The same sequence of discovery followed in the scientific method is found in the empirical analytic research process except that the sequence is more detailed and expansive.  

1. Select a problem area for study. 

2. Review the literature and gather information about the problem area.  Delineate and delimit the area.  Identify relevant generalizations. 

3. State the research question. 

4. Analyze the research question into its logical elements and state the hypotheses.

5. Determine the research strategy.  Decide what kind of information is required. 

6. Choose a method and develop a means for data collection. 

7. Validate the instruments and research procedures through a pilot study. 

8. Plan the data analysis.  

9. Write a research proposal – the first three chapters of a dissertation. 

10. Collect the data.

11. Classify and summarize the data. 

12. Test the hypotheses.  

13. Speculate on the relevance of the findings to generalization, to practice, and to further research. 

14. Write and disseminate the research report. 

Problem Area to Research Question

Moving mentally from the problem area to the research question involves several steps.  A first step is delineation.  In delineation the research area is explored, conceptualized, and organized.  Variables are studied, measures are identified, inquiry methods are reviewed, findings are analyzed, and available data are summarized. Justification for a research question is explored based on prior research, extension of theory and generalizations, and improvements for practice.  Relevant theory is examined by defining, verifying or contesting concepts and advancing tentative hypotheses.  

A second step in moving from the problem area to the research question is delimitation.  In delimitation the problem area is reduced and focused to a small part of the problem area—a research question.  A research question must be clearly stated, doable, and significant.  

A third step in moving mentally from a problem area to a research question is iteration or repetition.  The discoveries in delineation and delimitation should be restated in summary form.    

Research Question Criteria

The research question is stated in the first sentence of a proposal and dissertation or at least in the first paragraph.  What the study is intended to accomplish should be stated in one sentence.  The sentence may be either a statement or a question.  A research question must be answerable.  Key terms must relate to relevant generalization and be capable of operational definitions.  The substance of the question must be carefully analyzed to ensure that the problem area is of interest and value to the researcher.  The research question should also be educationally significant and at the cutting edge of knowledge.  

Qualitative and Quantitative Research

Both qualitative and quantitative research are conducted in social science research since qualitative research is necessary to uncover the problem and analyze previous research on the subject, and quantitative research is necessary to test null hypotheses formulated on the subject.  The two methods of research support one another and are not in opposition to each other, nor is one considered more scholarly than the other.  The precise nature of the research problem or question determines whether research will be predominantly qualitative or quantitative in research methodology. 

Quantitative research is concerned primarily with measuring or numbering a research hypothesis to determine quantitative significance.  Qualitative research is an umbrella term that has numerous variations.  Tesch (1990) listed forty-five approaches to qualitative research.  Five major types of qualitative research described in this study are Case Study, Ethnography, Phenomenology, Grounded Theory, Case Study, and Biographical (See chapter 2).    

Qualitative research usually means that the research question is being studied with reference to its historicity, essential ideas, or unique characteristics. Qualitative research is historical and theoretical in nature and indicates a study of primary and secondary sources, sometimes written, that recount the past history, or narrates the present context of the research topic.  Theoretical research means a study of primary and secondary sources in order to discover, explain, formulate, compare, or analyze theories associated with the research topic.  In historical and theoretical research, it is crucial to have authentic and accurate research data.  The data come through primary and secondary sources. 

Research Topic Sources

Several sources are available in the process of identifying a worthy research topic.  A first place to look is the graduate experience, particularly seminars.  Journals publish current research and are another excellent source for identifying topics.  Several periodicals publish review articles including: (a) Review of Educational Research, (b) Sociological Review, (c) Annual Review of Psychology, (d) Review of Research in Education, (e) Educational Resources Information Center (ERIC),  (f) Dissertation Abstracts International.  

Hypotheses

Definition

The relation of the hypotheses to the problem statement must be clearly stated.  Swanson and Green (1992) defined a hypothesis as an assertion that is stated in a way that it can be confirmed or disconfirmed by empirical evidence using understood methodology and methods. A hypothesis is a provisional explanation for the occurrence of certain behaviors, happenings, or outcomes.  A good hypothesis states as clearly and concisely as possible the expected relationship between two variables and defines those variables in measurable terms.  The well-stated hypothesis must be testable (Gay, 1996, 62).  The researcher does not set out to prove a hypothesis.  Rather the researcher collects data that will, later in the research process, support or not support the hypothesis. 

The hypothesis should: (a) identify the group or groups that is/are being measured/treated; (b) define the treatment (if any); (c) describe the relationship between the groups and/or measurements; and, (d) describe the measurements or observations that are being administered to the group or groups.   

Number

A hypothesis states clearly the expectation of a single research outcome.   There should be one hypothesis for each sub-division of the problem.  This means that there is one hypothesis for each item in the data-collection instrument.  Each comparison, that is each correlation and each difference made in the research, should be stated in a separate hypothesis. 

Research Hypothesis

Research hypotheses state the expected outcome of the research based upon researcher knowledge and background in the field.  Research hypotheses are non-directional or directional.  A non-directional hypothesis simply indicates that a relationship or difference exists; a directional hypothesis indicates the nature of the relationship or difference (Gay, 1996, 63). 

Null Hypothesis

Once the research hypotheses are formulated, the null hypotheses can be developed.  In every case there are two types of statistical hypotheses: (a) the null hypothesis—the hypothesis of no difference, and (b) the research hypothesis—the set of alternatives to the no difference (Swanson and Green, 1992).

Null Hypothesis—A null hypothesis is simply a statement of no difference.  Inferential statistics only test hypotheses of no difference.  The researcher can talk about the lack of difference and never about similarity or sameness.  The hypothesis of no difference is needed only for data analysis.   

Research Hypothesis—A research hypothesis is the reverse of a null hypothesis.  Should a null hypothesis be rejected, the research hypothesis is supported.  


Hypothesis Formation

The content of a hypothesis is as follows: (a) define the group or groups being measured, (b) state the relationship of the groups or measurements, and (c) give the measurement used to test the relationship.  Maintaining this order for all hypotheses makes reading and analyzing the hypotheses easier.

Example:  Null Hypothesis 1 (Ho1)—There was no significant difference between Group A and Group in IQ scores.  The example defines two groups, Group A and Group B, the relationship between the groups, no significant difference, and the measurement, IQ Scores—as suggested above.

Example:  Null Hypothesis 2 (Ho2)—In Group A there was no significant difference between the mean score on the pre-test and the mean score on the post-test.  The hypothesis defines the group, Group A; the relationship, no significant difference; and the measurements, mean score on the pre-test and post-test, in the order suggested above.

Group(s)—An empirical research study may involve one, two, or more than two groups.  The researcher has the responsibility of selecting a population for a study.  Usually, the whole population is too large.  Through random selection, a more manageable sample can be chosen.  The procedure section will address the topic of population and the group(s) or sample(s) within the population being measured. 

Relationships—Several words can be used to describe the relationship between groups and/or between measurements, difference, similarity, higher, lower, correlation, or regression. Statistical analysis is applied to a body of data to determine if the measured relationships are significant.  Review of the data will easily reveal differences but only through the use of statistics can significance be determined.


Measurements—As with groups, a research study may involve one, two or more than two measurements. When one measurement is applied to two or more groups, the data are independent.  When two or more measurements are applied to a single group, the data are related. Depending upon the variables, and the way in which they are measured, different kinds of data result, representing different scales of measurement.  There are four types of measurement scales: nominal, ordinal, interval, and ratio.  It is important to know which type of scale is represented by the data since different statistics are appropriate for different scales of measurement (Gay, 1996, p. 419).

Nominal Scale—A nominal scale, also called a classificatory scale, is created when numbers or other symbols are used to identify the groups to which objects are assigned.  Such assignment constitutes the weakest form of measurement and is thus viewed as the lowest level.  Mutually exclusive subclasses and equivalent units of the scaled property are the only requirements for achieving a first level of measurement (Swanson and Green, 1992).

Ordinal Scale—An ordinal scale not only classifies subjects but also ranks them in terms of the degree to which they process a characteristic of interest.  An ordinal scale puts the subjects in order from highest to lowest, from most to least.  Although ordinal scales do indicate that some subjects are higher, or better, than others, they do not indicate how much higher or how much better; intervals between ranks are not equal (Gay, 1996).    


Interval Scale—“An interval scale has all the characteristics of a nominal scale and an ordinal scale, but in addition it is based upon predetermined equal intervals” (Gay, 1996, p. 421).  “Stated more formally, the interval scaling operation extends the requirement of equivalence from within the subclass to the relationships between subclasses” (Swanson and Green, 1992, p. 74).

Ratio Scale—“A ratio scale is created when numbers or other symbols are used to identify groups to which objects are assigned in such a way that the relationships among the groups are specified by a common and constant unit of measurement and the scale of these units has a true origin.  The only difference between the interval and the ratio scales is that zero has true meaning (absence of the property being measured) on the ratio scale and this is not so on the interval scale.  A ratio scale has all the advantages of the other types of scales and in addition it has a meaningful, true zero point” (Swanson and Green, 1992, p. 75). Height, weight, time, distance, and speed are examples of ratio scales. 

Pre-Proposal Questions

The following questions should be asked and answered before writing a Research Proposal. The questions provide a starting place in the development of a research prospectus or proposal.  

1. What is the background of the problem or question?  (a) What is the historical context of the problem?  (b) What is the cultural setting of the problem?  (c) What are the crucial issues related to the problem?  (d) What is the present state of research on the problem?

2. How is the problem defined?  (a) Are empirical facts in question?  (b) Are ideas or concepts to be debated?  (c) Does the problem concern issues of right/wrong, good/bad?  (d) Does the problem deal with meaning or purpose?

1. What type of research is best?  (a) Will historical documents be examined?  (b) Will ideas or concepts be examined?  (c) Will tools of measurement be used?  (d) What is the significance of the problem or question?

2. What assumptions should be made about the problem?

3. What hypotheses should be tested or researched?

4. What primary and secondary sources should be consulted in the literature search?

Research Proposal

The importance of the Proposal in the development of research cannot be overstated.  Experience has shown that the ease and efficiency with which the research is completed is related directly to whether or not the Proposal contains all basic elements. 

The research Proposal should provide a clear, concise statement of the question to be researched, a discussion of the significance and importance of the study, a preliminary review of the literature and research related to the question and most importantly, definitive procedures for accomplishing the research. 

Dissertation

A Dissertation is a report of a research project completed as part of the requirements for a Doctor of Philosophy degree.  While the Proposal may be written in the future tense, the Dissertation is always written in the past tense. At least two objectives are satisfied in the completion of a Dissertation.  First, the doctoral candidate develops skills in research including the development of a research report.  This paves the way for contributing creatively to the discipline in which the degree is earned.  Secondly, the candidate adds knowledge to the field in which the degree is earned. 

A Dissertation usually includes five sections or chapters: (a) research question, (b) review of related literature, (c) research strategy, (d) research findings, and (e) research interpretation.  These five categories or sections provide the organizational framework for a quantitative dissertation.  Each category is developed in a chapter of the dissertation. 


CHAPTER 3
QUALITATIVE RESEARCH

Qualitative research includes research in a number of traditions and methodologies within the traditions.  Included are the biography of a historian; the phenomenology of a psychologist; grounded theory of a sociologist; ethnography of an anthropologist, and case studies of a political scientist, social scientist or urban study researcher (Creswell, 1998, p.15).  

Definition 

Merrian (1998, p. 5) suggested that “Qualitative research is an umbrella concept covering several forms of inquiry that help us understand and explain the meaning of social phenomena with as little disruption of the natural setting as possible”.  Creswell (1998, p. 15) expressed a similar understanding when he stated, “Qualitative research is an inquiry process of understanding based on distinct methodological traditions of inquiry that explore a social or human problem.  The research builds a complex, holistic picture, analyzes words, reports detailed views of informants, and conducts the study in a natural setting.”  Qualitative research emphasizes a complex, holistic approach in which multiple dimensions of a problem or issue are displayed.   

Common Characteristics

Merriam (1998, pp. 6-8) suggested 5 common characteristics of qualitative research including: (a) Interest focused on understanding the meaning people construct to make sense of their world and the experiences they have in the world.  (b) Primarily the researcher collects and analyzes data.  Data are mediated through the researcher rather than an inanimate inventory, questionnaire, or computer.  (c) Fieldwork is usually involved.  The researcher physically goes to people, setting, site, and institution in order to observe behavior in its natural setting.  (d) An inductive research strategy is primarily employed.  This approach builds toward abstractions, concepts, hypotheses, or theories from observations and intuitive understandings gained in the field rather than testing existing theories.  Qualitative research takes apart a phenomenon to examine components; qualitative research explained how all the parts work together to form a whole.   (e) The product of qualitative study is richly descriptive—the focus is on process, meaning and understanding.  Words and pictures are used rather than numbers to convey meaning.  

Types

Basic or Generic Study

A basic or generic study seeks to discover and understand a phenomenon, a process, or the perspectives and worldviews of the people involved.  Findings are a mix of description and analysis through identification of recurring patterns such as categories, factors, variables, or themes.  Analyses do not extend to building a substantive theory (Merriam, 1998).

Table 1. Comparison Summary of Qualitative and Quantitative Research (Merriam, 1998, p. 9)

	Points of Comparison
	Qualitative Research 
	Quantitative Research 

	Focus of research 
	Quality (nature, essence)
	Quantity (how much, how many)

	Philosophical roots
	Phenomenology, symbolic interactionism 
	Positivism, logical empiricism

	Associated phrases
	Fieldwork, ethnographic, naturalistic, grounded, constructivist
	Experimental, empirical, statistical

	Goal of investigation 
	Understanding, description, discovery, meaning, hypothesis generating 
	Prediction, control, description, confirmation, hypothesis testing 

	Design characteristics 
	Flexible, evolving, emergent 
	Predetermined, structured

	Sample 
	Small, nonrandom, purposeful, theoretical
	Large, random, representative

	Data collection 
	Researcher as primary instrument, interviews, observations, documents
	Inanimate instruments (scales, tests, surveys, questionnaires, computers)

	Mode of analysis 
	Inductive (by researcher)
	Deductive (by statistical methods)

	Findings 
	Comprehensive, holistic, expansive, richly descriptive 
	Precise, numerical 


Ethnographic Study 

Ethnography looks at what people do, what people say, and what people make and use.  Ethnographers gather artifacts and physical trace evidence; find stories, rituals, and myths; and uncover cultural themes.  The final product is a holistic cultural portrait of a social group that incorporates both the views of the actors in the group and the interpretation of views about human social life in a social science perspective. Ethnography has three focuses: (a) Methods used to collect data include interviewing, conducting documentary analysis, examining life histories, creating investigator diaries and observing participants; (b) Written records are the products of using ethnographic techniques; (c) Sociocultural interpretation of data with a view of understanding the meaning of behavior, language and interactions of the culture-sharing group.  

An entire cultural scene is overviewed—all aspects learned about a group are pulled together and are complex.  Collecting data is extensive and involves prolonged time in the field.  The final narrative is written in a literary, almost storytelling approach (Merriam, 1998; Creswell, 1998). 
Phenomenological Study

The assumption of an essence or essences in shared experience is the foundation of phenomenological studies.  The experiences of different people are bracketed, analyzed, and compared to identify the essences of phenomena.  Examples include the essence of loneliness, the essence of being a mother, or the essence of being a participant in a particular program.  

Phenomenology is philosophical thought that underpins all qualitative research with an emphasis on experience and interpretation.  The concept of epoch is central—the researcher brackets his or her preconceived ideas in order to understand a phenomenon through the voices of informants.  A set of procedures is well established in phenomenological studies: (a) Research questions are used to probe the meaning of lived experiences for an individual.  Usually, long interviews are used to collect data from individuals who have experienced the phenomenon under investigation.  (b) Data are analyzed through horizonalization—original protocols are divided into statements.  Units are transformed into clusters of meanings expressed in phenomenological concepts.  The transformed units are tied together to make a general description of what is experienced and how it is experienced.  (c) A report is prepared to aid in better understanding of the essential, invariant structure of the experience, recognizing that a single unifying meaning of the experience existed. 

Moustakas (1994, p. 27) suggested that, “The challenge facing the human science researcher describes things in themselves, to permit what is before one to enter consciousness and be understood in its meanings and essences in the light of intuition and self-reflection.”  Merriam and Simpson (1995) provided an excellent example of a phenomenological study in analyzing learning.   

Grounded Theory Study

The goal of a grounded theory study is to develop an abstract analytical schema or theory of a phenomenon under study.  To study how people act and react to a phenomenon, the researcher collects primary interview data, makes multiple visits to the field, develops and interrelates categories of information, and writes theoretical propositions or hypotheses of a theory.  Data are collected in a zigzag process—out to the field to gather information, analyze the data, back to the field to gather more information, analyze the data and so forth.  

The process of taking information from data collection and comparing it to emerging categories was called the constant comparative method of data analysis (Merriam, 1998; Creswell, 1998).  Constant comparative data analysis is systematic and follows a standard format: (a) Open coding is first.  Initial categories of information about the phenomenon are formed by segmenting information.  Within categories, several properties or subcategories are identified with attention given to demonstration of extreme possibilities on a continuum.  (b) Axial coding is next.  The data is assembled in new ways using a logic diagram in which a central phenomenon is identified.  Causal conditions, specified strategies, context and consequences are explored.  (c) Selective coding results in a story that integrates the categories in the axial coding model into a story line.  In this phase, propositions are typically presented.  (d) A conditional matrix is prepared elucidating the social, historical and economic conditions influencing the central phenomenon.  

J.C. Fisher (1993) reported a grounded theory study with older adults.  The study of older adults ranging in age from 60 to 94 found that developmental changes in this period of adult life were described in five age-independent periods.   This is a substantive theory dealing with an everyday-world situation rather than a formal or grand theory. 

Case Study

Yin (1984, p. 23) defined a case study as “an empirical inquiry that investigates a contemporary phenomenon within its real-life context; when the boundaries between phenomenon and context are not clearly evident; and in which multiple sources of evidence are used.  This definition not only helps to understand case studies, but also distinguishes them from the other research strategies that have been discussed.”

Case studies included both single- and multiple-case studies.  Certain journalistic efforts qualified as case studies.  Case studies include and are potentially limited to quantitative evidence.  There are at least four different applications: (a) explanation of causal links in real-life interventions; (b) description of real-life contexts in which an intervention occurred; (c) evaluation of interventions; and (d) exploration of situations in which the intervention being evaluated had no clear, single set of outcomes (Yin, 1984).

In case studies, a research design with five components is especially important (Yin, 1984): (a) What questions are being studied?  (b) What are the propositions, if any?  (c) What are the unit(s) of analysis?  (d) What is the logic linking the data to the propositions?  (e) What  are  the criteria for interpreting the findings?

The case study is likely appropriate for how and why questions.  The first task is to clarify precisely the nature of the study questions.  The proposition is in some ways similar to the research hypothesis in qualitative research.  A proposition is a proposed answer to the how and why questions.    The unit of analysis is the individual or individuals being studied.  The more specific the propositions, the easier it is to identify the unit of analysis.  There must be a match between the questions asked and the cases chosen to answer the questions. 

The logic linking the data to the propositions and the criteria for interpreting the findings represent the data analysis steps in case study research.  A possible approach is to compare elements from a case study to some theoretical proposition.  

The evidence for multiple cases is often considered more compelling, and the overall study is therefore regarded as being more robust.  The rationale for single-case designs is not usually satisfied by multiple cases.  Every case potentially serves a specific purpose within the overall scope of inquiry.  A major insight was to consider multiple cases as one would consider multiple experiments — follow replication logic.  

Replication logic is the same when (a) critical experiments are repeated, (b) few cases are involved because of expense or other difficulty, and (c) the rarity of an occurrence of a syndrome is limited.

The logic underlying the use of multiple-case studies is the same.  Each case must be carefully selected so that it either predicts similar results or produces contrary results but for predictable reasons.  An important step in replication procedures is the development of a rich, theoretical framework.  Replication logic is distinguished from sampling logic commonly used in surveys.  

Focus of data case studies use six sources of evidence: documentation, archival records, interviews, direct observations, participant-observation and physical artifacts.  The benefits from these six sources of evidence are maximized, if three principles were followed.  The principles are relevant to all six sources, and when used properly help deal with the problems of establishing the construct validity and reliability of a case study.  The three are (a) use multiple sources of evidence, (b) create a case study database including evidentiary base and the report of the researcher, and (c) maintain a chain of evidence.  The principle is to allow an external observer to follow the derivation of any evidence from initial research questions to ultimate case study conclusions. 

Biographical Life History

A biographical study focuses on the life and experience of an individual as defined in interviews, documents and archival material.  Denzin (1989, pp. 69 & 82) defined the biographical method as the “studied use and collection of life documents that describe turning-point moments in an individual’s life.  We create the persons we write about, just as they create themselves when they engage in storytelling practices.”

Denzin (1989) constructed a classical approach to biography, espoused an interpretive approach and set forth four types of biographical studies: (a) A biographical study is a life story written by someone other than the individual being studied using archival documents and records.  Subjects are living or deceased.  (b) An autobiography is a life story written by persons about themselves.  (c) A life history is found in social science and anthropology.  The writer reports how an individual life reflects cultural themes of society, personal themes, institutional themes, and social histories.  The life history is usually gathered over a number of years and includes interviews with friends and review of letters and photographs.  (d) An oral history is collected from personal recollections of events, causes, and effects from individuals or several individuals.  Tape recordings and written works are used. 

In a classical biography which includes statements about theory, the researcher advances concerns with validity, criticism of documents, and materials and the formulation of distinct hypotheses.  In an interpretive biography, the autobiography of the research is included, blurring the lines between fact and fiction leading the author to create the subject in the text (Creswell, 1998).   

Data Collection 


Data are ordinary bits and pieces of information discovered in the course of qualitative research.  Data conveyed through words are described as qualitative and data presented in numeric form as quantitative.  Creswell (1998) suggested seven activities in which the qualitative researcher engages in the collection of data including: (a) locating a site and/or individual(s), (b) gaining access and making rapport, (c) sampling purposefully,
 (d) collecting data through interviewing, observation and/or document collection, (e) recording information using a pre-determined protocol, (f) resolving field issues such as access, interviews, documents, journals, video materials and ethical issues, and (g) storing data with back-up copies, master list of information categories, confidentiality, data collection matrix.  Data are collected from three major sources—interviews, observations, and documents.

Interviews

Interviews are the most frequently used form for data collection in qualitative research.  Interviews are helpful in studying behavior that is unobservable, and in highlighting feelings and the interpretation of the world by people involved in a study.  Interviews can also help understand past events that cannot be replicated.  

Interviews are classified on a continuum from highly structured to very informal.  In the highly structured interview, the wording and order of the questions are predetermined.  In an informal interview, the questions are open-ended, flexible, and exploratory.  The informal interview is more like a conversation; the structured interview more like an oral survey. 

Four types of questions are suggested to stimulate a respondent including: (a) hypothetical or inquiry about what a respondent might have done in a given situation, (b) devil’s advocate, which caused the respondent to consider an opposite viewpoint, (c) ideal position, which asked the respondent to describe an ideal situation, and (d) interpretive or repeated back to the respondent what is said for a reaction (Strauss et al., 1981). 

Multiple questions, leading questions and yes-or-no questions are not recommended for use in a qualitative study.  Follow-up questions or probes are an important part of the process.  An interview guide contains the questions the researcher intends to ask.  

