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Dear Graduate,

Your thesis is a formal document th
demonstrates that you have conduc
an original research project. Tr
knowledge and skills you have gaint
from a wide range of discipline
during your undergraduate ar
graduate studies culminates in t
completon of the thesis requiremen
Through your work on the thesis, yc
demonstrate that you ca
professionally follow a projec
through to completion. The thesis is
crucial step in your academic ar
professional development.

The thesis reveals your ability pose
an interesting problem or questio
conduct research according to t
conventions of your discipline t
arrive at a sophisticated set
conclusions. Additionally, the proces
demonstrates your setfiotivation and
your ability to professionally dieer a
polished final product.

In order to maintain a high standard
quality in the work accepted for

graduate degree, the Faculty of Al
and Social Sciences in collaboratic
with the Library of the University of
Balamand has developed this Mant
to help you prepare the final copy
your thesis.

Good Luck.

The Library Administration

Cheére Etudiante, cher Etudiant

Votre rapport, mémoire ou thése ¢
un document qui montre votr
aptitude a mener a bien un travi
original de recherche. Le
compétences et le savoir acquis tc
au long de votre formatior
supérieure, a travers les différent
disciplines étudiées, tant au nive

de la licence que du Master
concourent vers la rédaction de
travail.

Durant le &roulement de votre

recherche, vous devez faire preuve
votre capacité de poursuivre L
travail acad®mi q
travail constitue donc une étagg
importante de votre formatiol
académique et professionnelle.

Aussi, ce travail doitl prouver vos
aptitudes a poser une problématiq
ainsi que des questionnements. Il d
€galement servir a démontrer vot
capacité de mener votre travail
recherche a son terme selon |
exigences de la discipline étudiée.
cherche en plus a mettre enliek
votre motivation personnelte celle
qui vous pousse a présenter un tra
de recherche bien acheve.

Afin donc dbéabou

recherche de qualitéobservant un
certain niveau scientifique requ
pour un Mastere, la Faculté d
Lettreset des Sciences Humaines
| 6Uni versit® de
demettre a votre disposition ceu(@e
Pratigue de la &cherche, visant i
vousdiriger lors de la rédaction final:
de votre travail.

Bon travall
La Bibliothéque, la direct
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1. Introduction

The submission of a thesis the last step in a program leading to the award of a
graduate degree. The document istaement of the results ofpeeriod of research

and related preparation, undertaken partially fulfill the requirements for an
advanced degred@he purpose offite Mastermprogram is to graduate students whose
research skills equip them to perform successfully in both academic and professional

environments.

Studentsd work is <carried out under t he
professor and committee mbers who supervise it for the intellectual content. Before
beginning workon the thesis candidatesust present a proposal fapproval bytheir

supervisoy and the Deawho may consult with an ad hooramitteeof specialists

This Manual is intended aa reference fostudents and supervisors who wish to
consultit for particular requirements and expectations. o use thesegreviously

filed because changes have been made, and candidates are responsible for following
the requireranss in effect when th thesis ideing preparedrhe Manual also contains

the Research Student PolicyAppendix A) and theThesis Supervision Policy
(Appendix B)

1.1 General Considerations

A thesisshould provide sufficient evidence to enable examiners to determine that the
research issophisticated and has arnginal element The following are some guiding
points:

U To present your thesis a professional style, it is essential that you adhere to
the standards angquirements set forth in thisaual. It isyour responsibiliy to

read and follow the requirements presented here and to submit documents of the
highest quality.

U Since the lesiswill be added to the University Library collection and archive,

the approval of the Head Librarian is sought in relatiofotmat. The final copies



will not be accepted with corrections, insufficient margins, or if they are of such

poor quality that reproduced and/or digitized copies cannot be made.

U Your supervisoshould be consulted for specifiontentrequirementsAlso see

Appendix C

U The Head Librarian will not sign the Graduation Clearance Form until final

approval (from the Faculty and Librarian) of the submitted material is given.

Therefore, documents have to be submitted prior to the signing @rtdduation

Clearance Form.

U You are urged to consult the Head Librarian if you have any questions in

relation tothefinal presentation of the work.

1.2 Submission of Material

With regardsto the submission of theseseveral steps ought to be followed, before

and after the defense:

1.2.1 Before the defense:

1

Threep el i mi nary copies of the thesis shou
to distribute to the members of the jury before the defense and the Lamcry

oneto the supervisadior corrections in formatting.

The preliminary coms should be submitted at least one month before the

defense date.

The student will take the Thesis Completion Clearance Form (Appendix T)

from the Library to have it signed properly after the defense and the required

corrections are made.

1.2.2After thedefense:

4.

Further revisions required by the Jury and the Library should be made before
submitting a copy of the final ver sion
Pageo as final approval . Pl ease refer

appendix othe Policy and Style Manuals.

t



5, After finalizing the ASignature Pageo,

submitted to the Main Library within one (1) week of the defense.
6. Submitted Material: All degree candidates will be required to turn in the
following items in person:
a. One unbound copy oRabrianopaper within a large enough envelope

(title page attached on the outgid® plastic folder as a Circulation

Copy. The document and covers should be clipped or tied together,
NOT stapled or punched.

b. One eletronic copy on CEROM as an Archive Copy. No writing on
the CD itself.

c. The Thesis Completion Clearance form signed by the student and the
supervisor.

7. After checking these items, the Librarian will then sign the Thesis Completion
Clearance form whichwillé&d r et urned to the Deanos

Registrar office for the final grade.

1.3 Copyright Issues

Ownership of copyright shall reside with the student. However, the student must grant
royalty-free permission to the University to reproduce copidgb®thesis or report.

