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Dear Graduate,

Your report is a formal
document whose sole purpose is
to establish that you have made
an original contribution to
knowledge. The knowledge and
skills you have gained from a
wide range of disciplines during
your undergraduate and
graduate studies is culminated in
the completion of the report
requirement. You have
demonstrated that you can
professionally follow a project
through to completion. You
have been able to wuse all
existing data in order to answer
a complicated question or to

solve a problem.

The report is a crucial step in a
progressing stepping stone of
academic, professional and
personal growth. It is a
cooperative venture between the
student, the advisor and the
institution. This final document

emphasizes the aim of UOB to

encourage you to do appropriate
original research  through
investigation,  analysis  and
evaluation of data, and writing
and speaking about your

knowledge and conclusions.

In order to maintain a high
standard of quality in the work
accepted for a graduate degree,
the Library of the University of
Balamand has developed this
manual to help you prepare the

final copy of your report.

Good Luck.

The Library Administration
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1. Introduction

The submission of a thesis is the last step in a program leading to the award of a
graduate degree. The document is a statement of the results of a long period of research
and related preparation, undertaken to fulfill partially the requirements for an advanced
degree. The purpose of the Masters program is to graduate students whose research skills
equip them to perform successfully in both academic and professional environments.

Students’ work is carried out under the direction and supervision of their thesis-
director and Research Committee members who supervise it for the intellectual content.
Before beginning work on a thesis, candidates must present a proposal for the approval of
thesis-director and Research Committee members. Candidates are urged to consult with
their thesis-director early in the preparation of the thesis regarding both the subject and the
general plan of investigation.

Clear policies and guidelines about what is expected of candidates and
Supervisor/Thesis Director prove the commitment of the institution to training, advising
and encouraging its postgraduate students.

The formal requirements for application and candidature are outlined in the University
Catalog. For this reason, the Manual is only organized for easy reference by students and
Supervisor/Thesis Director who wish to consult particular requirements and expectations.
Do not use theses or dissertations previously filed because changes have been made, and
candidates are responsible for following the requirements in effect when the document is

filed. The Manual also contains:

1.1General Considerations

A thesis in Clinical Laboratory Sciences, in the Faculty of Health Sciences, should
provide sufficient evidence to enable examiners to determine that the investigation has
been conducted with a level of originality and significant research skills. The following are
some guiding points:

» To present your report in a professional style, it is essential that you adhere to the
standards and requirements set forth in this manual. It is your responsibility to read and

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

» Since the report will be added to the University Library collection and archive, the

approval of the Head Librarian is sought in relation to format. 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.

» The Research Committee should be consulted for specific content requirements.

» 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 of the clearance form. This might

delay your graduation.

» You are urged to consult the Head Librarian if you have any questions in relation to
final presentation of the work. Because there may be problems; do not wait until the

deadline period.

1.2 Submission of Material

All students have to abide by the following deadlines based on their degree:

Research Proposal Thesis Submission
Semester o ) )

Submission Deadline  Deadline
Fall November 20™ noon
Spring April 10" noon 20 working days before Defense
Summer July 15™ noon

With regards to the submission of theses, several steps ought to be followed, before and

after the defense:

1.2.1 Before the defense:

1. Preliminary copies (number set by the supervisor/thesis director) of the thesis
should be submitted to the supervisor/thesis director in order to distribute to the
members of the jury before the defense and the Library for corrections in
formatting.

2. The preliminary copies should be submitted at least 20 days before the defense
date.



3. The student will take the Thesis Completion Clearance Form (Appendix F) from
the Library to have it signed properly after the defense and the required corrections

are made.

1.2.2 After the defense:

1. Further revisions required by the Jury and the Library should be made before
submitting a copy of the final version to the Supervisor/Thesis Director to sign the
“Signature Page” as final approval. Please refer to the Thesis Supervision Policy in
the appendix of the Policy and Style Manuals.

2. After finalizing the “Signature Page”, the final copy of the thesis should be
submitted to the Main Library within one (1) week of the defense.