Observations

Observations are frequently used in conjunction with interviews in qualitative research.  Observation differs from an interview in two ways—the observation takes place in the setting of the phenomenon under study and the observation is a firsthand encounter with the phenomenon.  The researcher usually chooses a role from being a spectator completely to being a full participant.  A checklist of what to observe includes: (a) physical setting, (b) participants, (c) activities and interactions, (d) conversations, (e) subtle factors such as nonverbal communication, and (f) behavior of researcher.

Recording the observation, called field notes or field journal, is a vital part of the observation process.  Some situations allow extensive note taking during the observation followed by the development of a full written account.  Other situations allow very limited notes during the observation and are necessarily written almost totally from memory.  In addition to the observations, the researcher also writes a commentary on feelings, reactions, hunches, initial interpretations, and working hypotheses.  The joint collection and analysis of data is essential in qualitative research.  

Documents

All forms of data not gathered through interviews or observations are usually labeled documents.  Documents refer to a wide range of written, visual, and physical material relevant to a study.  Included as documents are novels; newspapers; diaries; journals; psychiatric interviews; photographs, film, and videos; public records such as births, deaths, marriages, census, police records, court transcripts, and agency records, mass media, and government documents;  personal documents such as diaries, letters, home videos, sermons, children’s growth records, scrapbooks and photo albums; physical material such as tools, implements, utensils and instruments of everyday living; and documents prepared by or for the researcher after a study is started.   Documents help the researcher uncover meaning, develop understanding, and discover insights relevant to the research problem. 

Data Analysis

Merriam (1998) suggested three levels of qualitative research data analysis in the process of making sense out of the data: (a) The most basic level of analysis is a descriptive account of research findings.  Data are compressed and linked together into a narrative that conveys the meaning the researcher derived from studying a phenomenon.  Few studies are limited to this level.  (b) A next level of analysis involves constructing categories or themes that capture recurring patterns.  The researcher looks for recurring regularities in the data.  Categories are abstractions derived from the data that describe and in a limited way interpret the data.  (c) A third level of analysis is theorizing or moving from the empirical to a conceptual overview.  Theorizing is a step toward developing a theory that explains some aspect of a phenomenon and allows inferences about future activity.  Categories are linked together in some meaningful way to see how they work together.  In addition to categories, a theory consists of two other elements, properties and hypotheses.  Properties are a description and dimension of a category.  Hypotheses are the suggested links between categories and properties.  “The categories become the findings of the study.  When categories and their properties are reduced and refined and then linked together by tentative hypotheses, the analysis is moving toward the development of a theory to explain the data’s meaning” (Merriam 1998, p. 192). 

Creswell (1998) proposed a data analysis spiral to describe the activities involved in analysis.  The spiral included: (a) organizing the data into folders, index cards or computer files, (b) converting the files to appropriate text units,  words, sentences or entire story, (c) getting a sense of the whole database
 through describing, classifying and interpreting
  and packaging the data in text, tabular, and/or figure form,
 (d) developing hypotheses or propositions that specified the relationship among categories of information, and (e) presenting metaphors to analyze the data such as literary devices in which something borrowed from one domain applies to another.  

Collection and analysis of data are usually simultaneous processes in qualitative research.  Merriam (1998, pp. 155 & 160) emphasized the simultaneous process when she said, 

The researcher usually does not know ahead of time every person who might be interviewed, all the questions that might be asked, or where to look next unless data are analyzed as they are being collected.  Hunches, working hypotheses, and educated guesses direct the investigator’s attention to certain data and then to refining or verifying hunches.  Analysis becomes more intensive as the study progresses, and once all the data are in.  Essentially, the process is one of continual refinement of hypotheses as the researcher finds instances that do not match the original hypothesis.  Eventually a hypothesis evolves that explains all known cases of the phenomenon.  The object is to achieve a perfect fit between the hypothesis and the data.

Bogdan and Biklen (1992) offered the following 10 suggestions for analyzing data during collection: (a) Make decisions that narrow the study; (b) make decisions about the type of study, descriptive or theory generation; (c) develop analytic questions where more general questions are culled to relevant questions, which direct the inquiry; (d) plan data collection sessions according to findings in previous observations;  (e) write many observer comments as the study progresses to stimulate critical thinking;  (f) write memos about what was learned.  (g) try out ideas and themes on subjects;  (h) begin exploring literature simultaneous with fieldwork to enhance analysis;  (i) play with metaphors, analogies, and concepts; and (j) Use visual devices to bring clarity to analysis.  

Validity


Burke (1997) suggested three types of validity that apply uniquely to qualitative research and two types of validity that apply equally to qualitative and quantitative research.  The three types of validity that apply uniquely to qualitative research include: (a) descriptive validity which refers to the factual accuracy in reporting events, objects, behaviors, people, settings, times, and places; (b) interpretive validity which refers to the degree of accuracy with which the viewpoints, thoughts, feelings, intentions, and experiences of the participants are reported; and (c) theoretical validity which refers to the degree to which the theoretical explanation developed in a research fits the data and is credible and defensible.  

Theory refers to how a phenomenon operates and why it operates as it does.  Theory moves beyond the facts and provides an explanation of the phenomenon. 

The two types of validity that apply equally to qualitative and quantitative research include: (a) internal validity which describes the degree to which there is justification that an observed relationship is causal,
 (b) external validity which refers to the accuracy with which the findings of a study are generalized to other situations.

Burke also suggested twelve strategies that are applied in qualitative research to assure validity (see Table  2).  Merriam (1998) suggested the use of 6 strategies to enhance validity including triangulation, member check, long-term observation, peer examination, collaborative modes of research, and researcher’s biases.  Creswell (1998) added negative case analysis, rich thick description, and external audit as strategies assuring validity in qualitative research. 


Table  2.  Strategies Used to Promote Qualitative Research Validity (Burke 1997)

	Strategy
	Description 

	1. Researcher as Detective
	A metaphor characterizing the qualitative researcher as he or she searched for evidences about causes and effects.  The researcher developed an understanding of the data through careful consideration of potential causes and effects and by systematically eliminating rival explanations or hypotheses until the final case was made beyond a reasonable doubt.  The detective used any of the strategies listed here.

	2. Extended Fieldwork
	When possible, qualitative researchers collected data in the field over an extended period.

	3. Low Inference Descriptors
	Description phrased very close to the participant’s accounts and researchers' field notes were used.  Verbatim, direct quotations, were a commonly used type of low inference descriptor.

	4. Triangulation
	Information and conclusions crosschecked through the use of multiple procedures and sources.  When the different procedures or sources were in agreement corroboration was assured.

	5. Data Triangulation
	Multiple data sources were used to help understand a phenomenon.

	6. Methods Triangulation
	Multiple research methods were used to study a phenomenon.

	7. Investigator Triangulation
	Multiple investigators or multiple researchers were used in collecting and interpreting the data.

	8. Theory Triangulation
	Multiple theories and perspectives were used to interpret and explain the data. 

	9. Participant Feedback
	The interpretations and conclusions of the researcher were discussed with the actual participants and other members of the participant community for verification and insight.

	10. Peer Review
	The interpretations and conclusions of the researcher were discussed with other people.  This included discussion with a disinterested peer, with another researcher not directly involved.  This peer was hopefully skeptical and played the devil's advocate, challenging the researcher to provide solid evidence for interpretations or conclusions.  Discussion with peers who were familiar with the research also helped provide useful challenges and insights.

	11. Negative Case Sampling
	Locating and examining cases that disconfirmed the researcher's expectations and tentative explanation.

	12. Pattern Matching
	Predicting a series of results that formed a pattern and then determining the degree to which the actual results fitted the predicted pattern.

	13. Reflexivity
	This involved self-awareness and critical self-reflection by the researcher on his or her potential biases and predisposition as these affected the research process and conclusions.



Different strategies among the twelve strategies used to promote qualitative research validity are applied to assure different types of validity.  For instance, investigator triangulation is effective to assure description validity.  To assure interpretive validity, participant feedback, and the use of low inference descriptors are effective.  Several strategies apply to assure theoretical validity including extended fieldwork, theory triangulation, investigator triangulation, pattern matching, negative case sampling and peer review. All twelve strategies are used to improve the internal validity in qualitative research.

Reliability 

Reliability demonstrates that the operations of a study can be repeated, with the same results.  The emphasis is on doing the same study over again, not on replicating the results of one case by doing another case study.  One prerequisite for allowing a second investigator to repeat an earlier study is the need to document the procedures followed in the earlier study.  Another tactic to insure reliability is to develop a study database (See Yin, Chapter 4).  A good guideline for doing studies is to conduct the research so that an auditor repeats the procedures and arrives at the same results. 


CHAPTER 4

FORM AND STYLE

Grammar

Verbs

Use the active rather than the passive voice, and select tense or mood carefully. The passive voice is acceptable in expository writing and when the focus is on the object or recipient of the action rather than on the actor.  Use the past tense to express an action or a condition that occurred at a specific, definite time in the past, as when discussing the work of another researcher.  OGS candidates are expected to write the report of their research in the past tense. Use the present perfect tense to express a past action or condition that did not occur at specific, definite time or to describe an action beginning in the past and continuing to the present.  Use would with care.  Would can correctly be used to mean habitually or to express a conditional action.  Do not use would to hedge. (APA Manual 2.06)  

A verb must agree in number with its subject regardless of intervening phrases that begin with such words as together with, including, plus, and as well as.  The plural form of some nouns of foreign origin, particularly those that end in the letter a may appear to be singular and can cause difficulty in the selection of a verb.  Collective nouns can refer either to several individuals or to a single unit.  If the action of the verb is on the group as a whole, treat the noun as a singular noun.  If the action of the verb is on members of the group as individuals, treat the noun as a plural noun.  The pronoun none can be singular or plural.  When the subject is composed of a singular and a plural noun joined by or nor, the verb agrees with the noun that is closer.  (APA Manual 2.07)   Pronouns should be replaced with their antecedents.  

Adjectives and Adverbs

An adjective or an adverb, whether a single word or a phrase, must clearly refer to the word it modifies.  Eliminate misplaced modifiers by placing an adjective or an adverb as close as possible to the word it modifies.  Place the word only next to the word that it modifies.  (APA Manual 2.09)

Relative Pronouns

That clauses are essential to the meaning of the sentence.  Which clauses can add further information or can be essential to the meaning of the sentence.  APA prefers to reserve which for adding information and use that for essential meaning in a sentence.  Consistent use of that for clauses essential to the meaning and which for clauses that add but are not essential, which are set off with commas, help make writing clear and precise. (APA Manual 2.10)  

Subordinate Conjunctions

Restricting the use of while and since to their temporal meanings is helpful in clarifying meaning. Use while to link events occurring simultaneously; use although, whereas, and, or but in place of while.  Since is more precise when it is used to refer only to time meaning after that; otherwise replace with because.  (APA Manual 2.10) 

Parallel Construction

Present parallel ideas in parallel or coordinate form.  Make certain that all elements of the parallelism are present before and after the coordinating conjunction including and, but, or, and nor.  With coordinating conjunctions used in pairs, place the first conjunction immediately before the first part of the parallelism.  Coordinating conjunctions used in pairs include between . . . and, both . . . and, neither . . . nor, either . . . or, not only . . . but also.  Elements in a series should be parallel in form.  Use parallel structure in lists and in table stubs. (APA Manual 2.11)

Gender

Avoid ambiguity in sex identity or sex role by choosing nouns, pronouns and adjectives that specifically describe participants.  Use of man as a generic noun or as an ending for an occupational title can be ambiguous and may imply incorrectly that all persons in the group are male.  Combination forms such as he/she or (s)he are awkward and distracting.  (APA Manual 2.13)

Sexual Orientation 

Sexual orientation is not the same as sexual preference.  The terms lesbians and gay men are preferable to homosexual when referring to specific groups.  The clearest way to refer inclusively to people whose orientation is not heterosexual is to write lesbians, gay men, and bisexual women or men. Sexual behavior should be distinguished from sexual orientation.  Same-gender, male-male, female-female, and male-female sexual behavior are appropriate terms for specific instances of sexual behavior in which people engage.  

Racial and Ethnic Identify

Authors are encouraged to ask participants about preferred designations and are expected to avoid terms perceived as negative.  Black and African American are both acceptable terms.  Negro and Afro-American are generally inappropriate.  Racial and ethnic groups are designated by proper nouns and are capitalized. Hispanic, Latino, and Chicano are acceptable terms.  American Indian and Native American are both acceptable terms.  Native American is a broader designation because the United States government includes Hawaiians and Samoans in the category.  The terms Asian or Asian American is preferred to the older term Oriental.  (APA Manual 2.15)

Age 

Be specific in providing age ranges; avoid open-ended definitions such as under 18 or over 65.  For persons age 18 and older use men and women.  Older person is preferred rather than elderly.  Dementia is preferred to senility; senile dementia of the Alzheimer’s type is an accepted term.  (APA Manual 2.17)

Punctuation

Period

Use a period with abbreviations including (a) initials of names; (b) United States when used as an adjective; and (c) Latin terms such as a.m., cf. i.e., vs. Do not use periods with abbreviations of state names, capital letter abbreviations and acronyms, and metric and nonmetric measurement abbreviations.

Comma

Use a comma (a) between elements in a series of three or more items, (b) to set off a nonessential clause that embellishes a sentence but if removed would leave the grammatical structure and meaning of the sentence intact, (c) to separate two independent clauses joined by a conjunction, (d) to set off the year in exact dates, (e) to set off the year in parenthetical reference citations, or (f) to separate groups of three digits in most numbers of 1,000 or more. Do not use a comma (a) before an essential clause, that is, a clause that limits or defines the material it modifies; (b) between the two parts of a compound predicate; or (c) to separate parts of measurement. (APA Manual 3.02)

Semicolon, Colon, Dash

Use a semicolon to separate two independent clauses that are not joined by a conjunction or to separate elements in a series that already contain commas. Use a colon (a) between a grammatically complete introductory clause and a final phrase or clause that illustrates, extends, or amplifies the preceding thought; (b) in ratios and proportions; and (c) in references between place of publication and publisher.  Use the dash to indicate only a sudden interruption in the continuity of a sentence.   Overuse weakens the flow of material. (APA Manual 3.03 to 3.05)

Quotation Marks

Use double quotation marks (a) to introduce a word or phrase used as an ironic comment, as slang, or as an invented or coined expression; (b) to set off the title of an article or chapter in a periodical or book when the title is mentioned in text; or (c) to reproduce material from a test item or verbatim instructions to participants.   Do not use double quotation marks (a) to identify the anchors of a scale; (b) to cite a letter, word, phrase, or sentence as a linguistic example; (c) to introduce a technical or key term; or (d) to hedge. (APA Manual 3.06)

Parentheses

Use parentheses (a) to set off structurally independent elements (see Table 1); (b) to set off reference citations in text (Hong & Neil, 1992); (c) to introduce an abbreviation (APA); (d) to set off letters that identify items in a series within a sentence or paragraph, as is done in this paragraph; (e) to group mathematical expressions; (f) to enclose the citation or page number of a direct quotation (Lopez, 1993, p. 311); (g) to enclose statistical value; and (h) to enclose degrees of freedom.  Do not use parentheses to enclose material within other parentheses or back to back. (APA Manual 3.08)

Brackets

Use brackets (a) to enclose parenthetical material that is already within parentheses, and (b) to enclose material inserted in a quotation by some person other than the original writer.  Do not use brackets if the material can be set off easily with commas without confounding meanings. In mathematical material, the placement of brackets and parentheses is reversed; that is, parentheses appear within brackets. Do not use brackets to set off statistics that already include parentheses.

Spelling

Preferred Spelling 

Merriam Webster’s Collegiate Dictionary is the standard spelling reference for APA journals and books.  If the dictionary gives a choice, use the first spelling listed.  A list of common words of Latin or Greek origin is listed below. (APA Manual 3.10)

Table 3. Preferred Spelling

	Singular 
	Plural 
	Singular 
	Plural 

	appendix
	appendixes
	matrix
	matrices

	cannula 
	cannulas
	phenomenon
	phenomena 

	datum
	data
	schema 
	schemas 


Hyphenation

Compound words take many forms—two words may be written as (a) two separate words, (b) a hyphenated word, or (c) one unbroken word.  The dictionary is an excellent guide for determining a proper form, especially for non-scientific words. (APA Manual 3.11) 

Table 4. Prefixed Words That Require Hyphens

	Occurrence
	Example

	Compounds in which the base word is 

        capitalized 

        a number

        an abbreviation 

        more than one word 
	· pro-Freudian 

· post-1970

· pre-USC trial

· non-achievement-oriented student

	All self- compounds, whether they are adjectives or nouns. 
	· self-reported techniques

· self-esteem 

	Words that could be misunderstood 
	· re-pair (pair again)

· re-form (form again)

	Words in which the prefix ends and the base word begins with the same vowel 
	· meta-analysis

· anti-intellectual 


General Principle 1: Do not use a hyphen unless it serves a purpose.  If a compound adjective cannot be misread or, as with many psychological terms, its meaning is established, a hyphen is not necessary.  Examples include least squares solution, sex role differences, heart rate scores, and grade point average.
General Principle 2: In a temporary compound that is used as an adjective before a noun, use a hyphen if the term can be misread or if the term expresses a single thought. 
General Principle 3: Most compound adjectives rules are applicable only when the compound adjective precedes the term it modifies.  If a compound adjective follows the term, do not use a hyphen, because relationships are sufficiently clear without one. 
General Principle 4: Write most words formed with prefixes as one word.  Some exceptions, as in Table 3, require hyphens.
General Principle 5:  When two or more compound modifiers have a common base, this base is sometimes omitted in all except the last modifier, but the hyphens are retained. 

Table 5. Guide to Hyphenating Terms

	Rule 
	Example

	Hyphenate 

1. A compound with a participle when it precedes the term it modifies.
	· role playing technique

· anxiety-arousing condition 

· water-deprived animals



	2. A phrase used as an adjective when it precedes the term it modifies.


	· trial-by-trial analysis

· to-be-recalled items

	3. An adjective-and-noun compound when it precedes the term it modifies. 
	· high anxiety group

· middle-class families 



	4. A compound with a number as the first element when the compound precedes the term it modifies. 
	· two-way analysis 

· 12th-grade student 

· six-trial interval 



	Do not hyphenate 

1. A compound including an adverb ending in -ly
	· widely used text

· randomly assigned participant. 



	2.A compound including a comparative or superlative adjective
	· better written paper

· higher scoring student 



	3. Chemical terms
	· sodium chloride solution 

· amino acid compound 



	4. Foreign phrases used as adjectives or adverbs
	· post hoc comparison 

· a posteriori test 



	5. A modifier including a letter or numeral as the second element 
	· type ii error 

· one third of the participants
 


Table 6. Prefixes That Do Not Require Hyphens

	Prefix
	Example
	prefix
	example

	after
	aftereffect
	non
	nonsignificant

	anti
	antisocial
	over
	overaggressive

	bi
	bilingual
	post
	posttest

	co
	coworker
	pre
	preexperimental

	counter
	counterbalance
	pro
	prowar

	equa
	equimax
	pseudo
	pseudoscience

	extra
	extracurricular
	re
	reevaluate

	infra
	infrared
	semi
	semidarkness

	inter
	interstimulus
	socio
	socioeconomic

	intra
	intraspecific
	sub
	subtest

	macro
	macrocosm
	super
	superordinate

	mega
	megawatt
	supra
	supraliminal

	micro
	microcosm
	ultra
	ultrahigh

	mid
	midterm
	un
	unbiased

	mini
	minisession
	under
	underdeveloped 

	multi
	multiphase
	
	


Capitalization 

Capitalize (a) the first word in a complete sentence; (b) the first word after a colon that begins a complete sentence; (c) major words, words of four letters or more, in the titles of books and articles within the body of a paper; (d) major words in article headings and subheadings; (e) major words in table titles and figure legends; and (f) references to titles of sections within the same article.  An exception in capitalization is titles of books and articles in reference lists.  Capitalize only the first word, the first word after a colon or a dash, and proper nouns.  Do not capitalize the second word of a hyphenated compound. (APA Manual 3.12 and 3.13)

Capitalize proper nouns and adjectives and words used as proper nouns.  Proper adjectives that have acquired a common meaning are not capitalized.  Examples include Freudian slip and Greco-Latin square.  Capitalize names of university department if they refer to a specific department within a specific university and complete names of academic courses if they refer to a specific course. Capitalize trade and brand names of drugs, equipment, and food.  Examples include Zerox, Plexiglas, and Elavil.  Do not capitalize names of laws, theories, models, or hypotheses. (APA Manual 3.14) 

Capitalize nouns followed by numerals or letter that denote a specific place in a numbered series like Day 2 of Experiment 4.  (APA Manual 3.15)  Capitalize exact, complete titles of published and unpublished tests.  Words such as test and scale are not capitalized if they refer to subscales of tests.  Do not capitalize names of conditions or groups in an experiment such as control and experimental groups. (APA Manual 3.16 and 3.17) 

Religious Terms Capitalization Guidelines

1. Capitalize all names for the persons of the Trinity.  Capitalize pronouns referring to persons of the Trinity.  

2. Capitalize epithets such as the Twelve but not descriptive words such as the twelve apostles.  

3. Official religious titles of modern or historical personages are capitalized such as Pope John Paul II but the pope.
4. Names and common epithets for Satan are capitalized.  

5. Most adjectives derived from proper names are capitalized such as Pauline writings. 

6. Adjectives and adverbs derived from names for the Bible are lowercased—scriptural, biblical or biblically. 

7. Names for specific parts, groupings, or passages of the Bible are capitalized: General Epistles, Minor Prophets, Synoptic Gospels. 

8. The words parable, book, gospel, letter, psalm, and epistle are lowercased as descriptive terms—parable of the prodigal son. 

9. Accepted names for major biblical events such as the Nativity, the Crucifixion, the Captivity, the Fall, and the Creation.   

10. The word church is lowercased unless it forms part of a formal or official name of a specific denomination. 

11. The names of major historical religious groups and movements, and the adjectives derived from them, are generally capitalized—Protestant.

12. The names of broad modern religious movements that are not official denominations and the names of general religious philosophies and the adjectives derived from all such words, should be lowercased—evangelical.  