The University,in consultation with the FASSuthorizes the use of the name of the
University of Balamand or an abbreviation of the name on the cover of any
duplication of this document in whole or in part. As such the graduditdavie to

acquire permission from the University to publish this work outside UOB.

Of



2 Form of the Thesis

2.1 Language

Adequate command of the English, Arabic or French languagerequired.
Assistance, if needed, should be sought with faculty members ofetbeamt
department, as well as in standardtidinaries and handbook$ composition. These
materials can béound in the main Library.

2.2 Paper
U The thesis or report must be typed on one side on 21 x 29.7 cm (A4) white,
acid-free paper of 80 gr. and 25% regfton.
O To confirm the type of paper, it shoul o
brand name once held up to the light.
U The final document should be printed on Fabriano paper (15gyeaantee,

acid free and antermites).

2.3 Margins
U Right (left for Arabic), top, and bottom margins: a minimum of 2.5ane
required.
U Left margin (right for Arabic): 3cm
U Header and Footer margins: 1.25cm
0 For the binding process, text, illustrations (figsly or tables must not appear

outside the specified margins.

2.4 Spacingand Indention

U Preliminary pages, tables, figures and appendicesand a halfspace;in

Arabic single space

U Footnotessingle space

U Text body:double space, in Arabic EXACTLY 32pt

U Reference ligWorks Cited Doublespacng (in Arabic EXACTLY 32pt with

a hanging indent of 1cm; in Arabic EXACTLY 32pt with a hanging indent of

1lcm



0 NO right alignment of English textin Arabic text paragraph alignment is
right.

U Paragraph indentation of 1 cm is obligatory.

U One blank entry betwedmeading and subheading sectidN® blank entries
between paragraphs.

U One blank entrafter tablefigures

U One blank entry before and after a long quotation (more than 4 lines)

2.5 Headings and subheadings:
U Levels of heading and subheadings establish the hierarchy of sections in
order to oient the reader.
U Headings function as an outline to reveal the organizafidineobody of the
thesis
U One to five levels of headings can be used depending astrtieture of the
thesis.
0 Numbering in addition to levels of headings as a way of signposing
optional and dependent upon the conventions of your discipline.

U The format of the five levels of hdings is as follows (AppendD):

Chapter Title: Upper And Lower Case(bold; 14 pt. = Arabic 18 pt.)
Body Level 1: Upper And Lower Case (regular; ptt = Arabic 16 pt.)
Body Level 2: Italics Upper And Lower Case (italics; 12 pt.Arabic
14 pt.)

Body level 3:  Upper and lower case (underlined; 12 ptArabic 14

pt.)
Body Level 4: Upper and lower case (regular; 12 ptArabic 14 pj.

EXAMPLE:
Title: Assessment oEconomic Development
Level 1: 3.1 Aggregate economic growth

Level 2: 3.3.1 Developments in the external trade secf#98
Level 3 3.3.1.1 Exports and imports in the GCC and MDE countrie9897




Level 4: Export revenues
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U Each chapter should begin on a new page while the gtaminis continuous

and placed at the top rightand side of the page.

2.6 Pagination

Preliminary pages The following guidelines apply to title pagsignaturepage,

acknowledgments and dedication, table of contents, lists of tables and figures,
abstrat, etc.):
Small Roman numerals i , i i ,centelied at the betdrn of each page,
1.25cmup from the bottom edge of the pag®oter margin)
Title page is considered page "i" but is not numbered. The next page is "ii" and

continues until first pagef text.

Body of the Thesi& Appendices:The following guidelines apply to the text:
First page of text is "1" (Arabic numerals 1 , ), and is Blatedt theupper
right-hand corneArabic: Hindi numeralsplacedat theupperleft-hand cornéy
1.25cmup from thetop edge of the pag@ieader margin)

Page 2 and subsequent text pages are numbhate@laced athe upper right
hand cornerArabic: placedat theupperleft-hand corner 1.25cmup from the
top edge of the pagéHeader margin)Text begns 2.5 cm from the top edge for
chapter headings.

Page numbers from 1 to the end should be consecutive ingludbles,
figures, references arappendices.

2.7Fonts



2.8

2.9

2.10

U Acceptable fonts are Times New Roman (English and French) / Traditional
Arabic (Arabic); donot use modern or ornamental styles.

U The same typeface must be used throughout the document.

U Acceptable font sizén the body and preliminary pages12 point (English

and French) 14 point (Arabic)cll L,

U Larger type up to 14éoint (English and French)18 point (Arabic) can be
used for chapter/section titles.
U Bold face may be used in the preliminary pages (before the text) and major

headings but not in the body of the text.

Printing
Laser pinting or any other letter quality printing using black ink is requfieed
all text material Dot matrix or ink jet printing are not acceptable unless of high

resolution (600 dots/inch or more) to generate the same effect as laser printing.

Corrections

0 Corrections on the submitted copies, i.e. whiteout, correction tape,
interlineations (wording written between the lines of the text), etc., will not be
accepted.

0 All submissions must be neatly executed and correct in spelling, punctuation
and format.

U Proofead carefully before copying and submitting your document to the
Library.

U Once copies are sent for binding, no corrections will be accepted.

U The hard copy must be identical to the electronic format.

Figures
U Figures include original photographs, charteapips, maps, diagrams and
drawings.
0 All figures must be listed in th&ppendix of the Table of Contents as List of
Figures.
U Figures are inserted in the text as close as posHigethe first reference is

made to it.



U Color copies are accepted, but bewafdight colors that do not appear in
reproductions (ex: blue ink).