3. Submitted Material: All degree candidates will be required to turn in the following
items in person:

a. One unbound copy on Fabriano paper within a large enough envelope (title

page attached on the outside) or plastic folder as a Circulation Copy. The

document and covers should be clipped or tied together, NOT stapled or
punched.
b. One electronic copy on CD-ROM as an Archive Copy. No writing on the
CD itself.
c. The Thesis Completion Clearance form signed by the student and the
Supervisor/Thesis Director.
4. After checking these items, the Librarian will then sign the Thesis Completion
Clearance form which will be returned to the Dean’s Office to be sent to the

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 copies of the thesis or report.

The University, in consultation with the Faculty, authorizes 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 graduate will have to acquire permission

from the University to publish this work outside UOB.



1.4 Penalties

Failure to comply with the policies and standards outlined in the Manual will result in

delays in approving the student’s thesis.



2. Document Format
2.1 Language

Adequate command of the English, language and its constructions, spelling and usage
is required. Assistance, if needed, should be sought with faculty members of the relevant
Department, as well as in standard dictionaries and handbooks/manuals of composition.
These materials are found in the Main Library.

The writing in a technical report/thesis must be clear, accurate, and concise.
Sentences should be short, and paragraphs are used to separate divisions of content within
the report. Nothing should be in the report/thesis which does not contribute to the message.
Spelling is important and correct and clear sentence structures should be used.

Technical reports are written in the third person singular, neuter gender; for example:

USE Rather than
“The study was conducted” “We did the study”
“Measurements were taken” “I took measurements”

Authors and partners should not be mentioned in the report/thesis, as this distracts

the reader away from the contents, and toward the writer of the report.

2.2 Paper
» 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% rag cotton.
» To confirm the type of paper, it should hold the manufacturer’s watermark or brand
name once held up to the light.
» The final document should be printed on Fabriano paper (15 year-guarantee, acid

free and anti-termites).

2.3 Margins
» Right, top, and bottom margins: a minimum of 2.5cm is required.
» Left margin: 3cm.

» Header and Footer margins: 1.25cm



» For the binding process, text, illustrations (figures) or tables must not appear inside
the specified margins.

» Page numbers are the only items which may appear in the footer.

2.4 Spacing and Indention

» Preliminary pages, tables, figures and appendices: one-and-a half-space; no empty

blanks in between.

» Footnotes: single space.

» Text body: double space.

» Reference list: Double spacing with a hanging indent of 1cm.

» The right alignment of English text should be justified except where noted differently
such as in the Reference List.

» Paragraph indentation of 1 cm is obligatory.

» One blank entry between heading and subheading sections. NO blank entries

between paragraphs.

2.5 Headings and subheadings:
» Levels of heading and subheadings establish the hierarchy of sections in order to
orient the reader.
» Headings function as an outline to reveal the organization of the body of the thesis.
» One to five levels of headings can be used depending on the structure of the thesis.

» The format of the five levels of headings is as follows (Appendix G):
Chapter Title: Upper And Lower Case (bold; 16 pt.)

Body Level 1:  Upper And Lower Case (regular; 14 pt.)
Body Level 2:  Italics Upper And Lower Case (italics; 12 pt.)

Body level 3: Upper and lower case (underlined; 12 pt.)

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

EXAMPLE:

Chapter Title: ~ Assessment of Economic Development

Level 1: 3.1 Aggregate economic growth

Level 2:  3.3.1 Developments in the external trade sector, 97-98



Level 3: 3.3.1.1 Exports and imports in the GCC and MDE countries, 97-98

Level 4: 3.3.1.1.1 Export revenues

2.6 Pagination

Preliminary pages: The following guidelines apply to title page, signature page,

acknowledgments and dedication, table of contents, lists of tables and figures, abstract,
etc.):
= Small Roman numerals (i, ii, iii, iv...), placed at the upper right hand corner, 1.25cm
up from the top edge of the page (Header margin).
Title page is considered page "i" but is not numbered. The next page is "ii" and

continues until first page of text.

Body of the Thesis & Appendices: The following guidelines apply to the text:

» First page of text is "1" (Arabic numerals: 1, 2, 3...), and is placed at the upper right-
hand corner, 1.25cm up from the top edge of the page (Header margin).

» Page 2 and subsequent text pages are numbered and placed at the upper right hand
corner, 1.25cm up from the top edge of the page (Header margin). Text begins 2.5 cm
from the top edge for chapter headings.

Page numbers from 1 to the end should be consecutive including tables, figures,

references and appendices.