 Common Religious Terms Capitalization
agnostic(ism)

the Almighty

Augsburg Confession

Bible

biblical

charismatic

Christian 

Christendom

Christianity

Christianize

the church 

Communion 

the Devil 

ecumenical

ecumenism
evangelical(ism)
Episcopal Church 

an Episcopalian

the Fall

the Gospel 

gospel music 

He

Him

Heavenly Father

Holy Scripture

Holy Spirit 

Jesus

Lord

Man of Sorrows 

the Messiah 

New Testament 

new ageism

Paraclete

Pentecostal(ism)

Protestant(ism)

Puritan(ism)

Son of Man

Ten Commandments 

Thee

theologian

theistic 

Thou

the Twelve 

Word

Italics

In general, use italics infrequently.  Use italics for (a) titles of books, periodicals, and microfilm publications; (b) introduction of a new, technical, or key term or label; (c) letter, word, or phrase cited as a linguistic example; (d) words that could be misread; (e) letters used as statistical symbols or algebraic variables; (f) some test scores and scales; (g) periodical volume numbers in reference lists; and (h) anchors of a scale. Do not use italics for foreign phrases and abbreviations common in English, chemical terms, trigonometric terms, nonstatistical subscripts to statistical symbols or mathematical expressions, Greek letters, mere emphasis, or letters used as abbreviations. (APA Manual 3.19)

Abbreviations

 To maximize clarity, Oxford Graduate School prefers that abbreviations be used sparingly.  Excessive use of abbreviations, whether standard or unique to one manuscript, can hinder reading comprehension.  A term to be abbreviated must, on its first appearance be written out completely and followed immediately by its abbreviation in parentheses.  Thereafter, the abbreviation is used in text without further explanation.  Abbreviations in a figure must be explained in the caption or legend.  Abbreviations in a table must also be explained either in the table title or in the table note.  Some abbreviations appear as word entries and do not need explanation in text including IQ, ESP, AIDS, and HIV. (APA Manual 3.20 to 3.23)

OGS prefers that Latin abbreviations such as cf., e.g., etc., i.e., viz., and vs. not be used. To form the plural of most abbreviations and statistical symbols, add s alone, but not italicized, without an apostrophe.  An exception, do not add an s to make abbreviations of units of measurement plural.  To form the plural of the reference abbreviation p. (page), write pp; do not add an s. (APA Manual 3.28)

Headings

Each heading level is numbered (Level 1, Level 2, and so forth), but the levels used are not necessarily consecutive. Levels of heading establish via format or appearance the hierarchy of sections to orient the reader.  All topics of equal importance have the same level of heading throughout a manuscript.  Headings function as an outline to reveal a manuscript’s organization.  Avoid having only one subsection heading and subsection within a section, just as you would avoid in an outline.  Use at least two subsection headings within any given section, or use none.  Regardless of the number of levels of subheading within a section, the heading structure for all sections follows the same top-down progression.  Each section starts with the highest level of heading, even if one section may have fewer levels of subheading than another section. (APA Manual 3.30)

Heading Levels

Five levels of headings to be used in Oxford Graduate School papers are formatted as follows: 

CENTERED UPPERCASE HEADING (Level 5)

Centered Uppercase and Lowercase Heading (Level 1)

Centered, Italicized, Uppercase and Lowercase Heading (Level 2)

Flush Left, Italicized, Uppercase and Lowercase Side Heading (Level 3)


Indented, italicized, lowercase paragraph heading ending with a period. (Level 4)


Headings for a dissertation using all five levels of heading would be formatted as follows: 

CHAPTER 3

RESEARCH STRATEGY

Research Procedures

Instrument

Validity 


Pilot study findings.

(APA MANUAL 3.31)

Series

Enumerate elements in a series to prevent misreading or to clarify the sequence or relationship between elements, particularly when they are lengthy or complex.  Identify the elements by a letter within a paragraph or sentence or by number at the start of each paragraph in a series.  Within a paragraph or sentence, identify elements in a series by lowercase letters not italicized in parentheses. Separate paragraphs in a series, such as itemized conclusions or steps in a procedure, are identified by an Arabic numeral followed by a period but not enclosed in or followed by parentheses. In any series, with or without enumeration, any item should be syntactically and conceptually parallel to the other items in the series. (APA Manual 3.33)

Quotations

Material directly quoted from another author’s work or one’s own previous published work, material duplicated from a test item, and verbatim instructions to participants are quotations. Quotations with fewer than 40 words should be reproduced word for word and enclosed with doubled quotation marks.  Quotations with more than 40 words should be in a freestanding block of typewritten lines that omit quotation marks.  Start a block quotation on a new line, and indent the block about ½ inch from the left margin in the same position as a new paragraph.  If there are additional paragraphs within the quotation, indent the first line of each an additional ½ inch.  The entire quotation should be double-spaced.  When quoting, always provide the author, year, and specific page citation in the text, and include a complete reference in the reference list. (APA Manual 3.34)

Use double quotation marks to enclose quotations in text.  Use single quotation marks within double quotation marks to set off material that in the original source as enclosed in double quotation marks. In block quotations do not use quotation marks to enclose block quotations.  Do 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. (APA Manual 3.36)

Ellipsis Points

Use three spaced ellipsis points (. . .) within a sentence to indicate that you have omitted material from the original source.  Use four points to indicate any omission between two sentences.  The first point indicates the period at the end of the first sentence quoted, and the three spaced ellipsis points follows.  Do not use ellipsis points at the beginning or end of any quotation unless to prevent misinterpretation, to emphasize that the quotation begins or ends in midsentence. (APA Manual 3.38)

Citations

Whether paraphrasing or quoting an author directly, credit the source.  When citing print sources, give the author, year, and page number in parentheses.  Many electronic sources do not provide page numbers.  If paragraph numbers are visible, use them in place of page numbers.  Use the ¶ symbol before the paragraph number.  If there are headings in the document and neither paragraph nor page numbers are visible, cite the heading and the number of the ¶ following it to direct the reader to the location of the quoted material.  

When paraphrasing or referring to an idea contained in another work, authors are not required to provide a location reference such as a page or paragraph number.  Nevertheless, authors are encouraged to do so, especially when it would help an interested reader locate the relevant passage in a long or complex text. Quotations in midsentence should be cited in parentheses immediately after the quotation marks, and continue the sentence. Quotations at the end of a sentence are cited in parentheses immediately after the quotation marks before ending with a period or other punctuation outside the final parenthesis. Citations embedded within original material should not be omitted.  The works cited need not be included in the list of references unless cited elsewhere in a paper.

Any direct quotation, regardless of length, must be accompanied by a reference citation that, if possible, includes a page number.  If copyrighted work is quoted at length in material intended to be published, permission is needed from the owner of the copyright.  If permission from the copyright owner is obtained, append a footnote to the quoted material with a superscript number, and in the footnote, acknowledge permission from the owner of the copyright.  

Numbers

Generally, figures are used to express numbers 10 and above and words to express numbers below 10.  Use figures for numbers that represent statistical or mathematical functions, fractional or decimal quantities, percentages, ratios, and percentiles and quartiles.  Figures are used to express numbers that represent time; dates; ages; sample, subsample, or population size; specific numbers of participants in an experiment; scores and points on a scale; exact sums of money; and numerals as numerals.  (see APA Manual 3.42 to 3.49 for additional guidelines)

Symbols

When reporting inferential statistics, include sufficient information to allow the reader to fully understand the analyses.  When using a statistical term in the narrative, use the term, not the symbol.  The following examples show how symbols are identified:  F (2, 78) = 7.12, p < .01; X2  (4, N = 90) = 10.51,  p < .05; t (49) = 2.11, p < .05; (z = 1.92, p < .05, one-tailed; (r = -.24). (APA Manual 3.57)

Population statistics, properly called parameters are usually represented by lowercase Greek letters.  A few sample statistics are expressed by Greek letters but most sample statistics are expressed by italicized Latin letters. Use an uppercase, italicized N to designate the number of members in a total sample and a lowercase italicized n to designate the number of members in a limited portion of the total sample. Use the symbol for percent (%) only when it is preceded by a numeral.  Use the word percentage when a number is not given.

Tables 

Tables are efficient, enabling the researcher to present a large amount of data in a small amount of space.  Tables usually show exact numerical values, and the data are arranged in an orderly display of columns and rows, which aids comparison.  Each table should be intelligible without reference to the text.  Explain all abbreviations except standard statistical abbreviations.

To insure clarity Oxford Graduate School requires that descriptive and inferential statistics be fully presented in tables or figures and in text.  At the end of the text reference the table or figure (see Table 1).  Tables and figures should be in the vicinity of the text, preferably at the end of the text to which the table is related.

See APA Manual 3.69, page 162 for a Sample ANOVA table and page 166-167 for a Sample model comparison table. See APA Manual 3.62 to 3.74 for detailed guidelines for tables. 

Table Numbers

Number all tables with Arabic numerals in the order in which the tables are first mentioned in text, regardless of whether a more detailed discussion of the tables occurs later in the paper.  Do not use suffix letters to number tables.  Identify the tables of the appendix with capital letters and Arabic numerals.  Table A1 is the first table of Appendix A and Table C2 is the second table of Appendix C.  Refer to tables by their number.  

Table Title and Headings

Give every table a brief but clear and explanatory title.  Each column of a table must have a heading, including the stub column, or leftmost column of the table.  The stub column usually lists the major independent variables.  All headings identify items below them, not across from them.  The headings just above the body of the table called column heads and column spanners identify the entries in the vertical columns in the body of the table.  A column head covers one column; a column spanner covers two or more columns, each with its own column head.  Headings stacked in this way are called decked heads.  A few tables may require table spanners in the body of the table.  The table spanners cover the entire width of the body of the table, allowing for further divisions within the table.  Also, table spanners can be used to combine two tables into one, provided they have similar column heads. Stubheads, column heads, and column spanners should be singular unless they refer to groups but table spanners may be plural.  Use sentence style for capitalization: Capitalize only the first letter of the first word of all headings.

Table Notes

Tables have three kinds of notes, which are placed below the table: general notes, specific notes, and probability notes. A general note qualifies, explains, or provides information relating to the table as a whole and ends with an explanation of abbreviations, symbols, and the like.  General notes arte designated by the word Note (italicized) followed by a period.  A specific note refers to a particular column, row, or individual entry.  Specific notes are indicated by superscript lowercase letters within the headings and table body; order the superscripts from left to right and from top to bottom, starting at the top left.  Specific notes to a table do not apply to any other table, and each table’s first footnote begins with a superscript lowercase a.  A probability note indicates the results of tests of significance.  Asterisks indicate those values for which the null hypothesis is rejected with the probability (p value) specified in the probability note.  Include a probability not only when relevant to specific data within the table.  Assign a given alpha level the same number of asterisks from table to table within a paper, such as *p < .05 and **p < .01; the largest probability receives the fewest asterisks.  Order the notes to a table in the following sequence: general note, specific note, probability note.

Table Lines

Limit the rules or lines in a table to those that are necessary for clarity and use horizontal rather than vertical rules. Appropriately positioned white space can be an effective substitute for rules.  Use generous spacing between columns and rows and strict alignment to clarify relationships within a table.

Figures

Consider carefully whether to use a figure.  Tables are often preferred for presentation of quantitative data because they provide exact information; figures typically require the reader to estimate values.  Figures convey at a quick glance an overall pattern of results.  A well-prepared figure can convey structural or pictorial concepts more efficiently than can text. 
Graphs

Graphs show relationship in a set of data and may show, for example, absolute values, percentages, or index numbers.  Scatter plots consist of single dots plotted to represent the values of single events on the two variables scaled on the abscissa and ordinates.  Meaningful clusters of dots imply correlation. Line graphs are used to show the relation between two quantitative variables.  The independent variable is plotted on the horizontal axis and the dependent variable is plotted on the vertical axis.  Bar graphs are used when the independent variable is categorical.  Pictorial graphs are used to represent simple quantitative differences between groups.  Circle or Pie graphs are used to show percentages and proportions.  

Other Types

Charts can describe the relations between parts of a group or object or the sequence of operation in a process; charts are usually boxes connected with lines.  Dot maps can show population density, and shaded maps can show averages or percentages.  Drawings are selective and give the author the flexibility to emphasize any aspect of an image or idea.  Photographs have excellent eye appeal.  They should be of professional quality and should be prepared with a background that produces the greatest amount of contract. 

Figure Identification

Number all figures consecutively with Arabic numerals throughout a paper in the order in which they are first mentioned in text.  Add a legend to explain the symbols used in a figure.  Add a caption below the figure as a concise explanation of the figure.  (see APA Manual 3.77—3.82 for guidelines in preparing figures)

Footnotes

Footnotes in text are of two kinds: content footnotes and copyright permission footnotes.  Content footnotes supplement or amplify substantive information in the text. A content footnote should convey just one idea: if a footnote is longer then the text or an appendix might be a better place for the information.  Copyright permission footnotes acknowledge the source of quotations.  Number content and copyright permission footnotes consecutively throughout an article with superscript Arabic numerals. (APA Manual 3.87)

Table Notes

Table notes, which are placed below the bottom rule of a table, explain the table data or provide additional information.  Table notes also acknowledge the source of a table if the table is reprinted. (APA Manual 3.88)

Appendix

An appendix serves two purposes: It allows the author to provide the reader with detailed information that would be distracting to read in the main body of the article, and it allows more flexibility with rules of style and layout.  If a paper has only one appendix, label it Appendix; if a paper has more than one appendix, label each one with a capital letter.  Each appendix much have a title.  In the text refer to appendixes by their labels: (see Appendix A).  Like the main text, an appendix may include headings and subheadings.  An appendix may also include tables, figures, and displayed equations.  Number each appendix table and figure, and number displayed equations if necessary for later reference.  Precede the number with the letter of the appendix in which it is included.  Precede all tables, figures, and equation numbers with the letter A to distinguish them from those of the main text.  (APA Manual 3.90-3.93)

Reference Citations

Document a study throughout the text by citing author and date of the works used in research.  The style of citation briefly identifies the source for readers and enables them to locate the source of information in the alphabetical reference list at the end of the paper.  In the author-date method of citation, the surname of the author and the year of publication are inserted in the text at the appropriate point (Author 2004).  If the name of the author appears as part of the narrative cite only the year of publication in parentheses immediately after the author’s name.  When a work has two authors, always cite both names every time the reference occurs in text.  When a work has three, four, or five authors, cite all authors the first time the reference occur; in subsequent citations, include only the surname of the first author followed by et al. (not italicized and with a period after “al”) and the year if a first citation of the reference within a paragraph. If two references with the same year shorten to the same form, cite the surnames of the first authors and of as many of the subsequent authors as necessary to distinguish the two references, followed by a comma and et al. When a work has six or more authors, cite only the surname of the first author followed by et al. (not italicized and with a period after “al”) and the year for the first and subsequent citations.  (APA Manual 3.94-3.95)

When a work has not author, cite in text the first few words of the reference list entry which is usually the title and the year.  Use double quotation marks around the title of an article or chapter, and italicize the title of a periodical, book, brochure, or report.  When a work’s author is designated as “Anonymous”, cite in text the word Anonymous followed by a comma and the date.  If a reference list includes publications by two or more primary authors with the same surname, include the first author’s initials in all text citations, even if the year of publication differs.  Initials help the reader to avoid confusion within the text and to locate the entry in the list of references. (APA Manual 3.97-3.98)Identify words by the same author with the same publication date by the suffixes a, b, c, and so forth after the year.  List two or more works by different authors who are cited within the same parentheses in alphabetical order by the first author’s surname.  Separate the citations with semicolons. (APA Manual 3.99) 

To cite a specific part of a source, indicate the page, chapter, figure, table, or equation at the appropriate point in text.  Always give page number for quotations.  Note that the word page and chapter are abbreviated in such text citation. (APA Manual 3.101)

Personal communications may be letters, memos, some electronic communications, personal interviews, telephone conversations, and the like.  Because they do not provide recoverable data, personal communications are not included in the reference list.  Cite personal communications in text only.  Give the initials as well as surname of the communicator, and provide an exact date. 

CHAPTER 5
MANUSCRIPT LAYOUT

Margins and Justification

The normal page dimensions are 8 ½ by 11 inches.  At least one inch is left at the top, bottom, and right margins.  A margin of 1½ inches is left on the left.  The right margin is left uneven or ragged.  No words are divided at the end of a line. 

Indention

 The critical rule for paragraph indention is consistency.  Word processing programs generally have a standard indention of one-half inch.  This is acceptable.  Block quotations are indented one-half inch from the left margin, and a paragraph opening is indented one inch.  You may, if you prefer, indent paragraphs .4 inch, and adjust block quotations accordingly, but you must be consistent.

Spacing

The text is double-spaced including the title, headings, block quotations, references, table captions, and figure captions. Double-spacing means leaving one full-size line blank between each line of type on the page.  Footnotes and tables are single-spaced with a blank line between items.  A computer system suitable for preparing research papers is capable of double-spacing and single-spacing on the same page. 

Pagination

Every page of the paper, including blank pages, is assigned a page number.  Although counted in the pagination, the number does not appear on the title page or on other front pages such as the copyright, dedication, and epigraph.  The title page is counted as page 1 and the remainder of the paper, including References and Appendixes, is numbered with Arabic numerals on the right side of the page ¾ inch from the top of the page.  This system avoids the complexity of using both Roman and Arabic numerals that is called for by many style manuals, and facilitates transfer to electronic media. 

Typeface

 The typeface throughout the paper is Arial (or equivalent), 12 point except in the footnotes, set in 8 point.  Ornamental typefaces, including script, are not used in a dissertation.  The type font includes italic, used for book titles and other special situations; no underscoring is used.  All type, including superscript numbers and letters, must be large enough and dark enough to be clearly legible on microfilm.  

Paper Stock

The American Library Association guidelines recommend the use of 20 pound weight, acid-free, neutral-pH paper that is labeled either buffered or as having a minimum 2% alkaline reserve.  The finished copy of the dissertation and the three photocopies are on the paper recommended by the American Library Association.

In photocopying the finished dissertation, the following requests are made: (a) have the machine cleaned and toner checked before the paper is copied, (b) use only acid-free paper that is removed from the package immediately before use, since the moisture in long-opened paper can create feeding problems, (c) check every copy to be sure that all are uniform and that no pages are missing, and (d) check for distortions in artwork.
Manuscript Order 
Number all of the pages consecutively and arrange the pages of the manuscript as follows: Front matter includes title page, blank page or copyright page, Dedication page, Epigraph page, Contents, Illustrations, Tables, Acknowledgments, List of Abbreviations, Glossary; Text includes Chapters 1-5; and the Back Matter includes Appendixes and References and Related Works. 

Completed Manuscript Specifications
After making all necessary revisions for the Proposal and Dissertation, the candidate must forward the Proposal and/or Dissertation to the Graduate Research Council for final approval and clearance.  An original of the abstract should also be forwarded.  All materials should be sent unbound and boxed in one package.  (Priority mail with a return receipt, UPS, or Federal Express is recommended.) Once approved the Graduate Research Council the candidate is responsible for forwarding to the school three error free copies and a computer disc containing the Proposal and/or Dissertation to the Graduate Research Council.  
The completed, manuscript of the Dissertation (approved by the Graduate Council) will be filed by the Graduate Research Council in the Oxford Graduate School Library. The manuscript is to be typed on 8 ½ x 11 inch, 20 weight, non-deteriorating, non-margined white bond paper.  Except in the most unusual circumstances, it is absolutely necessary that candidates secure the services of an experienced proofreader prior to the submission of a manuscript to the Graduate Research Council.  


CHAPTER 6
MANUSCRIPT GUIDELINES


This document, Understanding Research Communication, is the guide for all Oxford Graduate School writing, including dissertations.  Guidelines suggested by Publication Manual of the American Psychological Association published by the American Psychological Association in Washington D.C. were incorporated into this document.  Students should have a copy of the APA manual and consult it frequently.


The original manuscript is typed in black on 8 ½ x 11 inch, 20 pound non-deteriorating, non-margined white bond paper.  A single type font is used throughout the manuscript.  The font size shall be 12-point.  The type face, Arial, used in this book, is recommended.  All reproductions must be absolutely clean and error free. 

Title Page


The title page includes:  the name of the dissertation centered in uppercase letters; the name of the researcher centered; with three lines centered and 40 spaces long above the title Graduate Research Council; Oxford Graduate School  centered; and, Month, Year centered at the bottom.


For the Proposal, the words A Proposal Submitted in Partial Fulfillment of the Requirements for the Degree of Doctor of Philosophy is arranged on three centered lines; the month and year are the month and year the Proposal is defended.


For the Dissertation, the words A Dissertation Submitted in Partial Fulfillment of the Requirements for the Degree of Doctor of Philosophy is arranged on three centered lines; the month and year are the month and year of graduation.  (See Appendix 3 for a pattern.)

Copyright Page


The sheet immediately following the title page is the copyright page, with the copyright notice, in the following form, centered and placed near the bottom of the page on two lines:  Copyright 2005 by Arthur Author.  All rights reserved.  The copyright page is counted but no page number is shown.  Although copyright is recommended, this page may be left blank.

Dedication


Dedications are usually brief and do not include the word dedicated.  To and a first name are sufficient—To John.  Dedications are short and centered three inches from the top of the page with no punctuation.  The page is counted but no page number appears on the page and the dedication does not appear in the contents.

Epigraph 


An epigraph is a quotation or a part of the work placed at the beginning of the paper that captures the theme of the entire work.  The epigraph is not italicized, underlined, or put in quotation marks.  The source is given below the quotation and includes the name of the author and the italicized name of the work.  Epigraphs are short and centered three inches from the top of the page with no punctuation.  The page is counted but no page number appears on the page and does not appear in the contents.

Contents


The table of contents, usually headed simply Contents in all capitals, lists all parts of the paper except the title page, blank or copyright page, dedication, and epigraph.  No page numbers appear on any of the four unlisted pages, but all are counted in the pagination of the front matter.  First level headings within the chapters and page numbers are listed in the Contents.


Listed first in the Contents are elements of the front matter of the work including List of Illustrations, List of Tables, Preface, Acknowledgments, List of Abbreviations, and Glossary.  The Title Page, Copyright Page, Dedication, and Epigraph are not listed in the Contents.  A page number is assigned but not printed on the Title Page, Copyright Page, Dedication, and Epigraph.  Other front matter, pages before the Contents page, are assigned a small roman numeral that is printed at the bottom center of the page.  A line space should be left between items in the table of contents; that is, the items are double-spaced.  If an item runs to more than one line, the run-over lines are single-spaced.


First level headings are indented a one-half inch beyond the beginning of the chapter title.  Capitalization and wording of the titles of all parts, chapters, and first level headings appear exactly as in the body of the paper.  Page numbers in the Contents are aligned on the right following a line of spaced periods separating the title from the page number on which the part of the paper begins.  Note that only the beginning page number of each chapter or other section is given.  
Illustrations


In a list of illustrations, headed simply Illustrations, the figure numbers are given Arabic numerals followed by a period; the captions follow the period; and the Arabic numbers are separated from the caption by leaders.  Spacing is double between captions, single within captions.  The figure numbers in the list are aligned on periods under the word figure, and page numbers are listed flush right under the word page.  Captions are capitalized headline style.   
Acknowledgments


In Acknowledgments, the writer thanks mentors and colleagues, lists the individuals or institutions that supported the research, and gives credit to works cited in the text for which permission to reproduce were granted.  The generic heading, Acknowledgements, which appears only on the first page, is in uppercase and centered over the test.  The format of the page is the same as the first page of a chapter.

Glossary


A work that contains foreign words, or technical terms and phrases unfamiliar to the reader, includes a list of the words and phrases followed by translations or definitions.  The terms are arranged alphabetically, each typed flush left and followed by a dash.  If a definition extends to more than one line, the run-over lines are indented five spaces from the left margin.  Spacing is double between items, single within items.  A glossary is placed in the document according to APA standards.
Chapter and Section Headings


The body of the paper is separated into well-defined divisions, such as chapters, sections, and subsections.  Each chapter begins on a new page.  Each chapter has a generic heading (for example, Chapter 1) and a title (for example, Research of Related Literature) centered in bold, uppercase above the text.


First-level section headings are centered and capitalized headline style.  Second-level section headings are centered, italicized, and capitalized headline style.  

Third-level section headings are italicized side headings and capitalized headline style beginning at the left margin.  Fourth-level section headings are italicized side headings, indented ½ inch from the left margin, and capitalized sentence style.  