U Figure captions mustppear centered below the figuoentaining the figure
number according to chapter and sequence. lIts title is in bold and 10 pt. font
(Figure 1.3: The variations stholastic performange

U Figures placed lengthwise on the page should be positioned so that the top is

on the left margin. The caption must also be placed horizontally.

2.11 Tables
U All tables must be listed in theppendixof the Table of ContentasList of
Tables.
U Tablesare inserted in the texds close as possibédterthe first reference is
made to it.
U Color copies are accepted, but beware of light colors that do not appear in
reproductions (ex: blue ink).
U Table captions must appeeentered abovéhe talbe, containing the table
number according to chapter and sequence. lIts title is in bold and 10 pt. font
(Table 2.1: Percentage of dropouts across ten years
U Tables appearing horizontally on the page should be positioned so that the
top is on the left marg. The caption must also be placed horizontally.

U Terms and signs should be clearly explained.

2.12 Common Guidelines for Figures and Tables
U Remember to acknowledge the source of any table you reproduce or modify
from another author or work.
U Give numbers andeadings or captions to all tables and figures that appear in
the text. Number the tables and figures consecutively throughout the paper by
using a decimal system to number them by chapter. (The first table in Chapter 1
would be Table I.1, the second Takl@, and so on.).
U Be consistent in using a capitalization scheme when you refer to figures or
tables within your text . | f you ©prefer
AFigure, 0 do so throughout your paper.
31land abl e 3.4.0)



U If you continue a table or a figure onto succeeding pages, repeat the table or
figure number and the word Acontinuedo
caption.

U In cases where numerous tables or figures would disrupt the flow of the text,
you may group them at the end of the chapter, in the order of their mention in
the text.

U If you have appendix tables and figures with individual titles, you must list
each in the list of tables and list of figures. But if you have many appendix
tables and/ofigures that can be grouped under an appendix title, you do not
have to give them separate titles, numbers, headings or captions or list them in
the list of tables or figures. The appendix title in the table of contents is
sufficient description, as thelfowing example illustrates.

APPENDIX A: MECHANICAL DRAWINGS 132

APPENDIX B: DATA TABLES 136

2.13 Oversize Figures and TablésppendixE)

If you have trouble fitting a large table or figure within the margins, place the table or
figure and its numbeland caption sideways (landscape position) on the page.
However, place the page number in its usual position at the bottom of the page as if it
were printing in the normal (portrait) orientation. (You may have to print twice or cut
and paste to get the pagember in the correct location.) Tables or figures landscaped
on a page should have their top edge near the left binding side of the paper.

If figures and tables are larger than 21 x 29.7 cm (A4), you have three options:

Reduction: Copies must be clearkligible.

Page numbers and captions must remairsiat.

Margins: Right, left, and bottom margins: 2.5cm; and

margin: 3cm.

Folding: The page should be 29.7 cm in height to be bound pro

with the other pages.

Be careful or else page mag blamaged. Correct margi
and position of page number must be maintained or]

oversize page.




Pocket Pocket material must be folded to within 18 x 25.4 cm.

material: No numbering is required but should be listed in the T
of Contents.

If pocket material is CD or Floppy diskette, 3 copies m

be submitted.

2.14 Exhibits

U Exhibits are items like videos, groups of slides, or a model.

U The items must be clearly labeled.

U Extra copies of thetitle page are required to attach for identification
purposes.

U If an exhibit is an intgral part of a thesiswo idenical versions must be
submittedexcept in the case of threemensional models.

2.15 Quotations & Parentheticélitations
Refer to the QUICK NOTES related to the adopted citation styl&merican

PsychologicalAssociation (APA) Style Manuaf the Modern Language Association
(MLA) Style Manual,available in the UOB Bookshop: section IV. Parenthetical

citations.

2.16 Footnotes

U Limit the use of footnotes. If the information is trivial remove it; if it is

important enpugh include it in the main document.

0 Use footnotes as explanatory or supplementary notes or personal

commentary of the author that does not belong in the main text. They sometimes

present a view opposed to that presented in the text. Or they elaboratd a p

relating to the main argument but not important enough for inclusion in the

main paper.

U Do not use footnotes for referencing or bibliographic citations.

U Refer to theQUICK NOTESrelated to the adopted citation styfemerican
Psychological Association(APA) Style Manual or Modern Language
Association (MLA) Style Manuahvailable in the UOB Bookshoectionll.

Notes.

1C



3 Arrangement of Content

For an explanation of the structure of the content of the thesis see Appendix C.

3.1 Preliminary Pagesifuesd) claiall)
These pages are numbered separately form the body of the thesis, using lower case
Roman numerals (i, ii, iii, é) centered at

be placed in the order as listed below.

3.1.1Title Pagg(y) s+l 4ai) (Page du Tike)
U Required
U Not numberd but first page of ththesis.
U Content: full of ficial title of thesis;
full name of the degree; and date (month and year) of graduation
U English Format Appentk F/ SampleAppendix G
U Arabic. Format AppendiAA / Sample AppendixBB
0 French: Format Appendi®G/ Sample AppendixH

3.1.2SignaturePage(dal sl s i) (FOor me dOApprobati on)
U Required.
0 Numberedandplaced as second page after cover page.
U This to certify that the Supervisand Examining Committee members have
granted their approval as to the final version of the submitted material.cAs su
the student and the supervisboth hold responsibility for the format and
content of the thesigsee Appendix P).

U Your name must appear exactly as it does on Vile Pace.

U Note that fé and have isfacantimdationbféghe i1t 1 s
ssmtence that begins AThis is to certify
therefore remain as a | ower case | etter
it to a capital AAO, and you wi |l have t

U The number of signature lines can be adjustetbrding to the size of your

Committee.

11



0O Do NOT include facultyds professional
the Signature Pagi simply type their names beneath the lines you create for

their signatures.