2.7 Fonts
» Acceptable font is Times New Roman; do not use modern or ornamental styles.
» The same typeface must be used throughout the document.
» Acceptable font size is 12 point.
» Larger type up to 14 point can be used for chapter/section titles.
» Bold face may be used in the preliminary pages (before the body text), with major

headings, and for emphasis, but not in the body of the text.

2.8 Printing
Laser printing or any other letter quality printing using black ink is required. 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.



2.9 Corrections

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

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

» Proofread carefully before copying and submitting your document to the Library.

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

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



3. Arrangement of Content

3.1 General Principles

The text of observational and experimental articles is usually (but not necessarily)
divided into the following sections: Introduction, Methods, Results, and Discussion. This
so-called “IMRAD” structure is not an arbitrary publication format but rather a direct
reflection of the process of scientific discovery. Long documents may need subheadings

within some sections (especially Results and Discussion) to clarify their content.

3.1.1 Title Page
» Required
» Not numbered but first page of the thesis.
» Content: full official title of thesis; candidate’s full name; precise use of the full
name of the degree; and date (month and year) of graduation

» Format Appendix | / Sample Appendix J

3.1.2 Signature Page
» Required.
» Not numbered but placed as second page after cover page.
» This is to certify that the Advisor and Examining Committee members have granted
their approval as to the final version of the submitted material. As such the student and
the advisor both hold responsibility for the format and content of the thesis or report.
» Your name must appear exactly as it does on your Title Page.
» Note that “... and have found that it is complete...”is a continuation of the sentence
that begins “This is to certify that I have examined...”, and should therefore remain as a
lower case letter “a”. Microsoft Word will always change it to a capital “A”, and you
will have to override that.
» The number of signature lines can be adjusted according to the size of your
Committee.
» Do NOT include faculty’s professional titles or degrees with their names on the
Signature Page-simply type their names beneath the lines you create for their
signatures.
» Format Appendix K / Sample Appendix L
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3.1.3 Acknowledgements
» Required: not more than one page.
» Content: brief statement of appreciation or recognition for special assistance.

» Sample Appendix M

3.2 Thesis Content:

Adopted from: Uniform Requirements for Manuscripts Submitted to Biomedical Journals:
Writing and Editing for Biomedical Publication. International Committee of Medical
Journal Editors (ICMJE).

3.2.1 Abstract

The abstract should follow the title page (Appendix N). It should provide the context
or background for the study and should state the study’s purpose, basic procedures
(selection of study subjects or laboratory animals, observational and analytical methods),
main findings (giving specific effect sizes and their statistical significance, if possible), and
principal conclusions. It should emphasize new and important aspects of the study or
observations.

Because abstracts are the only substantive portion of the article indexed in many
electronic databases, and the only portion many readers read, students need to be careful

that they accurately reflect the content of the article.

3.2.2 Introduction

Provide a context or background for the study (that is, the nature of the problem and
its significance). State the specific purpose or research objective of, or hypothesis tested
by, the study or observation; the research objective is often more sharply focused when
stated as a question. Both the main and secondary objectives should be clear, and any pre-
specified subgroup analyses should be described. Provide only directly pertinent

references, and do not include data or conclusions from the work being reported.
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3.2.3 Materials & Methods
This section should include only information that was available at the time the plan
or protocol for the study was being written; all information obtained during the study

belongs in the Results section.

Selection and Description of Participants

Describe your selection of the observational or experimental participants (patients or
laboratory animals, including controls) clearly, including eligibility and exclusion criteria
and a description of the source population. Because the relevance of such variables as age
and sex to the object of research is not always clear, students should explain their use when
they are included in a study report--for example, authors should explain why only
participants of certain ages were included or why women were excluded. The guiding
principle should be clarity about how and why a study was done in a particular way. When
students use such variables as race or ethnicity, they should define how they measured

these variables and justify their relevance.

Technical Information

Identify the methods, apparatus (give the manufacturer’s name and address in
parentheses), and procedures in sufficient detail to allow others to reproduce the results.
Give references to established methods, including statistical methods (see below); provide
references and brief descriptions for methods that have been published but are not well-
known; describe new or substantially modified methods, give the reasons for using them,
and evaluate their limitations. Identify precisely all drugs and chemicals used, including

generic name(s), dose(s), and route(s) of administration.