Notes


Notes have four main uses.  Two of these are matters of reference: (a) to cite the authority for statement in the text—specific facts or opinions as well as exact quotations; (b) to make cross-references; to make incidental comments on, to amplify, or to qualify textual discussion.  The other two are matters of content: (c) to provide a place for material ancillary to the text; and (d) to make acknowledgments.  

Content Notes

Content notes explain or amplify the textual discussion and resemble the text more closely than reference notes.  The source of material included in a content note may be given in one of several ways.  The source may be worked into a sentence or may follow as a separate item.  Content notes are placed as footnotes at the bottom of the page on which the reference is made.  Content notes are not placed as endnotes.

Reference Notes

Four basic reference notes are used in most papers: (a) When an author’s name is mentioned in the text and directly quoted, the reference note in parentheses is placed immediately after the author’s name followed by a comma and the date of the publication followed by a comma, a p. not italicized and the page number.  (b) When giving credit to an author who is not directly quoted and the author’s name is mentioned in the text, the reference note is placed immediately after the author’s name in parentheses and includes the date of the publication.  

 (c) When an author’s name is not mentioned in the text but the author is directly quoted, the reference note in parentheses is placed at the end of the quotation and includes the author’s name, a comma, date of the publication followed by a comma, a p. not italicized and the page number.  (d) When giving credit to an author who is not directly quoted and the author’s name is not mentioned in the text, the reference note is placed at the end of text in parentheses and includes the author’s name, a comma, and the date of the publication.  

The most common error in the treatment of Reference section is trying to impress the readers with a lengthy bibliography that includes everything, but not doing enough with each reference to show how it contributed.  Any competent graduate student may compile a bibliography; scholars integrate and weave the references into a supporting rationale for a study.

MS-Word Tips

The Line Above the Footnote



When a footnote is removed, the “separator line” above it may remain, and it does not yield to the familiar methods of deletion.  Here’s how to get rid of it.  Click “view,” then “normal.”  A gray bar will appear below the middle of the screen (on a page that had held a footnote).  A box inside the bar will display “All Footnotes.”  Click the down arrow and highlight “Footnote Separator.”  This will allow you to delete or otherwise edit the separator line.  If worst comes to worst, go to “Help, Footnotes and Endnotes, Options.”

Two Spaces Between Sentences



Text material is much easier to read when set with two spaces between sentences, and for that reason it is standard form, and required for all Oxford writing.  If you were not initially taught to put two spaces between sentences, it can be difficult to acquire that habit.  You can correct a manuscript this way;



1. Under Edit, select Replace and click Find tab.  In the box, enter a period followed by one space.



2. Click Replace tab and enter a period followed by two spaces.



3. Click Replace All.  This sequence will have the effect of putting two spaces everywhere you had one, but where you (correctly) had two, you will now have three.  



4. Repeat the sequence above, to find period space space space and replace with period space space.  



5. This will not fix the gaps following a question mark.



6. You may or may not need to do this with your works cited.  Try out the procedure on one highlighted section before applying it to an entire manuscript.  



7. As is always the case with all automated systems, it does not relieve the necessity of careful visual/mental proofreading.

Parenthetical References


Documentation of the source of information is by use of parenthetical references.  The system used at OGS is the author-date reference system, which consists of two basic elements—the parenthetical reference within the text and the full bibliographical details in the Reference list at the end of the dissertation.  This system is well described in pages 117-122 and pages 215-281 Publication Manual of American Psychological Association.  
Works Cited 
The full bibliographical details are arranged alphabetically by the authors’ family name and chronologically within groups of works by the same author.  Publication dates follow immediately the name of the author.  The Reference list is placed at the end of the paper.


A bibliographical reference for a book includes the author(s), year of publication, book title, place of publication, and name of publishing company; for a journal article includes that author(s), title of the journal article, name of the journal, volume number, and page numbers; for a chapter in a book when both an author and editor are involved, the reference includes the author(s), name of the chapter, title of the book, name of the editor, page numbers, city of publication, and name of publishing company.  This is most easily understood by examining the examples in the APA Manual.  Author means the name under which the work is alphabetized in the reference list and refers to an editor, compiler, translator, organization, or group of authors.  The abbreviations ed., comp., and the like appear in References but not in the reference notes.  When a book or pamphlet has no author on the title page and is published or sponsored by a corporation, government agency, association, or other group, the name of that group serves as the author in text references and in Works Cited.

Citation of Materials from the Internet


Books or articles retrieved from electronic sources are cited in conventional form, if the page numbers of the print document remain intact.  The rationale for this is that electronic storage is analogous a print copy being housed in a library building, and it is not conventional to designate the library from which a book was obtained.  


Materials that appear originally on the Internet are another matter.  Authored articles from organized e-journals are treated in conformity with entries for print articles, followed by the word “Online” (without quotes) followed by the date, then the URL.  Example:

Montgomery, Robin.  2002.  “Humans as economic resources: Spiritual-politics of global education.”  Journal of Religious and Social Research.  1 (Fall).  Online May 5, 2003.  www.oxnet.com.

A difficulty with many such materials is that they lack page numbers, as in the case of the example above from the JRSR, published by Oxford Graduate School.  When quoting, do not use what may appear on your computer to be the correct page number because it may be different on a computer that has different configurations.  Some e-journals are numbering their paragraphs, and if that is the case, use the paragraph number as you would a page number, with a paragraph mark (¶) preceding the number of the paragraph where the quoted material appeared.

Related Work

Works that are read in preparation for a research study but not quoted—thus omitted from References—may be listed alphabetically in a section entitled Related Works.  The section is placed immediately after the References section and is usually the last section in the paper.  The bibliographical references are entered in the same manner as bibliographical references for Works Cited.

Appendixes

All appendixes (the plural form) are placed at the end of a paper, immediately before References.  Material of different categories is placed in separate appendices.  When there is more than one appendix, each is given a number—for example, Appendix A1.  Each appendix is given a title page on which the appendix number and name are centered top to bottom and left to right on two lines double spaced in all capitals.


Whether an appendix is single-spaced or double-spaced depends on the nature of the material; spacing is not necessarily the same for all the appendices.  Documents and case studies are single-spaced, whereas explanations of methods and procedures are double-spaced in the same manner as the text.


Examples of tests, questionnaires, tables, and other materials used in the study are appropriately placed in the appendix.  Items and ideas that complicate an understanding of the research but assisted in defending the process are placed in the appendix and referenced in the body of the work.

If the integration of religion and society in the research is not adequately addressed in the body of the paper—usually Chapter 5, then such data is included in the appendix.  Tables containing nonessential data or complex data are placed in the appendix and referenced in the text.  Tables of raw data are placed in the appendix to assist others in evaluating and using the dissertation.

Photocopied documents, such as previously published articles, facsimiles of manuscripts, or questionnaires, appear as separate pages in appendices, and a page number is added to each document, using Arabic numerals within brackets in the upper right corner, indicating the sequence within the pagination of the paper.  The brackets show that the page number is not part of the original document.

Vita


A one-page vita is placed at the very end of the paper.  The vita includes significant summary information such as: dates, titles, granting institution for previous college degrees in outline form; and a brief summary of employment in outline form.  The information is limited so that it fits on one page with adequate white space.

Abstract

Two copies of the abstract absolutely no longer than 300 words, and a second copy of the title page accompany the final revised manuscript.  The abstract is a brief summary, in paragraph form.  It gives a succinct account of the research so that a reader can decide whether the entire dissertation should be read.  An abstract includes a statement of the problem, theories involved in the study, a description of the research design—population, sample, instrument, data collection, data analysis, a summary of the findings, and the major conclusions of the study.  References to the literature review vary according to the nature of the research.  The abstract does not include mathematical formulas, diagrams, or other illustrative materials such as tables, graphs, or charts.  The abstract is prepared carefully since if it is published elsewhere it will not receive further editing or revision.


CHAPTER 7
RESEARCH QUESTION: CHAPTER 1

Research Question

Chapter 1 gives an overview and background of the larger problem in society and religion and carefully explains the research question.  The first paragraph of the first chapter of both the Proposal and the Dissertation should state clearly the research question.  The research question is developed from a larger problem in society or religion.  A clear distinction should be made between the larger problem and the specific research question.  

It is not necessary to explain completely all details of the study in Chapter 1.  By presenting the basic facts, the details are left until the third chapter.  The use of extensive references in Chapter 1 is an intrusion into the preliminary statement.  As much as possible the problem statement should be written without direct quotations.  Weaving together the ideas gleaned from a thorough research of literature can be done by paraphrases.  

Chapter 1 Outline 

An outline for chapter 1 in an appropriate format is listed below.  Both the chapter title and the headings within the chapter are listed.   

CHAPTER 1

PROBLEM STATEMENT


Begin each chapter with a brief introduction.  This introduction does not require a heading.  It may be as short as three or four sentences.

Problem Background

Research Purpose

Research Significance

Research Hypotheses

Problem Background

A research question is developed out of a larger problem in society or religion.  The “Background of the Problem” section provides a brief historical and theoretical narrative of the larger problem.  The researcher answers at least three basic questions: (a) What is already known or done?  (b) How does the research question relate to what is already known or done?  (c) Why is a particular method of investigation selected?  (Locke 1987).  The researcher states how present knowledge about the problem evolved, outlines issues that remain unsolved, and clarifies the research question.  The most significant independent and dependent variables are discussed (Long et al. 1991).

Reasoning

Begin with observations about the problem and combine the observations into general conclusions about the larger problem out of which the research question is drawn.  Sometimes observations will be limited and incomplete, which means that the generalizations are concluded with a degree of probability.  Moving from particular observations to broad generalizations is inductive reasoning.  Deductive reasoning moves from a general premise to a specific conclusion.  The accuracy of a conclusion is based on the truth of beginning premises in deductive reasoning.

Research Purpose

The background and context of the larger problem are reviewed and a purpose statement formulated that sets forth specifically the kind of research that is being conducted.  An explanation of why the research is being conducted is clearly set forth.  The purpose of the research should be stated in terms of the profession of the researcher.  How does the research fit into the profession of the researcher? The major questions the study intends to answer are stated.

Research Significance

This section should describe the importance of the proposed research and the contribution the study will make to the knowledge base or to problem solving.  The researcher presents evidence for the theoretical significance of the study and also for its practical significance.  Theoretical contributions include contributions made to the establishment or verification of theories or models or to an existing body of research.  Arguments for practical significance may focus on the impact the results will have on the profession or on the solution of practical problems (Long, et al. 1991). 

Theoretical Framework

The theoretical framework is the structure used to interpret the information that is collected about the larger problem.  The framework provides the context of the study, its rationale, and its significance.  The ingredients for a theoretical framework come from the analysis, synthesis, and evaluation of the literature and the insights into the problem that develop as the study progresses.  

A theoretical framework typically consists of a discussion of (a) specific theories related to the problem, (b) what is known about the problem from other empirical studies, (c) important variables, (d) what needs to be done to advance knowledge concerning the problem, and (e) specific populations of importance to the problem.  Ordinarily the theoretical framework is summarized in the first chapter as a foundation for the problem statement.  Chapter 2, Literature Review, contains a complete documentation of the theoretical framework (Long et al. 1991).

Research Hypotheses

Research hypotheses state the expected relationship of variables or outcomes of the research based upon the researcher’s knowledge and background in the field.  Research hypotheses are non-directional or directional.  A non-directional hypothesis simply indicates that a relationship or difference exists; a directional hypothesis indicates the nature of the relationship or difference (Gay 1996, 63).  Several research hypotheses should be stated—usually from 6 to 10.  Null and research hypotheses are required for testing and should be stated in chapter 3. 


CHAPTER 8
LITERATURE REVIEW: CHAPTER 2

“Literature Review” is chapter 2 of both the Proposal and the Dissertation.  The review of related literature begins at a broad, general level and gradually moves from the problem to focus on the research question.  The researcher should read relevant and recent sources, and give emphasis to pertinence.  Sources include periodicals, abstracts, reviews, books, and other research reports. 

Chapter 2 Outline

Outlines for chapters 1 and 3 are a part of the guidelines for proposals and dissertations.  The outline for chapter 2 is determined by the research question.  The key words that are developed as part of the pre-proposal are usually helpful in developing major areas for the literature review.  When 4 or 5 major headings are developed, sub-headings can be added under each major heading.  The development of major headings and sub-headings builds an outline for the literature search.  

A first concern in reviewing related literature is to identify the seminal works in the research question area and to identify opposing views if there are opposing views.  By building on what has already been done, the review points out research strategies, measuring instruments, and procedures used by others.  Previous research provides a context in which to interpret current research—the current research supports or opposes previous findings.  

Some topics that may be included in a review of related literature include the following: 

CHAPTER 2

LITERATURE REVIEW
Introduction, with no heading.

Definitions

Sources

Computer Searches

Abstracts

Analyzing, Organizing, Reporting

Objectives

The review of related literature should identify (a) a significant problem, (b) a relevant research question, (c) variables to be studied and controlled, (d) insightful hypotheses, (e) an appropriate research strategy, and (f) relevant supportive data.

Literature reviews for both qualitative and quantitative research should be comprehensive.  A comprehensive review means (a) locating primary and secondary sources on the subject, (b) external and internal analyzing of primary and secondary sources, (c) studying sources with reference to the research question and hypotheses, (d) testing the accuracy of research conclusions through relevant sources.  

Many new areas of research have comparatively little available literature.  The lack of research in an area may increase the worth of the research.  If no literature related to a research question is found, the researcher should indicate how the search was conducted.  The researcher is responsible for showing how the search was short if that is not self-evident. 

Beginning Sources

See Review of Educational Research, Sociological Review, Annual Review of Psychology, and Review of Research in Education for help in identifying recent research.  Dissertation Abstracts International provides abstracts of dissertations completed at hundreds of universities.  Psychological Abstracts presents summaries of completed psychological research studies.  ERIC is a collection of educational research, evaluation and developmental activities.  Educational Index and Readers’ Guide index articles in widely read magazines.  Computer searches may be done online or by using CD-ROM.  

Eugene P. Sheehy’s Guide to Reference Books (1976) and the 1980 and 1982 supplements provide an excellent overview of reference sources available in the discipline of choice.  (See Appendix 5 for additional resource options)
Source Veracity

The veracity of sources comes through external and internal criticism.  External criticism determines the authenticity of the sources.  Internal criticism evaluates the accuracy or worth.  Once the credibility of the primary and secondary sources has been established, the researcher analyzes the sources in relation to the problem or question under study. 


CHAPTER 9
RESEARCH STRATEGY: CHAPTER 3

Chapter 3 Outline 

Following is an outline for chapter 3 formatted according to Oxford Graduate School proposal and dissertation guidelines.   Not all dissertations use all of these headings; others may be added.  The content and sequence should be chosen to logically explain the research strategy well enough that a previously uninformed reader could accurately replicate the research.

CHAPTER 3

RESEARCH STRATEGY

An introduction, without a heading.

Null Hypotheses

Operational Definitions

Assumptions and Limitations

Research Methodology

Research Procedures

Population

Sample

Instrument

Pilot Study

Reliability

Validity

Cover Letter

Data Collection

Response Level

Time Schedule

Data Analysis

Null Hypotheses

Hypotheses provide direction and bridge the gap between the problem and the evidence needed for its solution.  Hypotheses usually spell the difference between precision and haphazardness, between fruitful and fruitless research.  Hypotheses help to clarify the research question and act as a framework for the conclusion.  

A null hypothesis should (a) define the group or groups that is or are being measured/treated (b) define the treatment if any, (c) describe the relationship between the groups and/or measurements, and (d) describe the measurements or observations that are being administered to the group or groups.   

A null hypothesis is simply a statement of no difference.  Inferential statistics only test hypotheses of no difference.  The researcher can talk about the lack of difference but never about similarity or sameness.  The hypothesis of no difference is needed for data analysis.   

Operational Definitions

Each term or concept used in a hypothesis must be defined operationally, even if the term or concept is used in a traditional way.  An operational definition states explicitly the manner in which a term is being measured or manipulated.  Defining each term ensures accuracy in communicating the hypotheses and allows replication.  Further information about writing operational definitions is found in the syllabus for B812-64, Dissertation Planning.

Assumptions and Limitations
An assumption is any important fact presumed to be true but not actually verified.  A limitation is some aspect of the study that may negatively affect the results or generalizability of the results but over which little or no control can be exerted.  Something is not as it should be, but the researcher cannot do anything about it.  Assumptions and limitations may involve the research approach; the data-gathering method, techniques, instruments; the selection of the population and sample; and the often subtle and unrecognized area of data analysis, particularly statistical techniques.  Two common limitations are sample size and length of the study (Gay 1996, Fox 1968).

Research Methodology

An adequately conceptualized methodology should specify what observations are to be made, how the data are to be collected, how the data are to be analyzed, and what kinds of conclusions can be made. Swanson and Green (1992) suggested the following Experimental Research Designs: (1) Pretest/Post-Test Control Group Design: The design involves two groups, the experimental group and the control group.  The same pretest and post-test is given to both groups. The control group is not exposed to the experimental manipulation and the experimental group is.  (2) Post-test Only Control Group Design: When pretests are unavailable, inconvenient, or suspected of being reactive, the researcher may elect to use a post-test only design.  (3) Solomon Four-Group Design: Two groups are exposed to the experimental manipulation, but only one group is pretested.  The other two groups serve as control groups and only one of these groups receives a pretest. 

Swanson and Green (1992) suggested the following Quasi-Experimental Designs: (a) Split-Group Pretest/Post-test Design: The design assumes that the sample is homogeneous and that every subject will be exposed to the stipulated event.  By random assignment, the sample is divided into control (pretest) and experimental (post-test) groups.  A pretest is administered to the control group and a post-test is given the experimental group.  (b) Non-equivalent Control Group Design: A researcher selects two relatively homogeneous groups.  One is designated the experimental group and the other the control group.  (c) Split-Intact Pretest/Post-test Design: Two intact groups are used.  The researcher divides each group into experimental and control subgroups by random assignment.  In one group, the control subgroup is pretested and the experimental subgroup is post-tested.  In the other group, both experimental and control subgroups are both pretested and post-tested. 

Swanson and Green suggested partial research designs that may or may not provide useful information to professions.  At best, they are preliminary exercises that might aid the development of scientific investigation. Little or no useful purpose is found for partial research design in a dissertation research.  Two designs are (a) Single-Group Pretest/Post-test Design and (b) Static-Group Comparison Design (Swanson and Green 1992).  

Research Procedures

Research procedures are a blueprint of how the research is structured to gather data in the most economical and efficient manner.   All steps in conducting the research are outlined in detail.  The way in which contaminating variables are controlled or how the experimental effect is managed is clearly stated.  The independent variable, which produces the experimental effect, is identified.  All aspects of the research design are covered by hypotheses and all hypotheses are included in the research procedures.   

Population

Typically, the research procedure section begins with a description of how the participants for the research will be chosen. More often than not for a dissertation research project, a random sample is selected from a larger population.  Only rarely is the population small enough that the total population can be included in a graduate study project.  If the sample is randomly chosen, conclusion of the research can be generalized to the entire population.  

Before developing a sampling procedure, the target population, about which inferences or generalizations will be made, must be clearly defined.  The total population to which generalizations are desired is seldom available.  The size of populations and the geographical base may vary widely.  Only when the target population has been defined can the best sampling procedure be determined. A clear distinction between the target population and the sample should be stated in the text.  

Sample

The rationale for the selection method should be stated clearly.  A random sample is selected in such a way that all individuals of the total population have an equal and independent chance of being in the sample.  The most satisfactory approach to random sampling is usually the use of a random numbers table.  Steps taken when using a random numbers table are (a) identify and describe fully the total population to be studied, (b) determine a desired sample size,
 (c) prepare a list of all subjects in the total population, (d) give each subject in the total population a consecutive number from 0 to the number in the total population,
 (e) arbitrarily select a starting point in the random table,
 (f) From the arbitrary starting point, use only the appropriate number of digits,
 (g) determine the direction of movement from the starting point — down, up, to the right or to the left, and (h) move in the direction of the researcher’s arbitrary choice until the column or row runs out, then move to the next page to the corresponding column or row. If there is a possibility that a number chosen may not be available for any reason, then additional random numbers should be chosen and placed on a reserve list when the initial sample is chosen. 

Table 7.  Guide for Sample Sizes

	N
	S
	N
	S
	N
	S
	N
	S
	N
	S

	10
	10
	100
	80
	280
	162
	800
	260
	2800
	338

	15
	14
	110
	86
	290
	165
	850
	265
	3000
	341

	20
	19
	120
	92
	300
	169
	900
	269
	3500
	346

	25
	24
	130
	97
	320
	175
	950
	274
	4000
	351

	30
	28
	140
	103
	340
	181
	1000
	278
	4500
	354

	35
	32
	150
	108
	360
	186
	1100
	285
	5000
	357

	40
	36
	160
	113
	380
	191
	1200
	291
	6000
	361

	45
	40
	170
	118
	400
	196
	1300
	297
	7000
	364

	50
	44
	180
	123
	420
	201
	1400
	302
	8000
	367

	55
	48
	190
	127
	440
	205
	1500
	306
	9000
	368

	60
	52
	200
	132
	460
	210
	1600
	310
	10000
	370

	65
	56
	210
	136
	480
	214
	1700
	313
	15000
	375

	70
	59
	220
	140
	500
	217
	1800
	317
	20000
	377

	75
	63
	230
	144
	550
	226
	1900
	320
	30000
	379

	80
	66
	240
	148
	600
	234
	2000
	322
	40000
	380

	85
	70
	250
	152
	650
	242
	2200
	327
	50000
	381

	90
	73
	260
	155
	700
	248
	2400
	331
	75000
	382

	95
	76
	270
	159
	750
	254
	2600
	335
	100000
	384


Stratified sampling identifies subgroups within a population in order to insure that each subgroup is represented in the random sample in the same proportion that the subgroups has in the total population. The basic techniques described above can be adapted in the formation of a stratified sample. 

Cluster sampling involves randomly choosing groups, rather than individuals, as the sample for a study.  Systematic sampling is accomplished by taking every third or fourth or whatever interval is arbitrarily chosen by the researcher.  A random numbers table can be used to determine the starting point in systematic sampling. 
Based on a formula originally developed by the United States Office of Education, Krejcie and Morgan (1970) generated a guide for sample sizes (S) required for given population sizes (N).

Instrument

There are three broad categories of research instruments including: (1)  those developed by the researcher, (2) those already in existence for which reliability and validity have been established, (3) those in existence for which reliability and validity have not been established.  

Developing an instrument is a major undertaking requiring a pilot study to establish reliability and validity.  The formulation of specific hypotheses and questions is the starting point in determining the information needed and the best means to accumulate the information.  

Assuming that a questionnaire, as opposed to an interview, observation, or standardized test, is employed to gather the necessary data, the process of construction can be divided into the following eight steps: (a) Decide what information is sought, (b) Decide what type of questionnaire should be used—explicit or inferred information, open or closed questions,  

(c) Write a first draft using psychologically best sequence of items and reliability checks,  (d) Re-examine and revise questions involving experts representing diverse points of view,  (e) Pretest the questionnaire in a pilot study with persons similar to the population,  (f) Edit the questionnaire, randomly place each item in the final instrument and specify the instructions for completing and returning the instrument, (g) Carry out the pilot study, (h) Analyze the data from the pilot study for reliability and validity, revise the instrument, and proceed with the study. 

