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Table of Contents

Refer to the following templates to guide you in your final presentation.  

Before you begin typing in the information you will need to set the “tabs”.  If you are using Microsoft Word, 2003:

1. Tool Bar <Format>,  <Tab>
2. The default tab is 0.5.  Leave that.  In the “tab stop position” type in 6.0.  The alignment is right, and the Leader is #2 (…..).  Select <Set> and then <OK>. 
3. What this does is set up your tabs so that the page numbers are justified on the right side of the page.  

If you are using Microsoft Word 2007:

Table of Contents Tabs

1. Home Tab
a. Paragraph (group on tool bar) – click on the little square on the bottom right-hand side.  A new window will open. 
i. Bottom Right ‘Tab’ .  A new window will open.
1. Stop position – type in 6.0
a. Right alignment
i. Option 2 (……)
1. Click ‘OK’
Set your margins the same as the project templates (left at 1.5 and the rest at 1.0)

Page numbers for this section are: i, ii, iii, etc.  Pagination for the Table of Contents is in the bottom center of each page.

Keep this section separate from the main document – as well as from the Title page.  Microsoft Word does not readily allow a switch/change of numbering styles within a document.

If you have tables or figures in your narrative, they should be listed in your Table of Contents (see APA, p. 147 for an explanation of textual narrative versus a table format for data presentation).


Tables and Figures

Tables

	Tables usually present numerical data, but can also consist of words to present qualitative comparisons.  Data is arranged in an orderly display of columns and rows (see Table 1).  Find more on pp. 147-175 in your APA manual.

Table 1
Science Background Knowledge Pre and Post Mean Scores and Gain Scores
	Classes
	Pretest Mean
	Posttest Mean
	Gain

	Class A
	73
	85
	+12

	Class B
	69
	94
	+25

	Class C
	72
	75
	+  3

	Class D
	71
	96
	+25



Note.  If you have notes or a key, it would go here.  The font is 9 in Times New Roman. The word note is in italics.

Figures
Figures are “any type of illustration other than a table.  A figure may be a chart, graph, photograph, drawing, or other depiction” (p. 176). For more information, see pp. 176-201 in your APA manual.  Even though an author would avoid having more than one table or figure on a page, the following is an example of a figure.  Please note the differences in formatting. 



Figure 1. Comparing first grade, Class A, pre and post DRA scores.  
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Chapter 1

Introduction – Nature of the Problem

	You begin a research study or creative project by identifying the topic and the purpose of the study.  The importance of your topic should be explicitly stated in the introduction.  And, the research issue or purpose should be as specific as possible, yet stated concisely.  Follow the prompts or guidelines noted toward the end of this handbook in the boxed portion labeled “Chapter 1, Introduction – Nature of the Problem”.  The purpose of the Introduction is to convince the reader of the importance of your study.  In the opening paragraphs of this chapter, you provide sufficient background information (based on your literature review) that justifies why the study should be conducted.
	The Introduction Chapter should be between three and six pages.  As in all scholarly writing, your narrative should be in 3rd person and should typically be in an active voice.
Thesis
	The introductory narrative sets the stage for your statement of purpose.  Your narrative might introduce a problem or an issue that needs to be addressed.  In any event, it leads to a clear and precise statement of purpose.  Again, you should refer to the specific prompts/guidelines for writing Chapter 1 at the end of this handbook. You conclude the introduction with your statement of purpose.  Remember, this is to be clear and precise.  The purpose of this thesis is . .  
	Following the paragraph wherein you offer your statement of purpose, you should have a new sub-heading entitled “Delimitations.”  This section describes or states what will not be undertaken in your particular study.  In other words, the delimitations section states what it is that you will not do in your proposed study. 
	After the Delimitations section, you should establish yet another sub-heading entitled “Definition of Terms.”  In this section, a glossary of terms is provided for the reader.  Such a glossary (definition of terms) will give the reader a frame of reference for your study prior to the start of Chapter 2 which is your literature review.    
Creative Project
	As in writing a thesis, the introductory paragraphs for a creative project give the reader background information on a problem that needs to be addressed.  This background information justifies why a study needs to be conducted or whey a creative project needs to be undertaken.  The background paragraphs lead directly to the statement of purpose.  The purpose of this project is . . . 
	Following the paragraph where you present your statement of purpose, you should have a new sub-heading entitled “Delimitations.”  This section describes or states what will not be undertaken in your particular study or project.  In other words, the delimitations section states what it is that you will not do in your proposed creative project. 
	After the Delimitations section, you should establish another sub-heading entitled “Definition of Terms.”  In this section, a glossary of terms is provided for the reader.  Such a glossary (definition of terms) will give the reader a frame of reference for your study prior to the start of Chapter 2 which is your literature review.  
	The closing paragraph for a creative project should be a new sub-heading entitled “Researcher Qualifications.”  This closing paragraph of Chapter 1 describes your qualifications for conducting and completing the proposed project.  This is written in 3rd person.  
	