Statistics

Describe statistical methods with enough detail to enable a knowledgeable reader
with access to the original data to verify the reported results. When possible, quantify
findings and present them with appropriate indicators of measurement error or uncertainty
(such as confidence intervals). Avoid relying solely on statistical hypothesis testing, such
as P values, which fail to convey important information about effect size. References for
the design of the study and statistical methods should be to standard works when possible
(with pages stated). Define statistical terms, abbreviations, and most symbols. Specify the

computer software used.
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3.2.4 Results

Present your results in logical sequence in the text, tables, and illustrations, giving
the main or most important findings first. Do not repeat all the data in the tables or
illustrations in the text; emphasize or summarize only the most important observations.
Extra or supplementary materials and technical detail can be placed in an appendix where
they will be accessible but will not interrupt the flow of the text, or they can be published
solely in the electronic version of the journal.

When data are summarized in the Results section, give numeric results not only as
derivatives (for example, percentages) but also as the absolute numbers from which the
derivatives were calculated, and specify the statistical methods used to analyze them.
Restrict tables and figures to those needed to explain the argument of the paper and to
assess supporting data. Use graphs as an alternative to tables with many entries; do not
duplicate data in graphs and tables. Avoid nontechnical uses of technical terms in statistics,
such as “random” (which implies a randomizing device), “normal,” “significant,”
“correlations,” and “sample.”

Where scientifically appropriate, analyses of the data by such variables as age and
sex should be included.

3.2.5 Discussion

Emphasize the new and important aspects of the study and the conclusions that
follow from them. Do not repeat in detail data or other information given in the
Introduction or the Results section. For experimental studies, it is useful to begin the
discussion by summarizing briefly the main findings, then explore possible mechanisms or
explanations for these findings, compare and contrast the results with other relevant
studies, state the limitations of the study, and explore the implications of the findings for
future research and for clinical practice.

Link the conclusions with the goals of the study but avoid unqualified statements and
conclusions not adequately supported by the data. In particular, avoid making statements
on economic benefits and costs unless the document includes the appropriate economic
data and analyses. Avoid claiming priority or alluding to work that has not been completed.

State new hypotheses when warranted, but label them clearly as such.
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3.2.6 References
General Considerations Related to References

Readers should be provided with direct references to original research sources
whenever possible. On the other hand, extensive lists of references to original work on a
topic can use excessive space on the printed page. Small numbers of references to key
original papers often serve as well as more exhaustive lists, particularly since references
can now be added to the electronic version of published papers, and since electronic
literature searching allows readers to retrieve published literature efficiently.

Avoid using abstracts as references. References to papers accepted but not yet
published should be designated as “in press” or “forthcoming”; authors should obtain
written permission to cite such papers as well as verification that they have been accepted
for publication. Information from manuscripts submitted but not accepted should be cited
in the text as “unpublished observations” with written permission from the source.

Avoid citing a “personal communication” unless it provides essential information not
available from a public source, in which case the name of the person and date of
communication should be cited in parentheses in the text. For scientific articles, obtain
written permission and confirmation of accuracy from the source of a personal
communication.

Some but not all journals check the accuracy of all reference citations; thus, citation
errors sometimes appear in the published version of articles. To minimize such errors,
verify references against the original documents. Authors are responsible for checking that
none of the references cite retracted articles except in the context of referring to the
retraction. For articles published in journals indexed in MEDLINE. PubMed is considered
the authoritative source for information about retractions. Authors can identify retracted
articles in MEDLINE by using the following search term, where pt in square brackets

stands for publication type: Retracted publication [pt] in PubMed.

Referencing Style and Format

The Uniform Requirements style for references is based largely on an American
National Standards Institute style adopted by the American National Library of Medicine
(NLM) for its databases. Authors should consult NLM’s Citing Medicine for information
on its recommended formats for a variety of reference types by consulting Appendix V or

visit URL: http://www.nIm.nih.gov/bsd/uniform_requirements.html
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» References should be numbered consecutively in the order in which they are
first mentioned in the text. Identify references in text, tables, and legends by Arabic
numerals in parentheses.

» References cited only in tables or figure legends should be numbered in
accordance with the sequence established by the first identification in the text of the
particular table or figure.

» The titles of journals should be abbreviated according to the style used in the
list of Journals Indexed for MEDLINE, posted by the NLM on its web site.

» Within the text, references should figure within parentheses in numbered
references following the text at the end of the sentence.