Appearance and length are two important factors in the preparation of a questionnaire.   Developing an attractive, well arranged, easily understood instrument enhances responses of potential participants.  Creative use of white space in the formation of the questionnaire is important. 

The ideal length for a questionnaire is one page or less.  If one page is impossible, then try for no more than the front and back of one sheet of paper—two pages.  Length is important for two very practical reasons.  The longer the instrument, the less likely potential participants are to become willingly involved in the research project.  Another factor in the length of the questionnaire is the amount of data that will be collected and must be organized and analyzed.   A two-page questionnaire will usually provide a large amount of data. 
Questionnaire Items - Three major categories of questionnaire items are available to the researcher: (a) Direct or explicit items, in which respondents supply open ended completion, essay, or table answers. (b) Direct or explicit items in which participants select dichotomous, multiple choice, checklist, rating scale or attitude answers.  (c) Indirect or inferred items such as attitude measures, perception tests or substitute measures. 

One-on-One Administration – The instrument is administered to a few individuals who are representative of the population for which the instrument is intended.  The researcher can discuss the items on the instrument with each individual and check for problems with wording, time required, written and verbal directions, or level of difficulty. 

Item Analysis – Another tool for refining an instrument is an item analysis.  The researcher can administer the items to a large representative group and with the completed instruments perform an item analysis.  In most cases, a sample of thirty will be sufficient. A larger group, if available, is better.  The data are statistically analyzed for a measure of the ability of an item to discriminate between high and low scorers on the instrument, an estimate of the internal consistency on the instrument, and an estimate of the internal consistency and reliability of the instrument.  The mean and standard deviation of the item usually estimate item difficulty and variability.  A common method of determining the discrimination of an item is to correlate the item with the total score.  

Pilot Study

A pilot study is a miniature of the actual study in which the intended instrument is administered to subjects drawn from the same or a similar population as the sample, but subjects who are not in the sample.  The purpose of the pilot study is to field test the instrument and determine the appropriateness, reliability and/or validity of the instrument.  Thirty or more participants are desirable for testing an instrument.  The pilot study should be outlined in the proposal and should not be administered until the Oxford Graduate School Graduate Research Council accepts the research proposal.  Reliability and validity discussed below should be determined in the pilot study. 

Reliability

The quality of research can be no better than the quality of the procedures used to collect and analyze the data.  “The reliability of an instrument refers to the consistency of its measurement.  Consistency can occur among items in the same test, between two forms of the same instrument and between scores on the same instrument given at different times” (Long et al. 1991, 92).  Fox (1969) and Gay (1996) agree on four basic techniques for estimating reliability including: (a) Test-Retest Reliability, (b) Alternate-Forms or Equivalent-Forms Reliability, (3c) Split-Half or Odd-Even Reliability, and (d) Rationale Equivalence or Kuder-Richardson Reliability. 

Test-Retest Reliability

The technique involves administering the same instrument to the same people on two separate occasions.  The two sets of data are tested for correlation and the correlation coefficient is the estimate of the reliability of the instrument.  The major problem in test-retest reliability involves the time interval (Fox 1969).  In using a Test-Retest approach, Oxford Graduate School guidelines require at least two weeks and not more than three months between tests. 

Equivalent-Forms Reliability

The researcher develops two identical tests.  The two tests measure the same variables, have the same number of items, the same structure, the same difficulty level and the same directions for administration, scoring, and interpretation.  Only the specific items are not the same although they do measure the same traits, or objectives. The two identical tests are administered to the same group during the same session or shortly thereafter.  Scores are analyzed by correlation; the correlation coefficient referred to as the coefficient of equivalence determines the strength of the reliability of the two instruments. Equivalent-forms reliability is the most commonly used estimate of reliability for most tests used in research (Long et al. 1991).

Split-Half Reliability

The total instrument is administered once to one group of respondents.  The instrument is divided into two comparable halves such as an odd/even item division or a randomly selected item division.  The two sets of scores are correlated.  The correlation coefficient measures the strength of reliability (Gay 1996).   

Rationale Equivalence Reliability

Rationale equivalence reliability is determined through application of one of the Kuder-Richardson formulas, usually formula 20 or 21.  Application of a Kuder-Richardson formula results in an estimate of reliability that is essentially equivalent to the average of the split-half reliabilities computed for all possible halves.  The Rationale Equivalence approach estimates internal consistency by determining how all items on a test relate to all other items and to the total test. 

Validity

“While reliability is the basic prerequisite for any research procedure, validity is the most important characteristic for the procedure to possess.  This is because validity deals with the relationship of the data obtained to the purpose for which it was collected.  Thus validity is defined as the extent to which the procedure actually accomplishes what it seeks to accomplish or measures what it seeks to measure” (Fox 1969, 367).

Face Validity

“This claim for the validity of an instrument is based upon a superficial examination of the nature of the instrument, that is, the face of the instrument.  Because this technique produces no data the research is unable to provide evidence that the instrument actually does function, much less evidence that it functions in the desired way” (Fox 1969, 368).

Content Validity


Content validity is the degree to which a test measures an intended content area.  Content validity is determined by expert judgment.  There is no formula by which it can be computed and there is no way to express it quantitatively.  Usually experts in the area covered by the test are asked to assess its content validity (Gay 1996).

Empirical Based Validity

There are four procedures that produce an empirical basis for estimating the validity of the instrument: construct validity, concurrent validity, congruent validity and predictive validity.  Of the four, construct validity utilizes statistics of difference and provides the weakest statistical data.  Concurrent, congruent and predictive validity express validity in a correlation and so provide an estimate of extent (Fox 1969).

Construct Validity

Construct validity is the degree to which a test measures an intended hypothetical construct.  A construct is a non-observable trait that explains behavior.  Fox (1969) defines construct validity as the ability of the instrument to distinguish between groups known to behave differently on the variable or construct under study.  Basically, construct validity involves testing hypotheses deducted from a theory concerning the construct.  A number of independent studies are required to establish the credibility of a test of a construct.  “Procedurally, determining construct validity has two stages.  The first stage uses the criterion to identify two groups who differ on the construct the instrument seeks to measure.  The second stage is to administer the instrument to these two groups and determine if they differ significantly on the new instrument as well.  If they differ, there are then data on which to defend the validity of the new instrument.   

Concurrent and Congruent Validity

“Concurrent and congruent validity is the degree to which the scores on a test are related to the scores on another, already established, test administered at the same time, or to some other valid criterion available at the same time” (Gay 1996, 141). The researcher presents correlation data to show that performance on a new instrument correlates with performance on some already existing and accepted measure of the characteristic under study.  

Predictive Validity

Predictive validity is the most powerful evidence of the suggested approaches to establishing validity.  In predictive validity the researcher presents data obtained from the new instrument that predicts behavior about the respondents.  The data is presented as correlation between the actual and the predicted or the percentage of correct predictions, or the differences on the instrument between those that did and those that did not succeed in a particular situation.  Predictive validity can be offered as a correlation like concurrent validity, or in terms of differences like construct validity.   

Cover Letter

A good cover letter to accompany a mailed research instrument is an essential part of the research process.  The cover letter, written in a formal style,  informs the potential participant in such a way as to motive involvement.  A brief explanation should be made about how the population and sample were chosen for the study.  The information helps the potential participants know why he or she is being asked to complete an instrument.  The issue of confidentially must be addressed.  The participant must be assured that information given in the study will be kept in the strictest confidence. Clear instruction should be given about how to return the instrument to the researcher in the letter and on the instrument of measurement. 

Data Collection

The section, “Data Collection,” will detail exactly how the instrument was administered to the sample.  Administration may vary from one-on-one face-to-face to consulting the latest population census.  Several activities may be required over a period of weeks to gain the level of response needed to ensure adequate representation of the population.  Each step in the process should be carefully noted and recorded in the final research report.  
Response Level

In developing research procedures, the researcher identifies a desired response level for instrument returns.  This can be stated as raw numbers or as a percentage of the sample size.  Following are some estimates of response rates when mailing research instruments: 

Table 8. Contact Response Level

	Contacts
	Average Response Rate

	Initial
	37-48%

	1st Follow-up
	53-68%

	2nd Follow-up
	80-81%

	3rd Follow-up
	86-90%


Response Rate Inducements

The researcher can directly influence the response rate in a number of ways including (a) enlisting an influential sponsor for the study, (b) personalizing the cover letter, (c) enclosing a self-addressed, stamped envelope, (d) enlist the cooperation of superiors in the organization of the participants, (e) use rewards such as gifts, small stipends or recognition, (f) be sensitive to the timing of the instrument distribution, and (g) use multiple mailings / phone calls.  In the event that phone calls are used, the population to be phoned can be randomly placed to guard the integrity of the responses. 

It is appropriate to aim at a return rate of 70% to 75%.  To achieve a 70% to 75% response, a five or six step follow-up may be necessary including (a) mail, (b) mail again in 10 days to non-responders, (c) mail a post card in 10 days to non-responders, (d) mail a second card in 10 days to non-responders, and (e) randomize the non-responders and begin calling, and call until the desired level of response is secured.  

Time Schedule

A time schedule should be prepared including each major research event and the anticipated time required.  Collection of data, especially in the social sciences, is sometimes wrought with unanticipated problems.  Contingency time can make the time schedule more realistic.  The schedule should be reported in an outline form listing the day or inclusive dates and the research event—beginning with the initial exploration of a research topic and concluding with the acceptance of the dissertation.  


Data Analysis

Analysis involves organizing, summarizing and manipulating the data.  The purpose is to help discover important patterns in the results.  Analysis should reduce raw data to a form that allows the phenomena to be described, examined, and interpreted (Long et al. 1991).

Chapter 3 of the Proposal and the Dissertation describe the procedures that will be (and were) used in analysis.  Chapter 4 of the Dissertation reports the findings—summary data—and implementation of the analysis that had been described in Chapter 3.

In quantitative research, each hypothesis will involve some type of numeric data.  Numeric data can be summarized as descriptive data and analyzed through the use of statistics.  Statistical analysis involves correlation tests and tests for significant difference.  The sections below supplement and summarize content from statistics courses as a guide to the process of data analysis.
Descriptive Analysis

Extensive descriptive analyses provide familiarity with the data.  Obtain and carefully examine the frequency distribution of each variable.  Obtain also the appropriate indices of central tendency of mean, median or mode and the variability of variance, standard deviation, or range.  As a general rule mean and standard deviation are sufficient of measures of central tendency and variability.  The shape, central tendency, and variability of the frequency distribution of a variable can provide clues about unusual occurrences.  Check to see if the frequency distribution is approximately normal in shape in the WINKS descriptive, one-variable test.  Note any unexpected results and keep them in mind when conducting statistical analyses that address hypotheses and research questions.
 

Statistical Analysis

A full discussion of the acceptance or rejection of each null hypothesis and the implications for support or nonsupport of each research hypothesis is presented.  Null hypotheses are accepted or rejected; research hypotheses are confirmed, supported or the research fails to confirm them.  Likewise, a hypothesis is not disproved when the null hypothesis is rejected.  The failure to reject means that enough evidence does not exist to dispute the null hypothesis.  

When discussing findings, choose words carefully.  Use qualifiers such as seems, appears, possible, probably, likely, or unlikely when contributing causality to a variable, suggesting alternative explanations, generalizing to the population or suggesting reasons why certain results occurred from the study.  

The selection of an appropriate statistic for the analysis of data is dictated by (a) the level of measurement.
 (b) whether the data is independent or related, (c) the number of groups, and  (d) the number of measurements.

Testing for Significant Difference -- Following are some frequently used statistical procedures for testing significant difference.  Tests for significant differences compare numeric data to determine the probability that two or more numbers came from the same population.   If the numbers are not significantly different then the probability is high, 95 times out of 100 that the numbers came from the same population.  Failure to establish no significant difference rejects the null hypothesis and supports the alternate hypothesis.  

One group, two measurements, related interval data – Paired t-Test,
  

One group, three or more measurements, related ordinal data – Friedman Test,
 

One group, two measurements – an observed measurement and a hypothetical expected measurement, nominal data - Chi-Square Goodness of Fit Analysis,
 

Three or more groups; one measurements; independent interval data – One-Way ANOVA to determine the presence of difference and a multiple comparison tests like the Tukey or Newman-Keuls to locate the difference,
 

One group; two or more measurements, nominal data – Chi-Square Crosstabulation Analysis,

Two groups; one measurement; independent interval data – Independent Group t-Test,

Two groups; one measurement; independent ordinal data – Mann -Whitney U Test,

Two groups; one measurement, nominal data – Chi-Square Crosstabulation Analysis,
 

Three or more groups; one measurement; independent ordinal data – Kruskal-Wallis.
   

Testing for Significant Correlation -- Following are some frequently used statistical procedures for testing correlation. Correlation studies measure whether, and to what degree, a relationship exists between two or more variables.  A correlation coefficient is a numerical indicator between -1.0 and +1.0 indicating the strength of the relationship that exists between two variables.  Correlation coefficients may be either positive, indicating the probability of a relationship between two variables, or negative, indicating a probability that the presence of one variable means the absence of another variable.    

One Group, two measurements, related interval data – Pearson Product Moment Correlation
 

 One Group; two measurements, related ordinal data – Spearman Rank Correlation
 

Further analyses of the data are often performed following the completion of the planned analyses.  These additional analyses may be necessary because of  oversights in the proposal data analysis, occurrence of unanticipated outcomes or additional questions that result from increased awareness of the problem.  As a result of increased insights into the problem, additional research questions may be added requiring additional analyses (Long et al., 1991). 

Explanation

The hypotheses often form a basis for judging the entire proposal.  It is critical that the procedures reflect the hypotheses and vice versa.  The researcher should plan ahead and be ready to explain any outcome of the research.  If that which is expected does happen, the explanation comes from the statement of the problem and the research of literature.  If the outcomes are not what were expected, the researcher should be ready to explain the results. 

Multiple Hypotheses and the Multiplicative Effect


Among those who engage in social research, the normal standard for the level of significance is informally established as 0.05.  The selection of 0.05 is rather arbitrary, but it is the standard for social research.


When using ANOVA, the level of significance is maintained at 0.05.  The researcher must manually adjust for the multiplicative effect when ANOVA is not the statistical method used.  For example, when five hypotheses all have the same dependent variable tested against five separate independent variables using the level of significance of 0.05, the actual probability of Type I error is 0.25.  This is the multiplicative effect.  The probability of sampling error is multiplied by the number of hypotheses using the same dependent variable.  In this case the researcher must lower the level of significance to 0.01 so that when the five hypotheses are tested, the resulting outcomes are tested at the multiplicative 0.05 level of significance.


Here is why that is important.  Imagine buying tickets in a raffle.  Obviously, the more tickets held, the greater the likelihood that one of the tickets among the group will be the winning ticket.  Similarly, the more hypotheses tested concurrently against one set of data, the greater the likelihood that one of the hypotheses will—by chance alone—be statistically significant.  Adjusting the required level of significance to a more rigorous level compensates for this.  


The Oxford Graduate School procedure for adjusting the level of significance is to (a) determine the number of hypotheses with a common dependent variable, (b) divide 0.05 by that number of hypotheses, and (c) set the result as the level of significance for testing these hypotheses.  If one were testing 7 different independent variables against the same dependent variable, then one should divide 0.05 by 7 which is 0.007.  This could be rounded to 0.01.  Each of the 7 hypotheses would then be tested at the 0.01 level of significance in order to adjust for the multiplicative effect.


Many reports published in refereed journals do not make this adjustment.  Our institutional choice is to take the more conservative approach, believing that in the long run scholars and society are best served by rigorous testing of hypotheses. 

Dissertation and Proposal Compared

The Dissertation Chapter 3 is essentially the same as the Proposal except the chapter is carefully edited to reflect the actual steps taken in the research process. The focus of the Proposal Chapter 3 is on the plans; the focus of the Dissertation Chapter 3 is on the actual research—each step taken in the process.  When the plans of Proposal Chapter 3 are necessarily altered for any reason, Chapter 3 of the Dissertation reflects and records accurately exactly what took place.   


CHAPTER 10
RESEARCH FINDINGS: CHAPTER 4

The fourth chapter of the dissertation contains a complete account of the data collection and results of both the descriptive data analysis and the statistical data analysis.  Findings should be presented clearly and succinctly.  The text should be in narrative form, accompanied by tables and figures.  Present the results in sufficient detail to enable other researchers to reanalyze the data.  The raw data should be placed in the appendix and referenced in the text.

Suggested Outline for Chapter 4

CHAPTER 4

RESEARCH FINDINGS

Introduction, without heading.

Data Collection

Descriptive Data

Analytic Data

Data Collection

The collection of data procedures should be summarized at the beginning of chapter 4.  Included is how the population and sample were chosen, how the instrument was chosen or developed, how the instrument was distributed, steps taken to increase the return level, number of instruments returned during each step and other information needed to give a clear picture of exactly how the data were collected and how much data was collected.  
Data Organization

The bridge from research design to research analysis is missing in most research literature. Following is a guide for questionnaire data management as an effort to bridge the gap.  It is a bare bones, step-by-step bridge constructed from unspoken or unwritten rules.  

Hypotheses and Questionnaire Management

There is an interrelationship between the hypotheses and items on the questionnaire.  A research questionnaire cannot be evaluated without reference to the corresponding hypotheses.  Similarly, hypotheses are of no value without a reference to specific questionnaire items.  Each needs the other.  For example, if a hypothesis calls for an analysis of the relationship between writing skill level and satisfaction with an academic program, then questionnaire items must be constructed to gather information about the two variables — writing skill level and program satisfaction.  Without reference to the hypotheses, the appropriateness of the questionnaire can not be determined.  

Step 1 – Create a key in an appendix for the hypotheses-questionnaire item correspondence.  Group and key all the questionnaire items in relationship to the hypotheses.
  Clearly indicate the correspondence of questionnaire items to hypotheses.  Items that do not relate to a hypothesis or a hypothesis that does not relate to the questionnaire items are eliminated.  Developing the questionnaire-hypotheses key is one of the steps in the development or selection of an instrument of measurement. 

Step 2 – A second step is to digitize the responses.  Consider that there are four possible responses to a question.  With a black, felt-tipped marker enter a 1, 2, 3, and 4 near the responses space on the questionnaire.  Do not use a zero in the digitizing process. Start the numerical base for each item with a one.  For example, for gender with two possible responses, digitize male as a 1 and female as a 2 or vice versa.  Statistical programs do not like zeros.  Likert scale items are numbered from 1 to whatever number the scale reaches.  Check for directionality of the questionnaire Likert scale responses.  All responses must be given the same numerical value.  For instance, if totally satisfied is given a value of 10 and not satisfied is given a value of 1, then all rating scale questions must be keyed with satisfied as a value of 10.  All rating scales must be directionally similar when analyzed.  With step 2 completed, each questionnaire item has a keyword marked and the numerical responses indicated. 

Sample B, item number 11 illustrates the point (see Appendix 2).  The item is a typical Likert scale question.  The digital key is descending from 5 for Very Satisfied to 1 for Very Dissatisfied.  If question number 11 were grouped with other questions in order to have several responses for the same variable, then each question should be keyed in the same direction.  The researcher would not want an item asking how happy the respondent was so that Very Satisfied has a digital value of 1.  A change of direction in an item would change the direction of the answer.  One question would cancel out the other.  With both questions keyed in the same direction a composite score for the two questions can be constructed with a possible total value from 10 to 2.  The direction of the key to the questions is critical to the analysis of the responses.
Step 3 – The next step is to set up a spreadsheet.  First open the spreadsheet program and give the spreadsheet a title.  Next  Save As using the title assigned to the worksheet.  The title will be in the upper left and can be as long as needed to indicate the contents of the sheet. 

Label column headings with the keywords.  Make the column label row bold and scroll down to always keep the row on the screen.  Make the first column a responses count.  Label the first column Response Number and start the first row of the column with 1.  Do not use a formula for completing column one; hard numbers are required so that when the data are sorted, the respondent number will remain with the respondent’s data.

Step 4 – The columns now represent responses to each question, and the rows are ready for each questionnaire to be entered.  The keywords for the questionnaire responses now become the column headings.
  Keep the keyed questionnaire at hand as the data for each respondent is entered to make sure the data are entered consistently. When all of the data have been entered on the spreadsheet, save the spreadsheet in a separate file as raw data.  

Step 5 – Create a transposed spreadsheet labeled Appendix A.   Keep both spreadsheets open at the same time and follow the steps below: (a) Highlight the entire sheet from the Column/Row at the top left with Response Number as the heading to the last number entered for the last question on the bottom right.  (b) Copy the highlighted area.  (c) Change windows to the new blank spreadsheet.  (d) Put the cursor in the top left cell.  (e) Click Paste Special.  (f) In the Paste Special box, check the box at the lower right labeled Transpose.  (g) Click OK.  This will create a transposed spreadsheet containing all the data. The former columns are now rows, and the former rows are now columns.  

Step 6 – Expand the first column of the transposed spreadsheet wide enough to receive the entire item from the questionnaire.  The value of the process is that the researcher has an appendix with all of the raw data in a format that is user friendly.  Each question is repeated in column A in its entirety so that a reader can easily understand what the numbers represent.  Each row represents all the responses to each question.  The transposed spreadsheet will be used by the researcher to report all the raw data in an appendix.  The first spreadsheet will be used for everything else; it has the configuration required for statistical analysis.  

Step 7 – Identify the hypotheses that are tested by descriptive data.  Identify hypotheses with variables that are directly derived from the items on the questionnaire—variables that require no spreadsheet manipulation. The spreadsheet will compute totals, averages, standard deviations, and percentiles.  Each column can have these computations added at the bottom.  Complete the testing and develop the report for the above mentioned hypotheses.  

Step 8 – Identify the hypotheses that require an intermediate step before analysis—questionnaire items that are added in order to have more than one response for a particular variable. Add a column to the spreadsheet labeled as the new variable construct.  A group of questions may form a variable construct.  The variable construct can be the total response to 2 items or as many items as the research design included.  For example, one research design may have four variable constructs to test against five demographic responses while another design can have seventeen constructs to test against two demographic groups.
  The new column needs data.  Create a formula in the first cell of the column that will produce the data needed.

The formula, IF (+E2+F2+G2+H2+I2)<5,1,2, tells the spreadsheet to total the responses to questions 4 through 8 and enter a 1 if the total is less than five and to enter a 2 if the total is five or more. Since five is a mid-point between 0 and 10, it is used to separate Low and High groups.  With the separation of the group into two new variables a variable construct is created -- low number of things reported and high number of things reported.  The construct can be imported into a statistical package and analyzed as one variable.  The two groups are in fact a variable construct composed of the responses on five questions grouped into high and low categories.  Create all of the construct variables that are anticipated.  The decision as to what constructs might be needed should have been made during the design phase of the project.  

Step 9 – Create a database for each hypothesis.
  Assign a file name for each database / hypothesis that is descriptive of the content of the database.  

Importing Spreadsheet Data

Step 1 – Set up a  database within the WINKS statistical package. 

Open WINKS, Click File, New Database  The screen will ask the name of the file for the database.

Step 2 – Name the database according to the number of the hypothesis.  For instance, H1.dbf. for the first hypothesis.  