Chapter 2
Literature Review
	A vital component of each Master’s Capstone project is a high quality review of the literature.  A solid, comprehensive Literature Review establishes you as an expert on the subject you have chosen to study.  As you go through the process of immersing yourself in what others have written about your topic of interest, you broaden your knowledge and understanding..  
	If you are writing a thesis, your review of the literature gives you a solid foundation for determining study purposes and how you might proceed in the conduct of a study.  For students who are doing a creative project, the review of literature provides background information for formulating project goals and objectives.  A thorough review of the literature helps you frame the Methodology that restates the proposal by which the study/project will be conducted.  The Statement of Purpose is articulated in Chapter 1.  The study/project Methodology is outlined in Chapter 3.  
	As inferred by its title, the Literature Review is exactly that – a review, conducted and written by you, of what scholars and experts have published about your chosen subject. Follow the prompts or guidelines noted toward the end of this handbook in the boxed portion labeled “Chapter 2, Literature Review” of this Graduate Handbook.  The suggestions presented there were prepared by the SUU Graduate Faculty and are intended to guide you in the preparation and writing of your Literature Review.  You should closely follow those guidelines.
	At the end of your review, you should write a summary.  This summary highlights your main conclusions, including reference to the most relevant aspects of your study of the literature.
For the Proposal, written in EDUC 6650/PE 6080, the Literature Review requires a minimum of 15 pages.  For EDUC 6933 when you complete your entire Master’s Capstone project, the Literature Review should be at least 20 pages.  In addition, the final review should include a minimum of 20 separate references. 
Chapter 3
Methodology
Thesis  [Note:  When writing Chapter 3 of the proposal, follow the prompts/guidelines noted toward the end of this handbook in the boxed portion labeled “Chapter 3, Methodology for Thesis or Methodology for Creative Project.”  The guidelines noted were prepared by the SUU graduate faculty.] 

	The Thesis begins with a statement of purpose (restated from Chapter 1) and clear research questions, etc.  (Refer to page 113 of the APA manual for heading Level 3 and Level 4)
Participants and Setting
	  Participants should be described in enough detail for the reader to visualize them.  When a sample is very small, consider providing a description of individual participant.  A population should be named, and if only a sample within the population was studied, the method of sampling should be described.  It there was attrition, state the number who dropped out and information on the drop-outs. Describe your informed consent procedures, if any, as well as steps taken to maintain confidentiality.  
Instrumentation
	Unpublished instruments should be described in detail.  Published instruments should be described briefly – describe the traits that it was designed to measure, format, and the possible range of score values.  For unpublished instruments (survey you designed) and published instruments (standardized tests, textbook test), information on the validity and reliability should be reported.  Examples of instrumentation should be provided in the appendix. If you use a variety of instruments they should be explained using subheading 4 (see example of survey, test, etc). 
	Survey. Surveys are a useful design to use when seeking to collect data quickly and economically, study attitudes and opinions, and survey geographically dispersed individuals.  Surveys are also useful for assessing information at one point in time (across-sectional study), or over time (a longitudinal study).
	Tests (standardized, criterion, etc.). National standardized tests (SAT, ACT, GRE, GDE), state tests (End-of-year), teacher made, curriculum based, etc.
	Interview. The process where researchers ask one or more participants in a study mostly, general, open-ended questions and record their answers.  This information is then transcribed or typed into a data file for analysis
	 Observation. The process of gathering first –hand information by observing people and places at a research site.  Advantages include the opportunity to record information as it occurs in a setting. Disadvantages include being limited to those sites and situations where researchers can gain access.  
Procedures
	Experimental procedures, equipment, and other mechanical matters should be described in sufficient detail so that the study can be replicated.  Timeline of events should be given.  To assure triangulation a “crosswalk” can be helpful.
Analysis
	Describe how the data was analyzed.  What type of statistical analysis was used, or word patterns.  What was the rationale behind the type of analysis selected?