3.2.7 Tables

Tables capture information concisely and display it efficiently; they also provide
information at any desired level of detail and precision. Including data in tables rather than
text frequently makes it possible to reduce the length of the text.

Type or print each table with double spacing on a separate sheet of paper. Number
tables consecutively in the order of their first citation in the text and supply a brief title for
each. Do not use internal horizontal or vertical lines. Give each column a short or an
abbreviated heading. Students should place explanatory matter in footnotes, not in the
heading. Explain all nonstandard abbreviations in footnotes, and use the following
symbols, in sequence:

B PRSI IN Ry g P
» ldentify statistical measures of variations, such as standard deviation and
standard error of the mean.
» Be sure that each table is cited in the text.
» If you use data from another published or unpublished source, obtain

permission and acknowledge that source fully.

3.2.8 Figures
» Figures should be either professionally drawn and photographed, or submitted
as photographic-quality digital prints.
» For x-ray films, scans, and other diagnostic images, as well as pictures of
pathology specimens or photomicrographs, send sharp, glossy, black-and-white or
color photographic prints, usually 127 x 173 mm (5 x 7 inches).
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» Letters, numbers, and symbols on figures should be clear and consistent
throughout, and large enough to remain legible when the figure is reduced for
publication.

» Figures should be made as self-explanatory as possible.

» Titles and detailed explanations belong in the legends--not on the illustrations
themselves.

» Photomicrographs should have internal scale markers. Symbols, arrows, or
letters used in photomicrographs should contrast with the background.

» Photographs of potentially identifiable people must be accompanied by written
permission to use the photograph.

» Figures should be numbered consecutively according to the order in which they
have been cited in the text. If a figure has been published previously, acknowledge

the original source.

Legends for Figures

Type or print out legends for illustrations using double spacing, starting on a separate

page, with Arabic numerals corresponding to the illustrations. When symbols, arrows,

numbers, or letters are used to identify parts of the illustrations, identify and explain each

one clearly in the legend. Explain the internal scale and identify the method of staining in

photomicrographs.

3.2.9 Units of Measurement

All units should be according to the International System of Units (SI):
» Drug concentrations may be reported in either SI or mass units, but the
alternative should be provided in parentheses where appropriate.
» Measurements of length, height, weight, and volume should be reported in
metric units (meter, kilogram, or liter) or their decimal multiples.
» Temperatures should be in degrees Celsius. Blood pressures should be in

millimeters of mercury, unless other units are specifically required by the journal.

3.2.10 Abbreviations and Symbols

Use only standard abbreviations; use of nonstandard abbreviations can be confusing

to readers. Avoid abbreviations in the title of the manuscript. The spelled-out abbreviation
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followed by the abbreviation in parenthesis should be used on first mention unless the

abbreviation is a standard unit of measurement.

3.2.11 Appendices in the Thesis
The appendices contain any material which obstructs the smooth development of the

text of the thesis, but is important to justify the results. It consists of material or data that is

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.
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Checklist

Format

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

____Abstract page is prepared in correct format and NOT MORE THAN ONE PAGE in
length.

_Allrequired parts of the thesis have been included and are in the correct order.

__ Original (i.e., not photocopied) signatures of thesis exam committee 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 from title page.

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

_____ Style of bibliographic references is consistent and follows the ICMJE requirements.

___ Careful proof-reading has been done to check format of pages and for typographical
errors.

Paper is of required quality.

Procedures

One copy of the Thesis is within a large enough envelop (title page attached on the
outside) or zip folder.

___Submit one electronic copy.

_____ Submit all the required number of copies of additional materials.
Submit a signed signature page printed on Fabriano paper

Submit the Thesis Completion Clearance form.
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Appendix A: Research Policy for Students

Overview

This Policy builds upon and supplements other University policies that detail the
University’s position on research training. The purpose of this document is to set out the
expectations of students in relation to higher degree research training and the
corresponding approach the University expects of research students.