U English Format Appendid / Sample Appendix

U Arabic. Format AppendixCC/ Sample Appendi®dD

U French:Format Appendixl / Sample AppendixdJ

3-1-3Acknowledgementg:laayl / S3) (Remerciements)
U Shouldnotexceedne page.

U Content: brief statement of appreciation or recognition for special assistance.
U Sample Appendix J

3.1.4Abstract(_=liiw) (Résumg
0 Required maximum length not morethan one page; approximately B0
wordsmaximum.
U Content: It is a briebut completesummay of the contents of the thesik
Sshould contain statements of the probl e
results (6whaté), and the conclusi ons.
U This part is written last, and is then placethatbeginning of thehesis.

U No reference to tables, figures or other works.

c:

Sample Appendix K

3.1.5Table of Contenté=i siadll) (Table de Matiéres)
U Requiredfor thesis to be used efficiently.
U Lists all parts of the thesis except title page sigdaturepage.
U Arabic numbes are used to distinguish parts; Hindi numbers for Arabic
texts. (Note: no numbering is required bsign posting through headings is
required.)
U Wording andor numbering should be consistent with the text.
U Content: Should provide an overview of the thesis structure by providing
main headigs and subheadings

U Sample Appendix L

12
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3.1.6 Glossary or Abbreviang e nd ae Alasivsall LI 3 yue) (Glossaire et
Abbreviations)
U Optional: used to explain abbreviations and more technical and subject
related terminology in alphabetic order

U Sample: Appendix N

3.1.7 Symbols and Nomenclatu(e len i ae Alaxianall 90l 3 jue) (SYMboles et
Nomenclature)
U Optional: used to explain symbols and nomenclature (names for things in a
particular field) in alphabetic order.

U Page layout similar to Glossary.

3.2 Body of the Thesigill. )l () (Corps dusujet)

This is the substance of the thedig detailed written statement of your research. The
internal organization of this material into chapters, sections and subsechmts

conform to the conventions of your disciplitdppendicesC and M.

Line spacing is double spacEhere should ber@ blank line betweesubheadings,
tables and figures. There should be variations in font size for headings and
subheadings while body foigt Times New Romaand 12 pint.

The last major division of the text is the Conclusion.

3.3 List of ReferenceBibliography/Works Cited _sladis aal sl 0 3 X
(Liste des RéférencHzibliograhie

Citing referencess a very important part of research and requires attention to detail.
Your reference list will contain complete entries for each source of information used
in the development of theargument, research and/@xperiment, and in the
interpretation of the data, including sources of charts, figures and images.

Citations not only document your research but tre#pw the reader to access your
sources for further irsstigation. When citing sources you must folltdve formatof a
style manual You cannot choose which pieces of information you will include and

the way in which you format that information.

13



The following rules will apply to any style manual:
U You should nbcombine styles or change within the document from one style
of citation to another one.
U The style Manualshow you the proper abbreviations, capitalizatiod an
punctuation to be used aitatiors.
0 You must follow theformat shown; you cannot addxtra peces of
information, nor should you change the eraf the information givene(q. If
the title of a book is shown in the example as being underlined, you will need to
do the same in your citation. You do not have the choice whether or not to

underlinei you must follow the example.)

The form of citations for referenceshouldcloselyfollow the style adopted by your
discipline:
U Social iences (Education, Physical Education, Mass Communicdfion,
Psychology Political Science American PsychologicaAssociation (APA)
documentation style
U Literature, Philosophy, HistoryThe Modern Language Association (MLA)
documentation style
U You can efer to theQUICK NOTES relatedto the adopted citation sgyl
available in the UOB Bookshop or on reserve in thierdry or it can be

downloaded from the UOB website.

3.4 Appendiceq~>) (Appendices)

The appendices contain any material which obstructs the smooth development of the
text of the thesis, but is important jugstify the resultslt is material or data thas

very detailed and lengthy to be included in the main body of the thesis, but which
should be available for examination by the examiners to convince them sufficiently.
Examples include immense tables of data, interview samples, questionnaire questions,

lengthy mathematical proofs or derivations, etc.

3.4.1 List of TablegJsaal 4a3Y) (Liste de Tables)

U Required:if document contains illustrations and tables.

14



U Content: caption must contain title and number of the table.

0 Scanned or downloaded materialavé to be cited in captions example,
(Richards, 1993)

U Sample: Appendix O

3.4.2 List of Figures(s sV 4a3Y) (Liste de Figures)
U Required:if document contains figures.
U Content: caption must contain title and number of the figure.
0 Scanned or downloaded materialave to be cited in captions example,
(Richards, 1993).
U The size of [yures and images has to be relative to the details portrayed.

U Page layout similar to List of Tables

15



Checklist
4.1 English

Format

Title page includes all the required information and name of the institution in
full as University of Balamand.

Alstract page is prepared in correct format aont more than one page
length; dout 300 words in length.

All required parts of the thesis have been included and are in the correct order.
__ Original fot photocopied) signatures of thesis exammittee and candidates
appear on all required documents.

Margin dimensions, indentations, spacing and pagination are correct.

Preliminary pages are numbered in lower case Roman numerals at the bottom
center of the page. Number is omitted frotke page.

Beginning with Chapter |, or with the Introduction, all pages of text are
numbered continuously.

Style of bibliographic references is consistent and followsdirect citation
style

Careful proefeading has been done toeck format of pages and for
typographical errors.

Paper is of required quality.

Procedures

One copy of the theds within a large enough envelop (title page attached on
the outside) or zip folder.
_______ Submit two electronic copies

$gn and submit the Agreement Form for the University of Jordan Library
Depository.