Creative project  [Note:  When writing Chapter 3 of the proposal, follow the prompts/guidelines noted toward the end of this handbook in the boxed portion labeled “Chapter 3, Methodology for Thesis or Methodology for Creative Project.”  The guidelines noted were prepared by the SUU graduate faculty.] 

	The Creative Project begins with a clear statement of purpose and clear questions or specific objectives to be addressed, etc.  
Participants
	Participants should be described in enough detail for the reader to visualize them.  When a sample is very small, consider providing a description of individual participant.  A population should be named, and if only a sample within the population was studied, the method of sampling should be described.  It there was attrition, state the number who dropped out and information on the drop-outs. Describe your informed consent procedures, if any, as well as steps taken to maintain confidentiality.  
Resources
	 What did you use to develop the project?   
Procedure or Timeline
	How did this creative project develop, and how was it implemented? 
Project evaluation
	 How did you determine if your creative project “made a difference” in student achievement?  This section must be clear, consistent to goals, and coherent for the reader to follow.  
Remember that for the proposal, you are writing in present and/or future tense. However, for the final writing of your project, you will write in past tense. 

Chapter 4

Results

The results section summarizes the data collected and the statistical or data analytic treatment.  Data is presented in sufficient detail to justify the conclusions (Chapter 5).  Discussing the implications of the results is not appropriate in this chapter.  All relevant results are mentioned, including those that counter the hypothesis.  Do not include individual scores or raw data (except in single-case designs).  
Begin with a lead-in paragraph or two that restates the purpose (questions or needed accomplishments).  Provide an outline or overview so the reader knows the organization and what to expect in the chapter.  
Thesis

	Organize the analysis and results around the research hypothesis, purposes, or questions stated at the conclusion of Chapter 2.  Standard statistical procedures need only be named; you do not need to show formulas or calculations.  Present descriptive statistics first followed by inferential statistics.  Use tables and figures as supplements to the narrative to support complex information. Supportive data that is valuable but not essential is placed in the appendices.  
Creative Project

	Results are organized by project goals.  The results focus on the degree to which project goals were met.  Were all elements of the project met?  Present the program evaluation data clearly and concisely.  Use tables and figures to organize and simplify your results. Supportive artifacts are placed in the appendices.     
Tables. Tables allow complex data to be expressed in a tidy format.  Tables should not be used when results can easily be expressed in text (e.g. if the table is unusually short with only a few columns or rows). Tables usually show exact numerical values with the data arranged in an orderly display of columns and rows (see p. 12 of this document).  Reserve tables for crucial data that simplifies the text that otherwise would be crowded with numbers.  Organize large amounts of data in tables and give each table a number and descriptive title (see section APA Tables 3.62, 5th ed., p. 147).  Choose the medium that presents the data most clearly and economically.  An important rule is that a good table should stand alone.  The reader should not have to refer to the text for basic information needed to understand the table.  Abbreviations and acronyms must be spelled out or explained. Use the APA Table Checklist (p. 175). 
Figures. Figures are any type of illustration other than a table (see p. 12 of this document). A figure may be a chart, graph, photograph, drawing, or other depiction. Figures can be extremely helpful to a reader.  They can be used to simplify complex information that would be difficult or lengthy to express in words (e.g. structural equation models, apparatus). Carefully consider the use of figures; tables are often preferred due to the exact information they present.  Figures do convey, at a glance, an overall pattern of results.  Refer to APA 5th ed. Figures 3.75, p. 176.  Use the APA Figure Checklist (p. 201). 
Be certain that the text mentions all tables and figures. Number all tables and figures with Arabic numerals in the order in which the tables or figures are first mentioned in text (Table 1, Table 2, etc and Figure 1, Figures 2 etc.). Every table and figure has a brief but clear and explanatory title.  Follow all APA rules for tables and figures. End the chapter with a summary, conclusion or transition to the interpretations in Chapter 5. If more information is desired on for creative projects, please ask your capstone advisor for Creative Project Suggestions document.   