Step 3 – When the file is named and clicked OK, the program changes screens and gives options for the type of database wanted.  At the Create a Custom Database File screen click OK.  The option changes screens to a list in which the fields for the database are named.  The fields can be named with the key words from the questionnaire items.  After the first field is named, tab to width, insert a 3, tab to decimals, insert a zero and  tab to next field and do the same.  Click OK.

In this step the instruction entered tells WINKS (a) the column headings for the data to be imported, (b) the type of data, numerical, (c) the width of the field, 3 spaces, and (d) how many decimals to use, in this case 0.

Step 5 – The next screen shows the database with one row.  To add rows click on Edit, Rows Insert, and type in the number of additional rows needed, and click OK.  Check to make sure that the database is correctly labeled and has the correct number of rows.  

Step 6 – Open the Excel spreadsheet and position the cursor in the first cell of a variable.  Highlight the data to be imported into WINKS.  Right click, and select Copy.

Step 7 – Open WINKS.  With the cursor on the first cell, click Edit, Paste.  Check to see that the correct data is imported into WINKS.  Continue the process until the database for one hypothesis is imported into the WINKS statistical program.

Step 8 – Save the data under File, Save As.  For the first hypothesis call it H1.dbf as before.  Exit the database.

Step 9 – In WINKS click Analyze, and then click the appropriate statistical procedure.  Add the appropriate variables to the Data Field and the Variable Field, click OK, click OK for observed only, read the analysis.

Step 10 – Print the analysis.  Save the analysis as a dos.txt file. The analysis can be imported into a research report later.

Data Analysis


The analytic procedures described in Chapter 3 are implemented.  Some redundancy of explanation is required, so that a person reading Chapter 4 without having read Chapter 3 will fully understand the processes used.

Tables 

Tables are essential for the presentation of descriptive data and the results of statistical analyses in most dissertations.  Each table is self-explanatory and the text is to be understood without consulting the table.  The text must refer to each table and communicate the reasons for the information that is included.  In communicating the results, both the tables and the text should stand apart from each other. 

Tables make it easier to both present and compare data in an understandable manner.  Tables should assist the reader in understanding large amounts of complex data.  A good table can reduce the need for long narrative explanations of complex relationships.   The nature of the study will dictate the number and the kind of tables that will enhance the presentation of results.  

Statistical Analyses

Tables can be used to summarize results of statistical analyses.  Some, not all, statistical data should be placed in tables.  A single table may combine both descriptive data and the results of statistical analysis.  The results of any comparisons between group means is usually reported in tables.  Place tables containing nonessential data or complex tables in the appendix and reference the location in the text. 

Numbering

“Every table should be numbered with an Arabic numeral and given a title, even though there may be few tables in the paper . . . The order in which the tables are mentioned in the text determines the numbering, which continues straight through all chapters.  Tables in the appendix should be numbered separately from the tables in the text, as A1, A2 and so on.  All text references to a table should be by number, not by an introductory phrase such as “in the following table”.  The reference may be in running text or in parentheses. 

Placement

Ideally, each table should come as close as possible after the first reference to it.  If space permits, it is better to finish the paragraph of text in which the reference occurs before inserting the table.  If a table cannot be accommodated in the space remaining on a given page, refer to the APA style manual for correct placement.  If a table appears on a text page, two blank lines should be left above it and three blank lines below. 

Long Tables

Long tables may be continued from page to page.  The table number and the title are placed at the beginning of the table; the table number only is given on succeeding pages, written, for example, “Table 2 – Continued” (See APA Style Manual).

Title

Each numbered table must have a title.  Place the table number above the table at the left margin; add a period and continue with the title, running the first line and succeeding full lines the width of the table, single-spaced, and centering the last, shortest line.  The title may be capitalized either headline style (see 4.6-8) or sentence style (see 4.9).  Use one style of capitalization consistently in table titles throughout the paper.  The number of individuals in a group under consideration (for example, N=253) may be treated as a subheading if it applies to the whole table (See the APA style manual for guidelines and examples in the use of tables.)
Illustrations

Illustrative materials may consist of drawings, paintings, photographs, charts, graphs, and maps.  Such illustrations are also called figures.  They should be placed as close as possible to their first references in the text.  Like tables, they should be referred to by number so that their exact placement is flexible (see 6.13-17).  Even if a paper contains several types of illustrations it is desirable to label them all as figures and number them consecutively, using Arabic numerals.  A legend follows the number; this may be only a title, or caption.  See the APA style manual for guidelines and examples. 

Organization

The nature of the study and the collected data will determine the organization.  Sometimes the data is best presented by variables and at other times in time sequence.  If the organization is not by hypotheses, a summary of findings should be at the end of the chapter discussing each hypothesis and summarizing the evidence for support or nonsupport.  

The best organization normally includes a brief restatement of the hypothesis and the data related to that hypothesis, with relevant tables and figures.  The statistical decision concerning the null hypothesis along with evidence from the appropriate statistical procedure must be presented as a part of the results.  The data must be engaged to the point that an assessment of whether the data supported or failed to support the research hypotheses is determined.  

A first step in writing Chapter 4 may be to construct all tables and figures that will be used.  The organization and sequence of tables will influence each other.  Once a satisfactory sequence for tables has been decided, use the tables as a guide to engage the material.  Both the qualitative and quantitative aspects of the results require the researcher to convince the reader of the plausibility of the presentation of results.


CHAPTER 11
RESEARCH INTERPRETATION: CHAPTER 5

When interpreting a research study, the findings of the study, the summary of the findings, the conclusions drawn from the findings and the implications based on the conclusions must be clearly distinguished.  The findings will usually be organized around the hypotheses and the descriptive data.  A summary at the beginning of Chapter 5 moves beyond the hypotheses and gives a general overview of the study.  The conclusions are based on the summary of findings and do not reference the hypotheses or repeat the summary of findings.  The implications are drawn from the conclusions and state the consequences of the conclusions of the study.  A danger to be avoided in interpreting a research study is repetition.   The findings, summary, conclusions, and implications build one on top of the other but remain distinct from each other.  

Suggested Outline for Chapter 5

CHAPTER 5

RESEARCH INTERPRETATION

Introduction, without heading.

Summary

Explanations

Conclusions

Implications

Future Research

Summary

The summary provides an overview of what has been presented and an orientation to the remainder of the chapter.  The summary is brief but includes a restatement of the problem, the purpose of the study, a review of the theoretical framework, hypotheses, procedures, and data analysis.  Present the major findings of the study in terms of the statistical decisions made concerning the hypotheses.  A discussion of the findings normally follows the summary. 

Explanations

Anything unusual in the data collection and analysis should be stated.  Findings that were not expected should be explained, when possible.  Identify any uncontrolled variables that may have affected the results and deal with the possible implications.  Indicate the relationships between the findings and the results of other research.  Discuss reasons why the findings differ from other published research.  Consider the legitimacy of the interpretation of the findings compared to the larger body of empirical work. 

When the findings support the hypotheses, the discussion is straightforward.  When the results agree with the formulated theory or previous empirical research, devote most of the discussion to the theoretical implications of the findings.  Confirmation of the research hypotheses enables arguments for the relationship of the findings to earlier published research. 

When the results do not support the research hypotheses, the discussion becomes more difficult.  In addition to a discussion of the issues raised in the introduction, plausible reasons why the hypotheses were not supported must be identified and discussed.  Normally explaining why the findings do not support the research hypotheses includes a discussion of the assumptions, the hypotheses, the design, and the procedures of the study.  Reexamining the elements that constituted the theoretical framework may be necessary.  The present research may uncover a flaw in the previous work or the theory of the previous work may have been tentative or based on too few studies.  The present hypotheses may be based on inappropriate interpretation of the theory and previous research.  If the reasoning is flawed, the problem is not with the theoretical framework but with the hypotheses.  

Conclusions

Specific conclusions are discussed along with the results of the statistical analyses that addressed the hypotheses and research questions.  The results of important subsequent analyses should be summarized and the material engaged in a practical manner.  The summary and conclusive data must be engaged.  Data that may be practically significant but not statistically significant must be addressed.  

Discussion of the conclusions can be organized around the issues raised in the first chapter.  Hypotheses, research questions, and variables can provide structure.  The order in which the findings were presented may not be the best way to present the interpretation of the study.  Proceed from the particular to the general in the section although the literature probably was from the general to the particular.  

Do not use the verb prove in relation to hypotheses.  Null hypotheses are accepted or rejected; research hypotheses are confirmed, supported or the research fails to confirm the hypotheses.  State facts about the study that can be supported as conclusions.  Such facts involve the evaluation of the findings in light of the theoretical framework of the research.  Normally, findings support conclusions.  Each conclusion must be defended.   Evidence must be convincing.  A brief commentary for each conclusion is helpful rather than simply listing a series of propositions.  

Serendipitous Findings

Data that do not cluster around stated hypotheses should be outlined.  Such findings may be the result of analyses not originally anticipated in the study or the result of chance findings.  Designate relevant hypotheses as supported or unsupported and a specific finding as expected or unexpected, giving reasons for each designation.  
Implications

Discussion of the practical implications of any research is important, particularly in social science research.  Implications state the consequence of the findings and conclusions in terms of the population, organization or group studied.  The integration of religion and society should also be addressed.  
Specific conclusions should be discussed along with results of the statistical analyses that addressed the hypotheses and research questions.   The researcher should address recommendations for the improvement of the study and ways the body of research can be extended. 

The implications more than any other part of the dissertation represent the essential nature of the research.  The researcher was closer to the foundation, formulation, and focus of the study than any other person.  The implications describe the process, tell what the findings mean and how they fit into the theoretical framework. The task requires insight, creativity and perseverance and often determines the value of the dissertation. 

Future Research

Out of the conclusions and implications, recommendations for future research can be formulated.  The recommendations can be directly related to the current research or can be ideas that were developed as a result of the research of related literature. 




APPENDIX 1

PAST TENSE EXAMPLE

CHAPTER 1

RESEARCH OVERVIEW

Overview

Oxford Graduate School was committed to graduate-level research and was dedicated to high standards for evaluating research.  The definition of high standards may vary according to the kind of research conducted.  Regardless of the topic, research was measured against the prevailing standards of quality for that topic. 

Oxford Graduate School did not make rigid distinctions between graduate research concerned only with theory and research concerned only with practical applications.  The program rested on a premise that every finished work accepted by the faculty combined some elements of both the theoretical and the practical.  Oxford Graduate School saw the two as not mutually exclusive although the relative importance varied with each dissertation.   

The writer is responsible for correct presentation of the paper—the preliminary, illustrations, text, and reference material.  For accurate layout of the components and the general appearance of the final manuscript, refer to the latest edition of the APA Style Manual.

Scientific Method

The scientific method relied basically upon observation followed by reflective thinking.  Reflective thinking was defined as active, persistent, and careful consideration of any belief or supposed form of knowledge in the light of the grounds that supported it and the further conclusions to which it tended. 

Reflective thinking included (a) suggestions, or mental leaping toward a possible solution, (b) intellectualization of a difficulty into a problem to be solved, (c) entertainment of one suggestion after another until a leading idea, or hypothesis, was derived, (d) mental elaboration of the hypothesis, (e) imaginative testing of the soundness of the hypothesis in relation to the evidence (Williams and Stevenson 1963).

The scientific method was an orderly process involving a number of sequential steps including (a) recognition and definition of a problem, (b) inducing a generalization, (c) formulating hypotheses, (d) collecting data or new facts, (e) analyzing the collected data, (f) arriving at conclusions, (g) drawing implications. 

The formal application of the scientific method to the solution of problems was called research.  The steps involved in research were exactly the same as those involved in the scientific method.  

Qualitative and Quantitative Research

Both qualitative and quantitative research were done when a person was engaged in social science research since qualitative research was necessary to uncover the problem and analyze previous research on the subject.  Quantitative research was necessary to test the null hypotheses formulated on the subject.  The two methods of research supported one another and were not in opposition to each other, nor was one considered more scholarly than the other.  The precise nature of the research problem or question determined whether research was predominantly qualitative or quantitative in research methodology. 

Quantitative research was concerned primarily with measuring or numbering a research hypothesis to determine quantitative significance.  Qualitative research was an umbrella term that has numerous variations.  Tesch (1990) listed forty-five approaches to qualitative research.  Five major types of qualitative research described in this study were Case Study, Ethnography, Phenomenology, Grounded Theory, and Biographical (See chapter 2).    

Qualitative research usually meant that the research question was being studied with reference to its historicity, essential ideas, or unique characteristics. Qualitative research was historical and theoretical in nature and indicated a study of primary and secondary sources, usually written, that recounted the past history, or narrated the present context of the research topic.  Theoretical research meant a study of primary and secondary sources in order to discover, explain, formulate, compare, or analyze theories or ideas associated with the research topic.  In historical and theoretical research, it was crucial to have authentic and accurate research data.  This data came through primary and secondary sources. 

Research Topic

Several sources were available in the process of identifying a worthy research topic.  The first place to look was the graduate experience, particularly seminars.  Journals published current research and were another excellent source in identifying topics.  There were several periodicals that published review articles including: 

· Review of Educational Research

· Sociological Review  
· Annual Review of Psychology 

· Review of Research in Education 

· ERIC (Educational Resources Information Center) [unpublished materials]

· Dissertation Abstracts International 

Hypotheses

Definition

The relation of the hypotheses to the problem statement must be clearly stated.  Swanson and Green (1992) defined a hypothesis as “. . . an assertion that is stated in a way that it can be confirmed or disconfirmed by empirical evidence using understood methodology and methods.” A hypothesis was a provisional explanation for the occurrence of certain behaviors, happenings or outcomes.  A good hypothesis stated as clearly and concisely as possible the expected relationship between two variables and defined those variables in measurable terms.  The well-stated hypothesis was testable (Gay, 1996, 62).  The researcher did not set out to prove his or her hypothesis.  Rather he or she collected data to support or not support the hypothesis.

Number

A hypothesis stated clearly the expectation of a single research outcome.   There was one hypothesis for each sub-division of the problem.  This meant that there was one hypothesis for each item in the data-collection instrument.  Each comparison, that was each correlation and each difference made in the research, was stated in a separate hypothesis. 

Research Hypothesis

Research Hypotheses stated the expected outcome of the research based upon researcher knowledge and background in the field.  Research hypotheses were non-directional or directional.  A non-directional hypothesis simply indicated that a relationship or difference existed; a directional hypothesis indicated the nature of the relationship or difference (Gay, 1996, 63). 

Statistical Hypothesis

Once the research hypothesis is formulated exactly and concisely, the statistical hypothesis is developed. In every case there were two types of statistical hypotheses:  the Null Hypothesis – the hypothesis of  no difference;  and the Research Hypothesis --  the set of alternatives to the no difference (Swanson and Green 1992).

Null and Research Hypotheses (a) defined the group or groups that were being measured/treated; (b) defined the treatment (if any); (c) described the relationship between the groups and/or measurements; and, (d) described the measurements or observations that were being administered to the group or groups.   

Null Hypothesis - A Null Hypothesis was simply a statement of no difference.  Inferential statistics only tested hypotheses of no difference.  The researcher only talked about the lack of difference and never about similarity or sameness.  The hypothesis of no difference was needed only for data analysis.   

Research Hypothesis – A Research Hypothesis was the reverse of a Null Hypothesis.  If the Null Hypothesis was rejected, the Research Hypothesis was supported.  


Hypothesis Formation

The content of a hypothesis was ordered as follows: (a) the group or groups being measured were defined; (b) the relationship of the groups or measurements were stated; and, (c) the measurement used to test the relationship were described.  Maintaining this order for all hypotheses made reading and analyzing the hypotheses easier.
Example:  Null Hypothesis (Ho1) Between Group A and Group B there was no significant difference in IQ scores.  [This hypothesis defined two groups (Group A and Group B), the relationship between the groups (no significant difference) and the measurement (IQ Scores)-- in the order suggested above.]

Example:  Null Hypothesis (Ho2) In Group A there was no significant difference between the mean score on the pre-test and the mean score on the post-test.  [This hypothesis defined the group (Group A), the relationship (no significant difference) and the measurements (mean score on the pre-test and post-test) -- in the order suggested above.]

Group(s) - An empirical research study involved one, two or more than two groups.  The researcher had the responsibility of selecting a population for a study.  Usually, the whole population was too large.  Through random selection, a more manageable sample was potentially chosen.  The procedures section addressed the topic of population and the group(s) or sample(s) within that population being measured. 

Relationships - Several words were used to describe the relationship that existed between groups and/or between measurements: difference, similarity, higher, lower, correlation, or regression. Statistical analysis was applied to a body of data to determine if the measured relationships were significant.  Review of the data easily revealed differences but only through the use of statistics can significance be determined.


Measurements - As with groups, a research study involved one, two or more than two measurements. When one measurement was applied to two or more different groups, the data was independent.  When two or more measurements were applied to a single group, the data was related. Depending upon the variables and the way in which they were measured, different kinds of data resulted, representing different scales of measurement.  There were four types of measurement scales: nominal, ordinal, interval, and ratio.  It was important to know which type of scale was represented by the data since different statistics were appropriate for different scales of measurement (Gay, 1996, 419).

Nominal Scale  - A nominal scale, also called a classificatory scale, was created when numbers or other symbols were used to identify the groups to which objects were assigned.  Such assignment constituted the weakest form of measurement and was thus viewed as the lowest level.  Mutually exclusive subclasses and equivalent units of the scaled property were the only requirements for achieving the first level of measurement (Swanson and Green 1992).

Ordinal Scale - An ordinal scale not only classified subjects but also ranked them in terms of the degree to which they processed a characteristic of interest.  In other words, an ordinal scale put the subjects in order from highest to lowest, from most to least . . . .  Although ordinal scales indicated that some subjects were higher or better than others, they did not indicate how much higher or how much better; intervals between ranks were not equal (Gay).    


Interval Scale - “An interval scale has all the characteristics of a nominal scale and an ordinal scale, but in addition was based upon predetermined equal intervals” (Gay 1996, 421).  “Stated more formally, the interval scaling operation extends the requirement of equivalence from within the subclass to the relationships between subclasses” (Swanson and Green 1992, 74).
Ratio Scale - “A ratio scale is created when numbers or other symbols are used to identify groups to which objects are assigned in such a way that the relationship among the groups are specified by a common and constant unit of measurement and the scale of these units has a true origin.  The only difference between the interval and the ratio scales was that zero had true meaning or absence of the property being measured on the ratio scale and this was not so on the interval scale.  A ratio scale had all the advantages of the other types of scales and in addition it had a meaningful, true zero point” (Swanson and Green 1992, 75).  Height, weight, time, distance, and speed were examples of ratio scales. 

Pre-Proposal Questions

The following questions were asked before writing a research proposal. These questions provided a starting place in the development of a research prospectus or proposal: (a) What was the background of the problem or question?  (b) What was the historical context of the problem?  (c) What was the cultural setting of the problem?  (d) What were the crucial issues related to the problem?  (e) What was the present state of research on the problem?

How was the problem defined?  (a) Were empirical facts in question?  (b) Were facts or concepts to be debated?  (c) Did the problem concern issues of right/wrong, good/bad?  (d) Did the problem deal with meaning or purpose?

What type of research was best?  (a) Were historical documents to be examined historically?   (b) Were ideas or concepts to be examined theoretically?  (c) Were tools of social science measurement used?  (d) What was the significance of the problem or question?

What assumptions were made about the problem?  What hypotheses were tested or researched?  What primary and secondary sources were consulted in the literature search?
Research Proposal

The Research Proposal was the blueprint for the completed work.  The Proposal was written in the future tense or as a preparation for the dissertation, in the past tense.  If written in the future tense, all verb tenses were changed to past tense in the dissertation.  Writing the proposal in the past tense saved some time and effort.  The importance of the proposal in the development of research cannot be overstated.  Experience showed that the ease and efficiency with which the research was completed was related directly to whether the proposal contains all basic elements. 

The research proposal provided a clear, concise statement of the question to be researched, a discussion of the significance and importance of the study, a preliminary review of the literature and research related to the question and most importantly, definitive procedures for accomplishing the research. 

Dissertation

A dissertation was a report of a research project completed as part of the requirements for a Doctor of Philosophy degree.  While the Proposal was written in the future tense, the dissertation was always written in the past tense. At least two objectives were satisfied in the completion of a dissertation.  First, the doctoral candidate developed skills in research including the development of a research report.  Developing skills in research paved the way for contributing creatively to the discipline in which the degree was earned.  Secondly, the candidate added knowledge to the field in which the degree was earned. 

A dissertation usually includes five sections or chapters.  The chapters were (a) research question, (b) review of related literature, (c) research strategy, (d) research findings, and (e) research interpretation.  

The five categories or sections provided the organizational framework for a quantitative dissertation.  Each category was developed in a chapter of the dissertation. 

APPENDIX 2

DATA MANAGEMENT EXAMPLE
Example

The exhibit questionnaire, “A,” was keyed in “B” to illustrate how to use key words as an aid to data management.  For each item, identify a key word that will identify the content of that item.  For example, the first question is an open ended numerical question about how often the respondent attended church in the past two months.  The word “church” is a logical choice as the key word for that item.  On an extra copy of the questionnaire one or two words in each item to indicate the keyword of the item.  On Exhibit B, below, these are in bold italics as an example.  Each item keyword must be unique.  Exhibit C illustrates an array of tabulated responses.

Exhibit A

1. ________ During the past two months how many times did you go to church (for any

 reason)?

2.  How would you rate yourself as a writer?         Poor‑Fair‑Good‑Great

3.  Which food is your nemesis food?         Pastries
       Candy

Ice cream

         (Please circle one)                              Popcorn
       Pizza

Chocolate

Listed below are some things that might have happened to you at

Once    More 
some point in your life, either as a child, as an adult, or both.

Or        than   Never
To the best of your knowledge, has this happened to you?

twice
twice

4. (  )
(  )
(  )

Seeing a ghost

5. (  )
(  )
(  )

Feeling as if you left your body

6. (  )
(  )
(  )

Waking up paralyzed with a sense of a strange person or 

                                                     presence of something else in the room

7. (  )
(  )
(  )

Feeling that you were actually flying through the air although 

you didn't know why or how

8. (  )
(  )
(  )

Experiencing a period of time of an hour or more, in which 

you were apparently lost, but you could not remember why, or where you had been. 

9.__________ Although difficult to estimate, and to the degree that you know the rest 

of this group, how serious are you (relative to the rest of the group) about finishing this program and getting your degree?  Use a number indicating the number of persons that you would say you are clearly more serious than about completing your program.  If there are 10 others in the group, pick a number between 0 and 10. (i.e., pick 0 if you are the least serious person in this group and everyone in the group is more serious than you about getting their degree; pick 10 if you are the most serious person in this group and no one in the group is more serious than you about getting their degree, and pick some number in between, if there are some you judge to be more and some less serious than you.)

10. __________  Similarly, how much do you (relative to the rest of the group) contribute to your group's overall progress and functioning each class meeting?  (If there are 10 in your group, pick a number between 0 and 10)  Be candid.

11.  How satisfied are you, at this point in time, with the Quest program?  (Please circle one.)

     5

       4

    3

      2

   1

Very

Somewhat
Neutral

Somewhat
Very

Satisfied
Satisfied


Dissatisfied
Dissatisfied


Exhibit B

1. ________ During the past two months how many times did you go to church (for any reason)?