Submit all the required number of copies of additional materials.

Submit final clearance form to the Dean oSBAXor grade release (Appendix
T).

16



4.2 Arabic
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Appendix A: ResearchStudent Policy

Overview

In the Faculty of Arts and Social Sciences students have a maximum of 5 years to
complete their degree beginning with the first semester they register, and they must be
enrolled in the program for a minimum of 2 years. Should there be any reagon w
work is suspended during that residency period, students must obtain permission from
the Dean for a leave of absence otherwise the time allocation will continue to

accumulate.

The policy articulated in this appendix builds upon and supplements otihesrsity
policies that detail the Universityds posi
document is to set out the expectations of students in relation to higher degree
research training and the corresponding approach the University expeeteaich

students.

University policy in the area of research and research training provides a set of
principles and statements of good practice with respect to matters such as
responsibilities, rights and support.

1. Rights of a student
A student has the right to
U Access Library support and information services and IT infrastructure;
U Be advised by the supervisor on the suitability of topics;
U Be supervised by a faculty member who is engaged actively in research in
the general field;
U Be provided quality supeni@n throughout the research period;
U Be guided about the nature and scope of the research, relevant literature
sources and methodology, and the expected standard of research, analysis,
writing and presentation;
U Be notified of the criteria on which assessimand evaluation will be

made;
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U Raise any questioner concerns with supervisorsegghrtment Chairs,
Heads of Divisions, the Deaor the Office of Registration and Admissions,
whichever is appropriate in the context

U Possess all rights in copyrigbitthe sibmitted thesis

U Request a change of supervisor if the student is not satisfied for some
reason. Such a request will follow the correct channels as outlined in

Appendix U.

. Responsibilities of a studentA Student has to:

U Adhere to University rules and rdgtions pertaining to his/her degree;

0 Adopt an active, selnotivated approach to research while
acknowledging that the supervisor's input and guidance are crucial,

U Accept final responsibility forhe research and the thesis

U Treat University facilities ah equipment used in research with due care
and in an appropriate manner;

U Be aware of any developments affecting the thesis and maintain a broad
knowledge of the field by keeping abreast of the latest literature in the
research field,;

U Submit final drafts tht have been proofread and edited to an acceptable
scholarly standard for submissiofree of grammatical, spelling, and
typographical errots

U Maintain a mutuallyagreed level of contact with the supervisor; attend
meetings to discuss ideas, progress amthlpms; and continue the agreed
upon schedule for contact and for submission of work;

U Discuss outlines and drafts with the supervisor about the acceptable
standard of scholarly and technical presentation;

U Submit regular drafts of work as agreed with thegpal supervisor, and
allow the supervisor a reasonable amount of time to read and comment in
detail,

U Reactivate thesis every semester until the defense is completed and
complete thesisvithin the specified time;

U Ensure that no plagiarism or other foaihacademic misconduct, whether

intentional or not, is committed;
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U Ensure that the presentation and format tbé thesis meets the

University's requirements as set oatThe Style and Policy Manual and

submit thethesis ina form suitable for examinatiahat follows the protocols

of scholarly presentation appropriate to the discipline;

U Grant the University royaltfree permission to reproduce and distribute

copies of the thesi® the public, on a nenommercial basis.

0 Secur e exami ner sghatueipageddtheufinabtlsesison t he S
U Submit final clearance form to the Dean of FASS (appendix T) in order

for the thesis grade to be released to the Registrar
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u Appendix B: ThesisSupervision Policy
Overview
Successful research work depends on a good wonkgtadionship letween
supervisor and studerBupervisorsadvise students and encourage and assist them in
producinga thesis which constitutes original thinking and research in the field of
study.
The topic of the thesis should blefined by the studennd thesupervisor in

accordance with the research foci/foafghe Division/Department.

Thesis Supervisor

- The Supervisor should be a ftilne professor at the University of Balamaaud

should limit the number of students he/she supervises to possible.

- Parttimers can supervise if needed, arranged by the Division and approved by the

Dean

- In cases where a supervisor is outside of the Divisinoluding outside the

University,a casupervisor from the Division is mandatory.

- The Supervisoformalizes his/her agreement to supervise the thesis by signing the
Affidavit of Commi t ment obtained from the
student in the preparation of a Thesis Proposal.

- Supervisors can suggest topics for students to pursme | i ne with the D
research areas of expertise and the Depar
undecided about a research focus.

- The supervisor is responsible for ensuring that the student is familiar with all
administrative requirementsf the Faculty and the University and to ensure
compliance with all requirements.

-The Supervisor mu s t submit progress repor
every 3 months.

- The Supervisor is responsible for the proper use of language in theatheégigerall

guality control.

- The Supervisor is also responsible for informing the student of the correct format,

length and scope of the thesis.

- Towards the completion of the thesis, the Supervisor will discuss possible examiners

with the Head of Divien who will submit 35 names as possible internal and external
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exaniners to the Dean along with a suggested defense Aatéhis point the
supervisor will contact the library byreail to inform them that a thesis has been
submitted.

- The Supervisor miassubmit the Thesis Approval Form (Appendix P) along with
threeboundcopes of the thesisto he Deandés office 6 weeks pr
defense date.

- Supervisors should supply the examiners with copies of fthmework for
assessment and tlegaminer assessment form (Appendides® S) once they have
received the thesis and letter of appointment from the Dean

- Prior to the defense the supervisor should secure a copy of the official grade sheet
from the Deandés office.

- After the oral defense trgupervisor submits a repdd the Dearsummarizing the

or al defense including the dfciagradenformer sdé as
that reflects theaverage gradeN O T E : t he Deanés office wildl

form until the student haslsumi t t ed t he fi nal cl earance f ¢
(Appendix T).