Chapter 5

Discussion

	Having presented the results in Chapter 4, you are ready to evaluate and interpret their implications. As the researcher you are free to examine, interpret, and qualify the results.  You may also draw inferences from them, emphasizing any theoretical consequences and the validity of your conclusions.
	Open the Discussion section by clearly stating how the chapter is organized.  Most commonly the alignment of the chapter is as follows:
· Why is this problem important?  What are the issues? (Refer to Chapter 2)
· What are the similarities and differences between your results and the work of others? Do not simply reformulate and repeat points already made.  You are contributing to the reader’s understanding of the problem Point out results, finding, and/or accomplishments.  
· Provide possible explanations supportive of results, i.e. speculation, inference and reflection. 
· Address limitations of the study or project.
· What are the practical or theoretical significance of the study/ creative project?  What real-life phenomena might be explained or modeled by the results?  What has been done with the study or project?  Were results or project shared?  
Thesis
The conclusion synthesizes answers and findings and the importance of the findings.  Researcher can pose new questions that the data may have elicited.  Conclusion may refer to what would/could/should happen next and provide closure for the reader. 
Chapter 6 
Reflection 

	Written in first person, this chapter is a reflection on the creative project experience.  What worked well?  What changes would be made next time? What was learned from this experience? Where do you go from here with this project? How will you change your professional practice as a result of your findings?

(Note: Chapter 6 is used for the Creative Project Only, not used for the Thesis.)




References
	Mark pp. 215-281 in the APA manual and use carefully!
	HINT:  Formatting your references using the "hanging" function will help you considerably.  In most Microsoft Word documents, you select format (from the menu), select paragraph, select special, select hanging and .5.  In this way, you do NOT have to use tabs to have the correct format. 

	Also note that it is currently suggested that the references are single-spaced with a double space between items. 

	Your References require exact alignment with APA. The placement of every comma, period, parenthesis, italics, ampersand (&), colon, and abbreviation counts.  See the five examples for the most common reference points.

1.  Note the periods, spaces, commas, italics, title capitals and lower case words, and volume indication for single author and journal reference.

Beichner, R. J. (1993).  Technology competencies for new teachers:  Issues and suggestions.  Journal of Computing in Teacher Education, 9, 17-20. 

2. Note the periods, spaces, commas, colons, italics, title capitals and lower case words, city, state, and publisher.

Bogdan, R., C., & Biklen, S. K. (1998).  Qualitative research for education:  An introduction to theory and methods (3rd ed.).  Boston, MA: Allyn and Bacon. 

3. Find the periods (or lack of them), spaces, commas, colons, italics, title capitals and lower case words, location, n.d. (for no date), and http address. 

Feistritzer, C. E. (n.d.).  Teacher preparation and classroom size reduction.  Testimony before the House Committee on Education and the Workforce.  Retrieved October 13, 2000, from http://www37.pair.com/ncei/Testimony 022498.htm

4. Because some of our Internet sources do not have authors, please see the following as a way to handle that information.  

National Center for Educational Statistics [NCES]. (2003). National Assessment of Educational Progress: The nation's report card. Washington, DC: U.S. Department of Education. 

5. At the end, for every item cited in the context of the paper, there must be an exact one-to-one relationship between references and citations (except for personal citations that are in the context but are not represented in the Reference page).

Appendix A

Title
	Refer to APA manual page 299.  Begin document on the same page (consent letter form, example of instrument used, and supporting evidence for research).  If it is student work, remove the name of the student and either photocopy or scan.
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