2. How would you rate yourself as a writer?   Poor‑Fair‑Good‑Great

3.  Which food is your nemesis food?      Pastries
 Candy
            Ice cream

         (Please circle one)                           Popcorn
 Pizza

Chocolate

4. (  )
(  )
(  )

Seeing a ghost?

5. (  )
(  )
(  )

Feeling as if you left your body?

6. (  )
(  )
(  )

Waking up paralyzed with a sense of a strange 

person or presence of something else in the room?

7. (  )
(  )
(  )

Feeling that you were actually flying through the air

although you didn't know why or how? 

8. (  )
(  )
(  )

Experiencing a period of time of an hour or more, in 

which you were apparently lost, but you could not remember why, or where you had been

9.  __________ Although difficult to estimate, and to the degree that you know the rest of this  group, how serious are you (relative to the rest of the group) about finishing this program and getting your degree?  Use a number indicating the number of persons that you would say you are clearly more serious than about completing your program.  If there are 10 others in the group, pick a number between 0 and 10. (i.e., pick 0 if you are the least serious person in this group and everyone in the group is more serious than you about getting their degree; pick 10 if you are the most serious person in this group and no one in the group is more serious than you about getting their degree, and pick some number in between, if there are some you judge to be more and some less serious than you.)

10. __________  Similarly, how much do you (relative to the rest of the group) contribute to your group's overall progress and functioning each class meeting?  (If there are 10 in your group, pick a number between 0 and 10)  Be candid.

11.  How satisfied are you, at this point in time, with the Quest program?  (Please circle one.)

     5

       4

    3

      2

   1

Very

Somewhat
Neutral

Somewhat
Very

Satisfied
Satisfied


Dissatisfied
Dissatisfied


Exhibit C, Tabulation of Questionnaire Results

	Item
	
	
	
	
	
	
	
	
	
	
	

	Number
	Church
	Rate
	Food
	Ghost
	Body
	Room
	Flying
	Time
	Serious
	Contribute
	Satisfied

	1
	6
	3
	2
	0
	0
	2
	0
	1
	7
	6
	5

	2
	8
	2
	3
	0
	0
	2
	0
	1
	8
	7
	5

	3
	7
	3
	1
	0
	0
	2
	0
	1
	6
	6
	5

	4
	4
	3
	5
	1
	0
	1
	0
	0
	7
	7
	5

	5
	0
	2
	6
	0
	0
	0
	0
	2
	9
	8
	4

	6
	3
	4
	6
	1
	0
	0
	1
	0
	7
	9
	4

	7
	7
	3
	6
	2
	1
	1
	1
	0
	6
	9
	4

	8
	4
	2
	3
	1
	0
	2
	0
	0
	6
	7
	5

	9
	8
	2
	3
	0
	0
	0
	1
	0
	5
	8
	4

	10
	3
	3
	2
	0
	1
	0
	0
	2
	8
	4
	3

	11
	4
	4
	5
	2
	0
	0
	0
	1
	9
	7
	5

	12
	2
	2
	5
	2
	0
	0
	0
	0
	10
	10
	2




APPENDIX 3

TITLE  PAGE

TITLE OF DISSERTATION IN CAPITALS

Your Name 

________________________________________    

Graduate Research Council

________________________________________    

Graduate Research Council 
__________________________________________   

Graduate Research Council 
A Dissertation Submitted in 
Partial Fulfillment of the Requirements 
for the Degree of Doctor of Philosophy

Oxford Graduate School

Month Year



APPENDIX 4

TABLE OF CONTENTS FORMATTING


TABLE OF CONTENTS FORMATTING MADE EASY

(Note!  This page is set with 1 ½ inch left margin used on dissertations.)

The leaders (rows of dots) and the page numbers both need to be justified at the right (line up in a straight vertical line).  To do this, click Format, then click Tabs.  

You may wish to clear all tabs before entering new tabs (to do so, click Clear All, click OK).  You may wish to highlight a section of your work first and clear all tabs only in that section.  Clearing tabs takes you out of the Tabs window, so get back into it: 

In the Tabs window, click Format, click Tabs

Enter .25 in Tab Stop Position box, click Set

Enter .5 in Tab Stop Position box, click Set

Enter .75 in Tab Stop Position box, click Set

Enter 5.6 in Tab Stop Position box, check Alignment Right, check Leader 2, click Set

Enter 6.0 in Tab Stop Position box, check Alignment Left, click Set 

Click OK

When you type the Table of Contents, space before you tab for the leader.

The Oxford Graduate School format is slightly different than Turabian.  Note, too, that we use Arabic numerals, not roman, for the front matter.  Your Table of Contents will follow the formatting (although not necessarily the wording) of this example: 

CONTENTS

LIST OF ILLUSTRATIONS 

1

LIST OF TABLES 

2

Chapter


1. 
RESEARCH QUESTION 

4




Problem Background

5




Research Purpose

8




Research Significance

10




Research Hypotheses 

12


2.
REVIEW OF LITERATURE 

15




Et cetera




APPENDIX 5

CHAPTER AND SECTION HEADINGS


CHAPTER 1

RESEARCH QUESTION

First-Level Section Heading

Second-Level Section Heading

Third-Level Section Heading

Fourth-Level Section Heading

Guidelines

Each chapter begins on a new page.  Each chapter has a generic heading, CHAPTER 1 and a title, RESEARCH QUESTION, centered in uppercase.
First-level section headings are Centered Uppercase and Lowercase
Second-level section headings are Centered, Italicized, Uppercase and Lowercase
Third-level section headings are Flush Left, Italicized, Uppercase and Lowercase Side Headings
Fourth-level section headings are Indented, italicized, lowercase paragraph heading ending with a period. 



APPENDIX 6

REFERENCE TOOLS FOR RESEARCH


REFERENCE TOOLS FOR RESEARCH IN RELIGION AND SOCIETY

Bibliographic index: A cumulative bibliography of bibliographies.  1973.  New York: Wilson.

This source is exactly what the title says, an annual bibliography of the bibliographies published during that year.  

Books In Print.  New Providence, NJ: Bowker, 1997.

This is a bibliography of about 1.8 million books currently in print.  It comes either as a multi-volume set, CD-ROM, or online.  Bryan College has replaced this with The Title Source (or Book Find, see below).  An older edition is available at Bryan College behind reference desk.  The online version is also available at Bryan for a nominal charge.

Sheehy, Eugene P.  Guide to Reference Books.  Chicago: American Library Association, 1986. (Ref. 011.02  G941)

Sheehy is a 1,500 page annotated bibliography of reference books.  It is the standard authoritative source in the field. 

The Title Source.  Baker and Taylor Company.

The Title Source is a CD-ROM bibliography of about 2.5 million books currently in print.  It is searchable by subject, author, title or keyword.  Available at Bryan College (called “BookFind”).

WorldCat.  Dublin, OH: OCLC.

WorldCat is an online database containing the bibliographic references to approximately 32 million sources including books, videos, cassettes, original manuscripts, etc.  Records date from about 1000 AD to the present.  WorldCat is the most comprehensive bibliography of books in existence.  Available at Bryan College.

Encyclopedias and Dictionaries
Sources with call numbers are available at the Bryan College Library

Communication

Broadcast Communications Dictionary.  Ed. by Lincoln Diamant.  New York: Greenwood Press, 1989.  (Ref. 384.54  B78).

Graham, John.  Dictionary of Telecommunications.  New York: Facts on File, 1983.  (Ref. 384.03  G76f).

International Encyclopedia of Communications.  Ed. by George Gerbner.  New York: Oxford University Press, 1989.  (Ref. 001.51  In8).

Les Brown’s Encyclopedia of Television.  New York: Zeotrope, 1982.

Longman Dictionary of Mass Media & Communication. Ed. by Tracy Connors.  New York: Longman, 1982.

Weik, Martin.  Communications Standard Dictionary.  New York: Van Nostrand Reinhold, 1989.  (Ref. 384.03  W429c2).

Weiner, Richard.  Webster’s New World Dictionary of Media and Communications.  New York:  Webster’s New World, 1990.  (Ref.  302.23  Ww431w).

Education

Deskbook Encyclopedia of American School Law.  Rosemount, MN: Data Research Inc., 1990-     (Ref. 344.73  D461).

Encyclopedia of Early Childhood Education.  Ed. by Leslie Williams and Doris Fromberg.  New York: Garland, 1992.  (Ref. 372.2103  W673e  1993).

Encyclopedia of Education.  Ed. by Lee Deighton.  New York: Macmillan, 1971.

Encyclopedia of Educational Research.  Ed. by Harold E. Mitzel.  New York: Free Press, 1982.  (Ref. 370.78  En19).

International Encyclopedia of Education.  New York: 1985.

International Encyclopedia of Higher Education.  Ed. by Asa S. Knowles.  San Francisco: Jossey-Bass, 1977).

Sociology and Anthropology

Dictionary of Afro-American Slavery.  Ed. by Randall M. Miller and John David Smith.  New York: Greenwood Press, 1988.  (Ref. 305.567  D561).

Dictionary of Folklore, Mythology and Legend.  Ed. by Maria Leach.  New York: Funk and Wagnalls, 1950.  (Ref. 398.03  F963).

A Dictionary of the Social Sciences.  Ed. by Julius Gould and William L. Kolb.  New York: Free Press, 1964. (Ref. 305.26  En19e 1987).

Encyclopedia of Aging.  Ed. by George L. Maddox.  New York: Springer, 1987. (Ref. 305.26  En19e 1987).

Encyclopedia of Alcoholism.  Ed. by Robert O’Brien and Morris Chafetz.  New York: Facts on File Publications, 1982.  (Ref. 362.292  En19).

Encyclopedia of Anthropology.  Ed. by David Hunter and Philip Whitten.  New York: Harper & Row, 1976.

Encyclopedia of Black America.  Ed. by W. Augustus Low.  New York: McGraw-Hill, 1981.  

Encyclopedia of Crime and Justice.  Ed. by Sanford H. Kadish.  New York: Free Press, 1983.  (Ref. 364.03  En19).

Encyclopedia of Drug Abuse.  Ed. by Robert O’Brien and Sidney Cohen.  New York: Facts on File Inc.,  1984.  (Ref.  362.29  En19).

Encyclopedia of Social Work.  Ed. by Anne Minahan.  Silver Spring, MD: National Association of Social Workers, 1987.  (Ref.  361.003  En19).

Encyclopedia of the Social Sciences.  Edited by Edwin Seligman and Alvin Johnson.  New York: Macmillan, 1930.  (Ref. 300.3  In8). 

Encyclopedia of Urban Planning.  Ed. by Arnold Whittick.  Huntington, NY: McGraw-Hill, 1974, 1980.  

Harvard Encyclopedia of American Ethnic Groups. Ed. by Stephen Thernstrom.   Cambridge, MA: Harvard University Press, 1980. (Ref. 305.8  H261).

Liungman, Carl G.  Dictionary of Symbols.  Santa Barbara, CA: ABC-CLIO, 1991. (Ref. 302.222  L74d  1991).
Sifakis, Carl.  The Encyclopedia of American Crime.  New York: Smithmark, 1982.  (Ref. 364.973  Si21e  1992).

Psychology

Campbell, Robert.  Psychiatric Dictionary.  New York: Oxford University Press, 1981.

Dictionary of Philosophy and Psychology.  Ed. by James Baldwin.  Gloucester, MA: Peter Smith, 1960.  (Ref. 103  B193d).

Encyclopedia of Mental Health.  Ed. by Albert Deutsch and Helen Fishman.  New York: Franklin Watts, Inc., 1963.  (Ref.  131.3  En19).

Encyclopedia of Occultism and Parapsychology.  Ed. by Leslie Shepard.  Detroit: Gale, 1984.

Encyclopedia of Psychoanalysis. Ed. by Eidelberg, Ludwig.  New York: Free Press, 1968.

Encyclopedia of Psychology.  Ed. by H.J. Eysenck, W. Arnold and R. Meili.  New York: Herder and Herder, 1972.  (Ref 150.3  En19).

Encyclopedia of Psychology.  Ed. by Raymond J. Corsini.  New York: John Wiley and Sons, 1984.  (Ref. 150.321  En19)

International Encyclopedia of Psychiatry, Psychology, Psychoanalysis, and Neurology.  New York: Van Nostrand Reinhold, 1977.

Language

Crystal, David.  The Cambridge Encyclopedia of Language.  New York: Cambridge University Press, 1987.  (Ref. 403  C889c).

Encyclopedia of Language.  Ed. by N.E. Collinge.  New York: Routledge, 1990.  (Ref.  410  En19).

Hartmann, R.R.K.  and F.C. Stork.  Dictionary of Language and Linguistics.  London: Applied Science Publishers, 1972.  (Ref.  410.3  H255d).

Statistics and Demography

International Encyclopedia of Population. Ed. by John A. Ross.  3 vols.  New York: Free Press, 1982. (304.6  In8).

International Encyclopedia of Statistics.  Ed. by William Kruskal and Judith Tanur.  New York: Free Press, 1978.  (Ref. 001.422  In8).

Kurtz, Albert K and Edgerton Harold.  A Statistical Dictionary of Terms and Symbols.  New York: Wiley, 1939, 1967.

Management and Economics

Encyclopedia of American Economic History.  New York: Scribner, 1980.

Encyclopedia of Business Information Sources.  Ed. by Paul Wasserman.  Detroit: Gale, 1976.  (Ref. 016.33  En19).

Encyclopedia of Economics.  Ed. by Douglas Greenwald.  New York: McGraw-Hill, 1982.  (Ref. 330.03  En19).

Encyclopedia of Management.  Ed. by Carl Heyel.  New York: Van Nostrand Reinhold, 1982.

McGraw-Hill Dictionary of Modern Economics.  Ed. by Douglas Greenwald.  New York: McGraw-Hill, 1973.  (Ref. 330.03  M178). 

Palgrave, Robert.  Palgrave’s Dictionary of Political Economy.  Ed. by Henry Higgs.  New York: 1926, 1963.

Rosenberg, Jerry M.  Dictionary of Banking and Finance.  New York: Wiley, 1982.

Thorndike, David.  The Thorndike Encyclopedia of Banking and Financial Tables.  New York: Warren, Gorham & Lamont, 1980.

Political Science and Law

Becker, Carol A.  International Relations Dictionary.  Washington, DC: Government Printing Office, 1980.

Black, Henry Campbell.  Black’s Law Dictionary.  St. Paul: West Publishing Co., 1979.  (Ref. 340.03  B561b5).

Degenhardt, Henry W.  Political Dissent: an International Guide to Dissident, Extra-parlimentary, Guerrilla and Illegal Political Movements.  Ed. by Alan J. Day.  Essex, England: Longman, 1983.

Deskbook Encyclopedia of American School Law.  Rosemount, MN: Data Research Inc., 1990-   (Ref. 344.73  D461).

Elliott, Florence.  A Dictionary of Politics.  Harmondsworth: Penguin, 1973.

Encyclopedia of the American Constitution.  Ed. by Leonard W. Levy.  New York: Macmillan, 1986.  (Ref. 342.73  En19).

Encyclopedia of the American Judicial System.  Ed. by Robert J. Janosik.  New York: Charles Scribner’s Sons, 1987.  (Ref. 349.73  En19).

International Encyclopedia of Comparative Law.  Tubingen: Siebeck, 1971- .

Encyclopedia of the Third World.  New York: Facts on File, 1982.  

Laqueur, Walter.  A Dictionary of Politics.  New York: Free Press, 1974.

Plano, Jack C. and Roy Olton.  International Relations Dictionary.  Santa Barbara: ABC-Clio, 1982.

World Encyclopedia of Political Systems & Parties.  Ed. by George E. Delury.  New York: Facts on File, 1983.

Religion and Philosophy

Ankerberg, John.  Encyclopedia of New Age Beliefs.  Eugene, OR: Harvest House, 1996.  (Ref.  291  An63  1996).

Abingdon Dictionary of Living Religions.  Ed. by Keith Crim.  Nashville: Abingdon, 1981.  (Ref. 291.03  Ab58).

Anchor Bible Dictionary.  Ed. by David Noel Freedman.  New York: Doubleday, 1992.  (Ref. 220.3  An21).

Bell, Robert E. Dictionary of Classical Mythology.  Santa Clara, CA: ABC-CLIO, 1982.

The Concise Encyclopedia of Islam.  New York: Harper & Row, 1989.  (Ref. 297.03  G464c).  

Dictionary of Christian Biography  Ed. by William Smith and Henry Wace.  New York: AMS Press, 1974.  (Ref. 220.3  Sm68di).

Encyclopedia Judaica.  Jerusalem: Macmillan, 1972.  (Ref. 296.03  En19).

Encyclopedia of Bioethics.  Ed. by Warren Reich.  New York: Macmillan, 1995.  (Ref. 174.203  En19e  1995).

Encyclopedia of Early Christianity.  Ed. by Everett Ferguson.  New York: Garland, 1990.  (Ref.  270.1  En19).

Encyclopedia of Religion.  Ed. by Mircea Eliade.  New York: Macmillan, 1987.  (Ref. 200.3  En19).

Encyclopedia of Religion and Ethics.  Ed. by James Hastings.  New York: Charles Scribners Sons, n.d.   (Ref. 220.3  Er19).

Encyclopedia of Philosophy.  Ed. by Paul Edwards.  New York: Macmillan, 1967.  (Ref. 103  En19).

Encyclopedia of Unbelief.  Ed. by Gordon Stein.  Buffalo, NY: Prometheus Books, 1985.  (Ref. 210.3  En19).

Evangelical Dictionary of Theology.  Ed. by Walter A. Elwell.  Grand Rapids, MI: Baker, 1984.  (Ref. 220.044  Ev14).

International Standard Bible Encyclopedia.  Rev. ed.  Ed. by Geoffrey Bromiley.  Grand Rapids, MI: Eerdmans, 1982.  (Ref. 220.3  In8a).

Mather, George.  Dictionary of Cults, Sects, Religions and the Occult.  Grand Rapids: Zondervan, 1993.  (Ref. 291  M42d  1993).

New Catholic Encyclopedia.  New York: McGraw-Hill, 1967.  (Ref. 282  N42).

Oxford Dictionary of the Christian Church.  Ed. by F.L. Cross.  London: Oxford University Press, 1957.  (Ref. 203  Ox2).

Zondervan Pictoral Encyclopedia of the Bible.  Ed. by Merrill Tenney.  Grand Rapids, MI: Baker, 1975.   (Ref. 220.3  Z75).

Other Book Sources

Almanac of Business and Industrial Financial Ratios.  Ed. by Leo Troy.  Englewood Cliffs, NJ: Prentice Hall, 1995-  .  (Ref. 338.5  T759a).

American Library Association Directory.  New Providence, NJ: R.R. Bowker.  (Ref. 027.073  Am35a).

Acronyms, Initialisms & Abbreviations Dictionary.  Detroit: Gale, 1985.  (Ref.  423.1  Ac77).

The Barna Report; An Annual Survey of Life-Styles, Values, and Religious Views.  Ventura, CA: Regal Books, 1991-  .  (Ref.  277.3  B252b).

Business Statistics of the United States.  Ed. by Courtenay Slater.  Lanham, MD: Bernan Press, 1996-  .  (Ref. 338.5  S115b).

Census of Population.  Washington, DC: U.S. Department of Commerce.  

Country and City Data Book: A Statistical Abstract Supplement.  Washington, DC: U.S. Department of Commerce, 1977-   .  (Ref. 317.3  Un3c).

Encyclopedia of Associations.  Ed. by Peggy Daniels and Carol Schwartz.  Detroit: Gale Research Inc, annual.  (Ref. 061.73  En19e  1993).

The Gallup Poll; Public Opinion 1972-1977.  Ed. by George Gallup.  Wilmington, DE: Scholarly Resources, 1978-   .  (Ref. 303.3  G138).

Historical Statistics of the United States; Colonial Times to 1970.  Washington, DC: U.S. Department of Commerce, 1975.  (Ref.  317.3  Un3h).

Industry Norms & Key Business Rations  (“Statistics in Over 800 lines of Business”).  NY: Dunn & Bradstreet Information Services, 1995-  .  (Ref. 338.5  In2I).  

International Financial Statistics.  Washington, DC: International Monetary Fund, 1995-.  (Ref. 332   In8).

Mental Measurements Yearbook.  Ed. by Oscar Buros.  Highland Park, NJ: Gryphon Press, 1953.  (Ref. 371.26   B937m).

Personality Tests and Reviews: Including an Index to the Mental Measurement’s Yearbook.  Ed. by Oscar Buros.  Highland Park, NJ: Gryphon Press, 1970.  (Ref. 371.26  B937p).

Social Indicators III: Selected Data on Social Conditions and Trends in the United States.  Washington, DC: U.S. Department of Commerce, 1980.  (Ref. 317.3  Un3so).

The Statesman’s Year-Book: Statistical and Historical Annual of the States of the World….  New York: St. Martin’s Press, 1975-   .  (Ref.  320.02  St29).

Statistical Abstracts of the United States.  Washington, DC: U.S. Department of Commerce, 1954-present.  (Ref. 317.3  Un3s).

Tests: A Comprehensive Reference for Assessments in Psychology, Education, and Business.  Ed. by Richard Sweetland and Daniel Keyser.  Austin, TX: Pro-ed, 1991. (Ref.  153.93  T289b).

United States Government Manual.  Lanham, MD: Bernan, 1997.   (Ref. 353  Un3).

Periodical Indexes

(*Source: OCLC FirstSearch Databases, 3rd ed.)

Available at Bryan College at no charge.

ArticleFirst

A general index of nearly 13,000 journals in all fields.  Covers from 1990 to the present for most journals.  Updated daily. *

ContentsFirst

Contains the complete table of Contents for nearly 13,000 journals.  Covers 1990 to the present for most journals.  Updated daily. *

ERIC

ERIC (Education Resource Information Center) is a major education index covering not only education journals, but also contains over 850,000 annotated references to non-journal material.  Covers 1966 to present.  Updated monthly.*

GPO

GPO Monthly Catalog contains more than 450,000 records for documents printed by the U.S. Government.  It covers congressional reports, hearings, debates, judiciary material, etc.  Covers 1976 to the present.  Updated monthly. *

General Periodicals OnDic

Usually called “Proquest” by the library staff.  This provides indexes and abstracts for 1,500 journals.  Covers from 1986 to the present.  Full image articles for nearly 400 journals is provided on about 800 CD-ROM’s

Humanities Source
Index of over 400 journals in all areas of the humanities.  Approximately 60 titles are full text.  Covers from 1980’s to the present.

Medline

Indexes over 3,500 journals published around the world.  Most records contain abstracts.  Covers 1965 to the present.  Updated monthly. *

NetFirst

NetFirst is a database of internet-accessible resources.  Approximately 10,000 to 15,000 records are added monthly. *

PapersFirst

Indexes papers presented at worldwide meetings, conferences, expositions, workshops, congresses and symposia.  Covers 1993 to the present.  Updated monthly. *

ProceedingsFirst

ProceedingsFirst is a database of citations from worldwide meetings, conferences, expositions, workshops, and symposia.  It provides an overview of the event’s activities.  Covers 1993 to the present.  Updated monthly. *SIRS Researcher

SIRS Researcher is a full text source for thousands of full text articles related to the social sciences, selected from over 800 publications worldwide.

World Wide Web

Internet connection to thousands of information sources.