University policy in the area of research and research training is to provide 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
» Access Library support and information services and IT infrastructure;
» Be advised by the Supervisor/Thesis Director on the suitability of topics;
> Be supervised by a faculty member who is engaged actively in research in the
general field;
» Be provided quality supervision throughout the research period,;
» 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;
> Be notified of the criteria on which assessment and evaluation will be made;
» Maintain a mutually-agreed level of contact with the Supervisor/Thesis
Director;
» Discuss outlines and drafts with the Supervisor/Thesis Director about the
acceptable standard of scholarly and technical presentation;
> Raise any questions or concerns with Supervisor/Thesis Director, Department
Chairs, Deans or the Office of Registration and Admissions, whichever is
appropriate in the context

» Possess all rights in copyright of the submitted thesis or report.
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2. Responsibilities of a student
A student has to
» Adhere to University rules and regulations pertaining to his/her degree;
> Adopt an active, self-motivated approach to research while acknowledging that
the Supervisor/Thesis Director’s input and guidance are crucial,
> Accept final responsibility for the research and the thesis/report;
» Treat University facilities and equipment used in research with due care and in
an appropriate manner;
> 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;
» Submit final drafts that have been proofread and edited to an acceptable
scholarly standard for submission, free of grammatical, spelling, and
typographical errors;
» Maintain a mutually-agreed level of contact with the Supervisor/Thesis
Director; attend meetings to discuss ideas, progress and problems; and continue
the agreed-upon schedule for contact and for submission of work;
» Submit regular drafts of work as agreed with the principal Supervisor/Thesis
Director, and allow the Supervisor/Thesis Director a reasonable amount of time to
read and comment in detail;
» Complete thesis/report within the specified time;
» Ensure that no plagiarism or other form of academic misconduct, whether
intentional or not, is committed;
> Ensure that the presentation and format of thesis/report meets the University's
requirements as set out in The Style and Policy Manual; and submit their thesis in
a form suitable for examination, that follows the protocols of scholarly
presentation appropriate to the discipline;
» Grant the University royalty-free permission to reproduce and distribute to the

public, on a non-commercial basis, copies of the thesis or report.
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Appendix B: Thesis and Report Supervision Policy

Overview

Successful research work depends crucially on a good working relationship between
Supervisor/Thesis Director and student. To be effective, Supervisor/Thesis Directors
should be available to advise students and to encourage and assist them to produce a thesis

or a report which constitutes original and significant research in the field of study.

Item 1: Advising

Following admission, a student is encouraged to seek a research topic in coordination
with his/her assigned advisor. The advisor is automatically assigned by the CLS program
coordinator upon enrollment. The advisor guides the student in academic matters and
assists him/her in identifying a thesis-director based on student research interest and
chosen track. The advisor must be a faculty member on a full-time basis. The advisor may
serve as a thesis-director depending on his/her research interest and availability of
resources following approval according to rules and regulations of the University.

Item 2: Thesis-Director
Each student admitted to the program is expected to complete a thesis based on an
original and independent research as a partial fulfillment of the degree requirements. The
research topic chosen should be defined by the student and his thesis-director. Agreement
between thesis-director and student is formalized in an official form summarizing main
idea of anticipated research (Appendix E). Agreement needs to be approved by MLS
program director. Should major changes in the research theme occur, a new form
highlighting modifications should be re-approved.
A thesis-director may be a full-timer or a faculty member on a part-time basis, or an
affiliate from outside the institution. In all cases, the following criteria should be met:
e The thesis-director should hold a professional rank in his field and should be
affiliated with an academic institution or a research center
e The thesis-director is expected to meet with the student on a regular basis for a

minimum of 2 hours per week until full completion of his thesis.
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A thesis-director is generally expected to guide the student on the scientific content
as well as the format of the anticipated project mainly focusing on the following aspects:
e Deciding on a relevant topic
¢ Insuring the scientific value of the project
e Assessing the feasibility of accomplishment
e Defining/devising and implementing techniques to conduct the study
e Insure completion of the thesis within 2 years following the acceptance of
proposal
e Report to the corresponding track coordinator on the progress of the student’s

thesis and related details by generating progress reports every term.

Item 3: Graduate Research Committee
A research committee would be formed to assist in guidance and completion of the

thesis work.

Members
The committee and its members would be suggested by the Program Director and
approved by the Dean. The committee would consist of at least 5 members as following:
o Secretary of the Committee
o At least two members from the Clinical Laboratory Sciences Program (other than the
Secretary of the Committee)
e One member from the Faculty of Medicine
e One member from St. George University Medical Center
The committee would be chaired by one of the suggested members on a rotational

basis every academic term.