Thesis Approval Procedure

-Once the supervisor determines that theppsal is well thought out, the student will
submit it tothe Dean of FASSor approval to proceed. At this point, tBean may
confer with @ ad hoccommittee of specialists in the field to determine that the

proposal is well structured and well thought out.

- After the Dean has given approval the thesis project may begin.
- Students may register for the thesis andgjimehe process after completing a
minimum of 12credits hours in the EL&nd the Physical Education progmbut 18

credit hours in all other programs.

Scope of the thesis

- 6071 120 pagesn length doublespaced, with 10% plus or minus is an acceptable
length for a MA thesis. In wortength this translates to a range of 15,0080,000
words, not including references and appendices.

- Supervisors are responsible to ensure quality not necessarily quantity of length.
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Within this framework, each specifiesgipline will determine the scope of the thesis

pertaining to the conventions and requirements of the discipline.

Thesis Defense

- The ThesisDefenseCommitteeconsistsof threemembersof professorialrank: the
advisorandtwo examiners. The Dean willappoint which examiner will function

as the chair of the committelm the case of a esupervisor, the Dean will decide if

the cosupervisor will be a member of the examining jury.

- Prior to the oral defensand no later than 15 days prior to the schedluefense,

the examinerswill submit the Thesis Evaluation Form (Appendi®) which will
includewhatever additional work or critical changes need to be made in order for the
thesis to pass.

- The date of the thesis defenseshould be posted approximatelytwo weeks in
advanceand isheld publicly.

- The defensebegins with the introduction of the candidateby the chair of the
committee. Theandidatehengives anoral summaryof the thesiswhich shouldbe
preparedin advance,and shouldlast approximatelythirty minutes (each Discipline
may have specific requirements).

-After the candidateds presentation, the qu
- After the oral defense the examiners deliberate and an average of their three grades
constitute the final grade awardenl the thesisExaminers will evaluate the thesis
based on a-pillar assessment framevwo(Appendix R and fill out the assessment
form (Appendix S).

- The committee lzair will publically inform the student of the grade and whether or
not the examiners reqe any additional revisions as well as how long thelet has

to make the revisions (extensions for revisions should be limited to a maximum of
two months). Then theocnmittee will submit the Defense Evaliost Forns to the
supervisor (Appendix S) whwill include them with the defense summary report to

the Dean.

Submitting Thesis Final Version

The student should make any ther revisions required by theormmittee before
submitting the final version of the thesis to the Library. All rules and regomif

the UOB Library as indicated in this manual must be followed. Any publication of the
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thesis mentioning the University or the Faculty requires the formal authorization of

the University.The Clearance form (Appendix T) will be filled out at this time
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Appendix C: Standard format and content for a thesis in Social

Scienced

l. Introduction
This chapter sets the context of the research. Here choose headings tkat tid
scene for the research.

Presentation of the subjecControversial ideas arm/ phenomenaConstruction of
the problematic or the hypothesisthe research is conducted within this type of
research paradigm.

Il. Literature Review

This chapter isusually the first one you write and it establishes the theoretical or
conceptual framewarfor the study. Choose headings that review literature that will
speak to issues and areas that have relevance to your research focus. This chapter
creates the o6l ensd through which you vie
how the research quest®emerged.

. Methodology chapter
This chapter describes what you did and how you did it. It frequently looks like this:

1 Overview of the study

1 Research Design

{1 Data gathering instruments (each one is described how it was constructed
and the piloting processwent through)
Data analysis (how it was done and choices made)
Ethical considerations should be included in the chapter but can either be a
section alone or incorporated into the descriptions of instruments and
procedures.
1 Conclusion

T
T

IV.  Findings and Discgsion
This chapteris the most fun to write! This is where you talk about what data you
collected and what it revealed to you.

V. Conclusion

This chapter summarizes the main conclusions and answers the key research questions.
Also include a section on therlitations of the study (all research has limitations) and

on possible recommendations that emerged.

*NOTE: Disciplinesin the Humanitiessuch as Literature, Philosophy, History,
Translation would have a different approach from this empirical researotatfo
However, theses in these disciplines would still have a logtralcture with an
introduction that sets the scemecontext for the analysis/discussi@conclusion that
sums up the contribution of the thesis and a body-8fchapters that presethe
argumentNOTE: Psychology case studies will also follow a slightly different format.



Appendix D: Headings and Subheadings Level 1: CENTERED

UPPERCASE; Font
Chapter 3 size 14; Style: Bold

Statistics atSquare One

_ Level 2: Upper And
Populations And Samples = <«———— Lower Case;Font size

14; Style: Regular

Populations
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Appendix E: Oversize Figures The top and the title of the figure or table should run
' vertically along the left margin of the page

Table 2.3: The Ethnicity and Occupations of Members of Hammond's Middle Class in 1891 who Remained in Hammond unt

Remained Percent Other
1891 German  American
1900 Remained ForeignBorn
Sabonkeeper 67 49 73% 35 6 8
r/Butcher/Baker 65 35 54% 28 5 2
Dry’Goods Merchant 31 16 52% 13 1 2
erchant 26 6 23% _3 2 1
Page numberson such figures or 189 106 56% 79 14 13
tables must be positioned in the
Livery| Same place on the page as on tex 31 17 55% 7 8 2
Buildil Pagesthat is the footer margin. 36 19 53% 9 10 B
Total This can be added by creating a 67 36 54% 16 18 2
Text Box from the Drawing
Real § t50lbar 27 15 56% 6 6 3
Physicrarmroenust 19 6 32% -- 6 --
Lawyer 11 6 55% 1 5 --
Clergy/Teacher 39 16 41% 2 9 5
Manage/Clerk/Bookkeeper 64 16 25% 8 6 2
Total 160 59 37% 17 32 10