Available at Bryan College for a Nominal Fee

Arts and Humanities Search

Indexes over 1,300 of the world’s leading arts and humanities journals including more than 1.4 million records.  Covers from 1980 to the present.  Updated weekly. *

AIDS / Cancer

Provides comprehensive, multidisciplinary coverage of all the fields of virology, immunology and oncology.  Covers the last six years plus the current year.  Updated monthly. *

Applied Science and Technology Abstracts

Indexes over 350 key international journals in the applied sciences and technology field.  Covers 1983 to the present.  Updated monthly. *

BasicBIOSIS

Indexes 500 journals in 96 subject areas related to biological and biomedical sciences.  Covers from 1988 to the present.  Updated weekly. *

BioDigest

Contains lengthy abstracts written in non-technical style.  Covers from 1989 to the present.  Approximately 300 new records added monthly. *Biography Index
Indexes biographical information from 2,700 journals.  Covers 1984 to present.  Updated monthly. *

Book Review Digest

Cites book reviews from about 100 journals.  Covers 1983 to present.  Updated monthly. *

Business Dateline

Indexes more than 450 sources including major newspapers and regional publications.  Covers 1985 to the present.  Updated weekly. *

CINAHL

The Cumulative Index of Nursing and Allied Health Literature indexes 800 health and medical journals.  Updated monthly. *

Consumer Index

Contains more than 90,000 entries and 60,000 abstracts on tests, evaluations, warnings, recalls, etc.  Covers from 1989 to the present.  Updated quarterly. *

DataTimes

Indexes major U.S. and international newspapers. Covers 1996 to present.  Updated daily. 

EBSCO MasterFile

Indexes nearly 2,400 periodicals including the New York Times and Wall Street Journal.  About 1000 of these are full text.  Also includes McGill book reviews.  Covers 1990 to the present.  Updated daily. *

EconLit

Citations and abstracts for 400 journals, books and papers in economics.  Covers 1969 to the present.  Updated monthly. *

Education Abstracts

Indexes all aspects of education from 400 journals.  Index covers from 1983 to the present.  Abstracts begin from 1994 to the present.  Updated monthly. *

Environment

Covers all the primary sources for 11 abstracting journals for the last five years plus the current year.  Updated monthly. *

FactSearch

An index of 1,000 newspapers, periodicals and other documents containing articles providing facts and statistics.  Covers from 1984 to the present.  Updated quarterly. *

GenSciAbstracts

General Science Abstracts provides abstracts to articles in 100 leading science journals.  Index from 1984 to present.  Abstracts from 1993 to present.  Updated monthly. *

GEOBASE

Indexes 3,000 journals and 2,000 books, conference proceedings and reports in the fields of geography, ecology and related subjects.  Covers 1980 to the present.  Updated daily. *

GeoRef

Contains citations to nearly 2 million records about geology and earth sciences from 1785 to the present.  Updated bi-monthly. *

HumanitiesAbs

Humanities Abstracts contains abstracts for over 300 humanities periodicals.  Covers 1984 to the present.  Updated monthly. *

IndxLegalPer

The Index to Legal Periodical & Books covers 620 journals, yearbooks, institutes, reviews, etc. published in the U.S., Great Britain and other countries.  Covers 1981 to the present.  Updated monthly. *


MDX Health

MDX Health digest is a consumer health database indexing 200 magazines, journals, medical school and hospital publications.  Covers 1988 to the present. Updated monthly. 

NewsAbs

Newspaper Abstracts provides 15 to 40 word abstracts to significant articles in more than 50 national and regional newspapers, including New York Times, USA Today, Wall Street Journal, Boston Globe, San Francisco Chronicle, etc.  Covers 1989 to present.  Updated weekly. *

New York Times

Contains the full text for the most recent 90 days of the late city edition of the New York Times.  Contains abstracts from 1994.  Updated daily. *

PAIS International

Indexes articles, books, conference proceedings, government documents, book chapters and statistical directories in all areas of public affairs,  Banking, business, education, government, international relations, social sciences, statistics, etc.  covers 1991 to the present.  Updated monthly. *

PerAbs

Periodical Abstracts has more than 800,000 records from 1,500 periodicals.  Bryan College also has the full image version of this contained on about 800 CD-ROM’s.  Covers 1987 to present.  Online version updated weekly.  Full image CD-ROM version updated monthly. *

PsychFIRST

Indexes more than 1,300 journals published in 50 countries in the field of psychology. Covers the past three years plus the current year.  Updated monthly.* 

SocioAbstracts

Indexes and abstracts articles from 1,900 journals related to sociology.  Covers 1974 to the present.  Updated in June and November. *

WilsonBusAbs


Wilson Business Abstracts provides complete indexing and abstracting for 345 leading business magazines.  Index from 1986 to the present.  Abstracts from 1990 to the present.  Updated monthly. *

Other Online Sources

Books in Print

Contains bibliographic information for about 1.8 million books currently “in-print”.  Updated weekly. *

Business and Industry

Contains facts, figures and key events for companies, industries and products. *

Business Organizations

Includes the full names, addresses, phone and fax numbers and contact persons for more than 25,000 organizations. *

Disclosure Corporate Snapshots

Contains names, descriptions, key financial and other statistics for over 11,000 U.S. Corporations. *

Dissertation Abstracts

Covers dissertations accepted at accredited U.S. institutions since 1861.  Updated monthly. *

Eventline

Contains information about events scheduled worldwide from now until the 21st century.  Updated monthly. *




APPENDIX 7

ETHICAL PRINCIPLES OF PYCHOLOGISTS 

AND CODE OF CONDUCT


ETHICAL PRINCIPLES OF PSYCHLOGISTS AND CODE OF CONDUCT

Introduction 


The American Psychological Association’s Ethical Principles of Psychologists and Code of Conduct (hereinafter referred to as the Ethics Code) consists of an Introduction, a Preamble, six General Principles (A-F), and specific Ethical Standards.  The Introduction discusses the intent, organization, procedural, considerations, and scope of application of the Ethics Code.  The Preamble and General Principles are aspirational goals to guide psychologists toward the highest ideals of psychology.  Although the Preamble and General Principles are not themselves enforceable rules, they should be considered by psychologists in arriving at an ethical course of action and may be considered by ethics bodies in interpreting the Ethical Standards.  The Ethical Standards set forth enforceable rules for conduct as psychologists.  Most of the Ethical Standards are written broadly, in order to apply to psychologists, in order to apply to psychologists in varied roles, although the application of an Ethical Standard may vary depending on the context.  The Ethical Standards are not exhaustive.  The fact that a given conduct is not specifically addressed by the Ethics Code does not mean that it is necessarily either ethical or unethical. 


Membership in the APA commits members to adhere to the APA Ethics  Code and to the rules and procedures used to implement it.  Psychologists and students, whether or not they are APA members, should be aware that the Ethics Code may be applied to them by state psychology boards, courts, or other public bodies.  


The Ethics Code applies only to psychologists” work-related activities, that is, activities that are part of the psychologists’ scientific and professional functions or that are psychological in nature.  It includes the clinical or counseling practice of psychology, research, teaching, supervision of trainees, development of assessment instruments, conducting assessments, educational counseling, organizational consulting, social intervention, administration, and other activities as well.  These work related activities can be distinguished from the purely private conduct of a psychologist, which ordinarily is not within the purview of the Ethics Code. 


The Ethics Code is intended to provide standards of professional conduct that can be applied by the APA and by other bodies that choose to adopt them.  Whether or not a psychologist has violated the Ethics Code does not by itself determine whether he or she is legally liable in a court action, whether a contract is enforceable, or whether other legal consequences occur.  These results are based on legal rather than ethical rules.  However, compliance with or violating of the Ethics Code may be admissible as a evidence in some legal proceedings, depending on the circumstances. 

In the process of making decisions regarding their professional behavior, psychologists must consider this Ethics Code, in addition to applicable laws and psychology board regulations.  If the Ethics Code establishes a higher standard of conduct than is required by law, psychologists must meet the higher ethical standard.  If the Ethics Code standard appears to conflict with the requirements of law, then psychologists make known their commitment to the Ethics Code and take steps to resolve the conflict in a responsible manner.  If neither law nor the Ethics Code resolves an issue, psychologists should consider other professional materials and the dictates of their own conscience, as well as seek consultation with others within the field where this is practical. 

Preamble

Psychologists work to develop a valid and reliable body of scientific knowledge based on research.  They may apply that knowledge to human behavior in a variety of contexts.  In doing so, they perform many roles, such as researcher, educator, diagnostician, therapist, supervisor, consultant, administrator, social interventionist, and expert witness.  Their goal is to broaden knowledge of behavior and where appropriate, to apply it pragmatically to improve the condition of both the individual and society.  Psychologists respect the central importance of freedom of inquiry and expression in research, teaching, and publication.  They also strive to help the public in developing informed judgments and choices concerning human behavior.  This Ethics Code provides a common set of values upon which psychologists  build their professional and scientific work.


This Code is intended to provide both the general principles and the decision rules to cover most situations encountered by psychologists.  It has as its primary goal the welfare and protection of the individuals and groups with whom psychologists work.  It is the individual responsibility of each psychologist to aspire to the highest possible standards of conduct.  Psychologists respect and protect human and civil rights, and do not knowingly participate in or condone unfair discriminatory practices.


The development of a dynamic set of ethical standards for a psychologist’s work-related conduct requires a personal commitment to a lifelong effort to act ethically; to encourage ethical behavior by students, supervisees, employees, and colleagues, as appropriate; and to consult with others, as needed, concerning ethical problems.  Each psychologist supplements, but does not violate, the Ethics Code’s values and rules on the basis of guidance drawn from personal values, culture, and experience.

General Principles

Principle A: Competence


Psychologists strive to maintain high standards of competence in their work.  They recognize the boundaries of their particular competencies and the limitations of their expertise.  They provide only those services and use only those techniques for which they are qualified by education, training, or experience.  Psychologists are cognizant of the fact that the competencies required in serving, teaching, and/or studying groups of people vary with the distinctive characteristics of those groups.  In those areas in which recognized professional standards do not yet exist, psychologists exercise careful judgment and take appropriate precautions to protect the welfare of those with whom they work.  They maintain knowledge of relevant scientific and professional information related to the services they render, and they recognize the need for ongoing education.  Psychologists make appropriate use of scientific, professional, technical, and administrative resources.

Principle B: Integrity


Psychologists seek to promote integrity in the science, teaching, and practice of psychology.  In these activities psychologists are honest, fair, and respectful of others.  In describing or reporting their qualifications, services, products, fees, research, or teaching, they do not make statements that are false, misleading, or deceptive.  Psychologists strive to be aware of their own belief system, values, needs, and limitations and the effect of these on their work.  To the extent feasible, they attempt to clarify for relevant parties the roles they are performing and to function appropriately in accordance with those roles.  Psychologists avoid improper and potentially harmful dual relationships.

Principle C: Professional and Scientific Responsibility


Psychologists uphold professional standards of conduct, clarify their professional roles and obligations, accept appropriate responsibility for their behavior, and adapt their methods to the needs of different populations.  Psychologists consult with, refer to, or cooperate with other professionals and institutions to the extent needed to serve the best interests of their patients, clients, or other recipients of their services.  Psychologists’ moral standards and conduct are personal matters to the same degree as is true for any other person, except as psychologists’ conduct may compromise their professional responsibilities or reduce the public’s trust in psychology and psychologists.  Psychologists are concerned about the ethical compliance of their colleagues’ scientific and professional conduct.  When appropriate, they consult with colleagues in order to prevent or avoid unethical conduct.

Principle D: Respect for People’s Rights and Dignity


Psychologists accord appropriate respect to the fundamental rights, dignity, and worth of all people.  They respect the rights of individuals to privacy, confidentiality, self-determination, and autonomy, mindful that legal and other obligations may lead to inconsistency and conflict with the exercise of these rights.  Psychologists are aware of cultural, individual, and role differences, including those due to age, gender, race, ethnicity, national origin, religion, sexual orientation, disability, language, and socioeconomic status.  Psychologists try to eliminate the effect on their work of biases based on those factors, and they do not knowingly participate in or condone unfair discriminatory practices.

Principle E: Concern for Others’ Welfare


Psychologists seek to contribute to the welfare of those with whom they interact professionally.  In their professional actions, psychologists weigh the welfare and rights of their patients or clients, students, supervisees, human research participants, and other affected persons, and the welfare of animal subjects of research.  When conflicts occur among psychologists’ obligations or concerns, they attempt to resolve their conflicts and to perform their roles in a responsible fashion that avoids or minimizes harm.  Psychologists are sensitive to real and ascribed differences in power between themselves and others, and they do not exploit or mislead other people during or after professional relationships.

Principle F: Social Responsibility


Psychologists are aware of their professional and scientific responsibilities to the community and the society in which they work and live.  They apply and make public their knowledge of psychology in order to contribute to human welfare. Psychologists are concerned about and work to mitigate the causes of human suffering.  When undertaking research, they strive to advance human welfare and the science of psychology.  Psychologists try to avoid misuse of their work.  Psychologists comply with the law and encourage the development of law and social policy that serve the interests of their patients and clients and the public.  They are encouraged to contribute a portion of their professional time for little or no personal advantage.

6.06 Planning Research

Psychologists design, conduct, and report research in accordance with recognized standards of scientific competence and ethical research.

Psychologists plan their research so as to minimize the possibility that results will be misleading.

In planning research, psychologists consider its ethical acceptability under the Ethics Code.  If an ethical issue is unclear, psychologists seek to resolve the issue through consultation with institutional review boards, animal care and use committees, peer consultations, or other proper mechanisms.

Psychologists take reasonable steps to implement appropriate protections for the rights and welfare of human participants, other persons affected by the research, and the welfare of animal subjects.

6.07 Responsibility

Psychologists conduct research competently and with due concern for the dignity and welfare of the participants. 

Psychologists are responsible for the ethical conduct of research conducted by them or by others under their supervision or control.

Researchers and assistants are permitted to perform only those tasks for which they are appropriately trained and prepared.

As part of the process of development and implementation of research projects, psychologists consult those with expertise concerning any special population under investigation or most likely to be affected.

6.08 Compliance with Law and Standards


Psychologists plan and conduct research in a manner consistent with federal and state law and regulations, as well as professional standards governing the conduct of research, and particularly those standards governing research with human participants and animal subjects.

Institutional Approval


Psychologists obtain from host institutions or organizations appropriate approval prior to conducting research, and they provide accurate information about their research proposals.  They conduct the research in accordance with the approved research protocol.

6.10 Research Responsibilities


Prior to conducting research (except research involving only anonymous surveys, naturalistic observations, or similar research), psychologists enter into an agreement with participants that clarifies the nature of the research and the responsibilities of each party.

6.11 Informed Consent to Research

Psychologists use language that is reasonably understandable to research participants in obtaining their appropriate informed consent (except as provided in Standard 6.12, Dispensing With Informed Consent). Such informed consent is appropriately documented.

Using language that is reasonably understandable to participants, psychologists inform participants of the nature of the research; they inform participants that they are free to participate or to decline to participate or to withdraw from the research; they explain the foreseeable consequences of declining or withdrawing; they inform participants of significant factors that may be expected to influence their willingness to participate (such as risks, discomfort, adverse effects, or limitations on confidentiality, except as provided in Standard 6.15, Deception in Research; and they explain other aspects about which the prospective participants inquire.

When psychologists conduct research with individuals such as students or subordinates, psychologists take special care to protect the prospective participants from adverse consequences of declining or withdrawing from participation.

When research participation is a course requirement or opportunity for extra credit, the prospective participant is given the choice of equitable alternative activities.

For persons who are legally incapable of giving informed consent, psychologists nevertheless 1) provide and appropriate explanation, 2) obtain the participant’s assent, and 3 obtain appropriate permission from a legally authorized person, if such substitute consent is permitted by law.

6.12 Dispensing With Informed Consent


Before determining that planned research (such as research involving only anonymous questionnaires, naturalistic observation, or certain kinds of archival research) does not require the informed consent of research participants, psychologists consider applicable regulations and institutional review board requirements, and they consult with colleagues as appropriate. 

6.13 Informed Consent in Research Filming or Recording


Psychologists obtain informed consent from research anticipates prior to filming or recording them in any form, unless the research involves imply naturalistic observations in public places and it is not anticipated that the recording will be used in a manner that could cause personal identification or harm. 

6.14 Offering Inducements for Research Participants 

In offering professional services as an inducement to obtain research participants, psychologists make clear the nature of the services, as well as the risks, obligations, and limitations.  (See also Standard 1.18, Barter with patients and clients.)

Psychologists do not offer excessive or inappropriate financial or other inducements to obtain research participants, particularly when it might tend to coerce participants. 

6.15 Deception in Research 

Psychologists d not conduct a stud involving deception unless they have determined that the use of deceptive techniques is justified by the study’s prospective scientific, educational, or applied value and that equally effective alternative procedures that do not use deception are not feasible. 

Psychologists never deceive research participants about significant aspects that would affect their willingness to participate, such as physical risks, discomfort, or unpleasant emotional experiences.  
Any other deception that is an integral feature of the design and conduct of an experiment must be explained to participants as early as is feasible, preferably at the conclusion of their participation, but no later than at the conclusion of the research.  (See also Standard 6.18, Providing Participants with Information about the Study.) 
6.16 Sharing and Utilizing Data


Psychologists inform research participants of their anticipated sharing or further use of personally identifiable research data and of the possibility of unanticipated future uses. 

6.17 Minimizing Invasiveness


In conducting research, psychologists interfere with the participants or milieu from which data are collected only in a matter that is arranged by an appropriate research design and that is consistent with psychologists’ roles as scientific investigators. 

6.18 Providing Participants with Information about the Study

Psychologists provide a prompt opportunity for participants to obtain appropriate information about the nature, results, and conclusions of the research and psychologists attempt to correct any misconceptions that participants may have. 

If scientific or humane values justify delaying or withholding this information, psychologists take reasonable measures to reject the risk of harm. 

6.19 Honoring Commitments 


Psychologists take reasonable measures to honor all commitments they have made to research participants. 

6.20 Care and Use of Animals in Research 

Psychologists who conduct research involving animals treat them humanely. 

Psychologists acquire, care for, use, and dispose of animals in compliance with current federal, state, and local laws and regulations and with professional standards. 

Psychologists trained in research methods and experienced in the care of laboratory animals supervise all procedures involving animals and are responsible for ensuring appropriate consideration of their comfort, health, and humane treatment. 

Psychologists ensure that all individuals using animals under their supervision have received instruction in research methods and in the care, maintenance, and handling of the species being used, to the extent appropriate to their role. 

Responsibilities and activities of individuals assisting in a research project are consistent with their respective competencies. 

Psychologists make reasonable effort to minimize the discomfort, infection, illness, and pain of animal subjects. 

A procedure subjecting animals to pain, stress, or privation is used only when an alternative procedure is unavailable and the goal is justified by its prospective scientific, educational, or applied value. 

Surgical procedures are performed under appropriate anesthesia; techniques to avoid infection and minimize pain are followed during and after surgery. 

6.21 Reporting of Results 

Psychologists do not fabricate data or falsify results in their publications.

If psychologists discover significant errors in their published data, they take reasonable steps to correct such errors in a correction, retraction, erratum, or other appropriate publication means. 

6.22 Plagiarism


Psychologists do not present substantial portions or elements of another’s work or data as their own, even if the other work or data source is cited occasionally. 

6.23 Publication Credit

Psychologists take responsibility and credit, including authorship credit, only for work they have actually performed or to which they have contributed. 

Principal authorship and other publication credits accurately reflect the relative scientific or professional contributions of the individuals involved, regardless of their relative status.  Mere possession of an institutional position, such as Department Chair, does not justify authorship credit.  Minor contributions to the research or to the writing for publications are appropriately acknowledged. Such as in footnotes or in an introductory statement. 

A student is usually listed as principal author on any multiple-authored articles that is substantially based on the student’s dissertation or thesis. 

6.24 Duplicate Publication of Data


Psychologists do not publish, as original data, data that have been previously published.  This does not preclude republishing data when they are accompanied by proper acknowledgment. 

6.25 Sharing Data


After research results are published, psychologists do not withhold the data on which their conclusions are based from other competent professionals who seek to verify the substantive claims through reanalysis and who intend to use such data only for that purpose, provided that the confidentiality of the participants can be protected and unless legal rights concerning proprietary data preclude their release. 

6.26 Professional Reviewers

Psychologists who review material submitted for publication, grant, or other research proposal review respect the confidentiality of and the proprietary rights in such information of those who submitted it. 
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� Miles et al. (1994) suggested 16 strategies.


� Read the data several times making reflective memos in the margins of field notes and transcripts.


� The researcher described what was seen; classified the data into 5 or 6 general themes; interpreted or made sense of the data.  


� Tables contained text, not numbers.


� Qualitative research did not always focus on cause and effect.  





� Adapted from A Christian Writer’s Manual of Style by Bob Hudson and Shelley Townsend


� To ensure a normal distribution for statistical analysis most sample sizes should have at least 35 subjects.  If one, two or more groups are involved in a study, each group should have a minimum of 35 subjects. 





� For example, number between 000 and 151 or between 00 and 93.


�  For example, before referring to the random table, determine to use the third column from the left and the 6th row down as a starting point.


� If the population total is a three digit number such as “151”, then use only the last three digits on the right side of the column.  If the population total is a two digit number such as “93”, then use only the last two digits on the right side of the column.


� From R.V. Krejcie and D.W. Morgan.  1970.  Educational and Psychological Measurement, 30, 608.  


� See Winks Users Manual, “Describing Quantitative Data”, pages 3-4 to 3-11;  “Describing Qualitative Data”, pages 3-11 to 3-13,   “Detailed Statistics and Histogram”, pages 4-2 to 4-4; and Summary Statistics on a Number of Variables”, pages 4-4 to 4-5. 





� For example, nominal, ordinal, interval, or ratio level measurement. 


� WINKS, pages 4-25 to 4-28


� WINKS, pages 4-38 to 4-40


� WINKS, pages 4-56 to 4-58


� WINKS, pages 4-21 to 4-25


� WINKS, pages 4-58 to 4-64


� WINKS, pages 4-19 to 4-20


� WINKS, pages 4-32 to 4-34


� WINKS, pages 4-58 to 4-64


� WINKS, pages 4-35 to 4-38


� WINKS, pages 4-50 to 4-52


� WINKS, page 4-50 to 4-52





� Example: Hypothesis 1 (Ha1) -- There was a relationship between self-rated writing skill level and satisfaction with a degree completion program.  Items on questionnaire -- 2.  How would you rate yourself as a writer?  11. How satisfied are you with the Quest program?





� In Sample C the headings are Church, Rate, and so forth.  The headings establish the orientation for the sheet.  In Sample C, the first respondent to the questionnaire: Attended church 6 times in the last two months,  Rated him/herself as a good writer, Listed Candy as the nemesis food (see Appendix 2)  





� For example, using Sample A the researcher had designed the questionnaire in order to count the total responses to questions four through eight (see Appendix 2).


� For example, start the analysis with Hypothesis One. Hypothesis (Ha1) -- There was a relationship between self-rated writing skill level and satisfaction with a degree completion program.  Items on questionnaire -- 2.  How would you rate yourself as a writer?  11.  How satisfied are you with the Quest program? The hypothesis can receive the file name H1.dbf.





� This version of the APA Ethics Code was adopted by the American Psychological Association’s Council of Representatives during its meeting August 13 and 16, 1992, and is effective beginning December 1, 992.
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