Total 416 201 48% 112 64 25
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Appendix F: Title Page Format

Font size 14;

Four blank entries: Style: Bold
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Line Spacing of page: 1.5
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By
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Appendix G: Title Page Sample

Comparing the Conformity Characteristics of Retarded Children in

Regular Classes to thoseniSpecial Classes

By
Rachel Stevenson

Supervised by
Dr. Samuel Richardson

Assistant Professor

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

requirements for the degree of Masters of Education

Faculty of Arts and Swal Sciences

University of Balamand

February 2004

Copyright© 2004Rachel Stevenson
All Rights Reserved
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_____ }
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Examiner
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Graduate Studies
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Appendix K: Abstract 25¢cm

ABSTRACT w__

Alignment centered; Font size
14; style bold

The purpose of this study is to compare the conformity characteristics of retarded

chitiren in regular classde the conformity characteristics of retarded children who had
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To calculate the standard errors of the two mean blood pressures the standard

deviation of each sample is divided by the square root of the nwhtiex observations in
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AppendixN: Sampl e ALi st of Abbreviat

List of Abbreviations

/ Title with Font: 14; Style:
Bold

ons (

ABA Applied Behavioral Analysis
AB Adaptive Behavior
List arranged e .
BM alphabetically; Font: 12; Modification
Alignment: Justified .
cB ’ s Baselin Text Font: 12; Style: Regular;
CRS Continuous Reinford SPacing: 1.5; Alignment; Justified
Diseq. Disequilibriation
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Appendix P: Thesis Supervisor Approval Form

(Submit this form with 3 bound copies to the Dean of FASS approximathyéeks prior
to the anticipated defense date.)

1. To be filled by the student

Name of student: ID#
Department:
Starting semester: Ending semester:

2. To be filled by the thesis supervisor

Name of supervisor:

Professional rank:

Name of university: [ full time [J part time

Department affiliation:

3. Super vi s or 0 pertaioimgnionthe teadiness of thethesis and the

process involved in writing up the thesis

Signature of Supervisor: Signature of Head of Division:

3¢



Appendix Q: Thesis Evaluation Form

Faculty of Arts and Social Sciences

Jury Member:

Dear Jury Member:
This form is to be filled a n d returned to the Deanos of f |

receiving the draft of the thesis. Thalefense cannot proceed until all evaluation forms

have been submittedand amajority judges agreethat the thesis can be defended.

Once submitted this form is onfidential.
Name of student: Student ID:

Title of the Thesis:

The Thesis is pydged:

[] Acceptable as submitted
] Acceptable following minor revisions to the text*
[] Acceptable following considerable revisions to the text*

[ Unacceptable*

If unacceptable the reasons are*

[J Lack of originality

[] Inadequate literature review

[ Invalid conclusions

[J Lack of value as a contribution to knowledge

Other (specify):

Please provide detailed comments on a sepahaiet

Jury Member 6s signatur e Date
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Appendix R: Assessing theThesis ProjectSocial SciencegELT, Physical
Education, Education, Psychology, Political Science, Mass Communication, Transiat,
Arabic Language, French Second Language Acquisition)

A 5 pillar framework for assessment of the thesis should be employed.

1. Concept:When considering this pillar examiners determine if the project was based on
an argument that allowed for explacat and a substantive debate. Did the student choose
literature that supported and/or argued the concept? The student should also demonstrate
awareness of opposing views adding to the sophistication of the main argument. Finally,
how well the thesis is witen should be reflected in this grade.

1. Theoretical: When considering this pillar examiners determine if the project had a
strong theoretical foundation. They look at the literature review for its relevancy to the
research. In addition, examiners verifghe learning generated from the study was linked
in any meaningful way to the established theoretical framework.

2. Methodological: When considering this pillar examiners determine if the project was
executed with a solid methodology. The student must dstrate a sound understanding

of how to conduct research including awareness of ethical concerns and
trustworthiness/validity of findings.

3. Interpretively : When considering this pillar examiners determine if the student
demonstrated good quality thinkinglong with conclusions and inferences that are well
supported by the data/evidence with links to current studies and theories if possible.

4. Oral defense the quality of the defense should impact the final grade by 20%.
Examiners first evaluate the quality f t he student 0s opening
presentation should not exceed r@thutes(length should be determined by the discipline)

and should highlight the studybés special ne
student should be able to justifycadefend the choices made in the thesis and also exhibit
confidence and awareness of the entire process including how data was analyzed and how
conclusions were drawn.

Each pillar is worth 20% of the final grade awarded to the thesis. Note that 70% is a
passing grade for a thesmwhich is worth 6 credit hourg&ut the student must maintain a
cumulative average of 80% to be awarded the Master degree. A suggestetbrusaah

pillar of the assessment framewdokows:

19 - 20 exceptional/distinction
1871 18.9very good range

1771 17.9 good range

14-16.9 acceptable range

0 - 13weak to unacceptabtange
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Assessment of the Thesis Project/Humanitie&nglish Literature, Philosophy,
History)
A 5 pillar frameworkfor assessment of the thesis should bpleyed.

1. Conceptuat When considering this pillar examiners determine if the project had a
strong original component or if it could contribute to learning in a significant way.
Examiners should also take into consideration how well ideas are exprefstider or

not good language is used throughout the thesis.

1. Interpretive: This pillar speaks to the range and depth of the argument and to the
development of ideas with persuasive reasoning. The student should use a good range of
relevant examples with gtations and citations used effectively.

2. Organization: This pillar addresses the structure of the thesis. Are the chapters
arranged in a unified and coherent way to further the argument to its conclusion? Internally
chapters should be effectively arrangedl sign posted with clarity of title, headings and
subheadings. There should be a clear and logical arrangement of ideas.

3. Conclusion: This pillar addresses the significance of the main argument to current
scholarship. Did the student draw original dos®ns? Do the conclusions contribute to
learning in a noteworthy way? Does the thinking have an original component?

4. Oral defense the quality of the defense should impact the final grade by 20%.
Examiners first eval uat e ting epresgnta@oh. i Thiy of
presentation should not exceed 30 minutes (length should be determined by the discipline)
and should highlight the studyds special ne
student should be able to justify and defend the chonzete in the thesis and also exhibit
confidence and awareness of the entire process including how data was analyzed and how
conclusions were drawn.

Each pillar is worth 20% of the final grade awarded to the thesis. Note that 70% is a
passing grade for adhbis, which is worth 6 credit hours, but the student must maintain a
cumulative average of 80% to be awarded the Master degree. A suggested rubric for each
pillar of the assessment framework follows:

19- 20 exceptional/distinction

1871 18.9 very good mage

177 17.9 good range

14-16.9 acceptable range

0- 13 weak to unacceptable range
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Appendix S; Examiner Assessment ForrfSocial SciencegELT, Physical
Education, Education, Psychology, Political Science, Mass Communication, Translation,
Arabic Language, French Second Language Acquisition)

Please rate the thesis project using the following 5 pillar framework for assessment. Each
aspect of the thesis project should be rated out of 20. Please give written comments to
support your numerical mark. Use thisbric to guide your decision:

19-20 = exceptional/distinction range
18-18.9=very good range

17-17.9= good range

14-16.9= acceptable range

Less than 13 weak or unacceptable range

1. Conceptualt 120
2. Theoretical: 120
3. Methodological: 120
4 Interpretively : /20
5. Oral defense /120
Total grade: /100

Name and Signature of the examiner:

Note that 70% is a passing deafor a thesis but the student must maintain a cumulative
average of 80% to be awarded the Master dedtiease noteThe examining jury does

not award honors but awards a grade for the thesis. Theses qualify for honors based on the
University Honor Schae which is as follows: for theses awarded the grade-84% no

honors are awarded; for 85809 % fA Goodo i s -ad&wWrd¥dryf o086 %
100% AExcell ento.
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Examiner Assessment ForfHumanities (English Literature, Philosophy, History)

Please ratéhe thesis project using the following 5 pillar framework for assessment. Each
aspect of the thesis project should be rated out of 20. Please give written comments to

support your numerical mark. Use this rubric to guide your decision:

19-20 = exceptionatlistinction range

18-18.9 = very good range

17-17.9 = good range

14-16.9 = acceptable range

Less than 13 = weak or unacceptable range

1. Concept 120
2. Interpretive/Analytical : 120
3. Organization/Structure: /120
4. Conclusiorn /120

5. Oral defense /120
Total grade: /100

Name and Signature of the examiner:

Note that 70% is a passing grade for a thesis but the studehtmaintain a cumulative

average of 80% to be awarded the Master deflease noteThe examining jury does

not award honors but awards a grade for the thesis. Theses qualify for honors based on the
University Honor Scheme which is as follows: for tteeae/arded the grade 7684% no

honors are awarded; for 85809 % A Goodo i s -advwriléery f6oo®d %

100% AExcell ent o.
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Appendix T: Thesis Completion Clearance FornSample
. \T\‘ University of Balamand Libraries

i

29 Thesi€ompletion Clearance Form

?"lv OF \‘?‘\}

To be signed by all responsible parties after the defense and the required corrections are made;
then submitted to the office of the Dean of the Faculty. When the form is submitted, the grade for
the thesis will be sent to the Registrar.

To be completed by student:
Name of student:

ID# Signature:
Department:
Faculty:
Semester Submitted on: (DD-MM-YY):
Permission to Copy:

I, , hereby submit this thesis to the University of Balamand as partial
fulfillment of the requirements for a Masters degree. | agree that the UOB Libraries may make it available
to use in accordance with its regulations governing materials of this type. | further agree that quoting,
photocopying, digitizing or other reproduction of this document is allowed for private study, scholarship
(including teaching) and research purposes of a nonprofit nature. No copying which involves potential
financial gain will be allowed without written permission of the author.

To be completed by the Thesis Supervisor:

[] Student has successfully fulfiled the requirements for a Master degree from the Faculty of
in the Department of , including:

[] Completed all course work with a passing grade;

[1 Wrote a thesis of acceptable quality;

[] Successfully defended the thesis in front of 3 examiners.

[] I have reviewed the above student's thesis and the final version has been completed satisfactorily.

Publication Approval: [J YES as is presented [J YES with modifications [J No
Name of the Thesis Supervisor:
Date: Signature:

(DD-MM-YY)

To be completed by the Librarian:

[] Thesis meets the specifications as set out in the Graduate Policy and Style Manual.
[] Have received:

[ Final approved manuscript

[] One CD of the Thesis has been received

[ Signature page with required signatures

Name of the Librarian:

Date: Signature:
(DD-MM-YY)




Appendix U: Procedure for Change of Supervisor

Should a student feel that they would make better progress with a different supervisor than
the one originally assigned, the student has the right to infeeniHead of Division. The
Head of Division should investigate the situation thoroughly and determine whether or not

the student has a legitimate complaint.

If the Head of Division determines that a change of supervisor would be in the stulles
best inteest, the Dean of FASS will be informedhe Dean will determine how the
situation ca be reconcile including the possibility ofassigning a new supervisor
depending on the suitability and availability of staff.
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