Mandate & Evaluation Process

The mandate of the Committee would be renewed on an annual basis at the
beginning of every academic year. The Committee would review all research proposals
submitted by CLS graduate students. Each student would need the committee’s approval
on his/her research proposal before conducting the study.

The student would submit his/her proposal to the research committee secretary. The

committee would evaluate the submitted proposal based on scientific value and academic
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merit according to the “Thesis Research Proposal Guidelines” document (Appendix U).
The committee would meet at least once every academic term to discuss and evaluate
submitted proposals. Students may be asked to present their work during the meeting.
Students should submit their proposals at least 20 working days before the committee
evaluation meeting. All members of the committee have an equal opportunity to express
their concerns and provide their comments in the evaluation process. The committee
chairperson cannot use his/her position to influence other committee members. Members
must exercise their independent judgment having in mind the best interest of students, as

well as their background, abilities and qualifications.

Decision-Making

The Secretary is expected to set a date for an evaluation meeting and to convene the
committee to evaluate submitted proposals according to deadlines set for each academic
term. Committee decisions would be made by voting. Votes may be cast as satisfactory,
satisfactory pending modifications, or unsatisfactory. Normally, a simple majority of votes
cast will be required to approve the proposal. The committee chairperson votes along with
the other committee members. Absentee voting is permitted prior to the meeting. In the
event where two or more members vote unsatisfactory, the proposal would be rejected. In

the event of a tie, the chairperson would cast the deciding vote.

Notifying Students
The chairperson is expected to communicate decision, along with comments, to the

student in writing within 7 working days following the evaluation meeting. Under thesis-
director supervision, the student is expected to address the comments and points raised by
the committee to obtain final approval and signature of the committee chairperson based
on the committee’s decision (Appendix S). Normally, final approval should be obtained

within one week of completing all required revisions.

Other Requlations

The student is encouraged to involve other faculty members or scientists from
outside the committee, or the program, for additional input and suggestions. Any future
major divergence from the original approved proposal should be communicated to the

research committee for review and approval.
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Item 4: Thesis Committee

When thesis work is completed, the student would inform his advisor of his intent to
submit and defend his thesis in writing. The advisor would ask the MLS Program Director
to form a thesis committee and appoint a chair. The committee would consist of a
minimum of three members including the thesis-director, a full-time faculty member —may
be waived if the thesis-director is a full-timer-, and at least one member who shall be from
outside the program or faculty, known as the cognate. All thesis committee members
should be holding professional ranks in their fields.

The thesis would be submitted in both a hard and an electronic copy to all members
of the thesis committee at least 20 working days before the anticipated defense date. A
student must enroll in CLAS 399 Master’s Thesis (6 cr.) every semester starting from the
semester in which their proposal has been accepted.

The Thesis would be evaluated based on originality, experimental design, and
approach in problem-solving.

Item 5: Thesis Format & Content
The student would submit his/her Thesis to the thesis committee written in English
according to the current document posted on the web on the following address:

URL.: http://www.balamand.edu.lb/english/Library/gradguide.html

Item 6: Thesis Defense
The student is assigned a date to defend the thesis upon his/her written request to the
advisor as indicated in item 4. The thesis would be defended publicly before the Thesis
Committee in the following scheme:
1. An oral examination in which the student is expected to present the study as a
formal presentation of about 1 hour in length. Students would be evaluated based
on criteria in Appendix D.

2. The presentation is followed by a closed session (student and examiners
exclusively) of discussions and questions initiated by examiners. Questions are
asked to determine if the student has clearly understood the subject and has
properly mastered the used techniques and interpreted properly obtained data.

Questions on related subjects may also be asked.
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3. Following the questions session, the student is kindly asked to leave the room
and examiners would determine based on the overall performance whether the

work is Satisfactory or Unsatisfactory.

4. The Committee would ask for the student to come back in the room to inform
him/her of the final decision and requested modifications if any. In case the
performance was rated Unsatisfactory, the student is required to make major
modifications and/or further research according to the committee’s

recommendations, and then resubmit thesis following rules and regulations.

5. Following the successful completion of the defense, the student should make

requested revisions before submission of the final version of the thesis.

Item 7: Submitting Thesis Final Version

After successfully defending the thesis, completing the required corrections and
obtaining the Dean’s approval, the student is required to submit the thesis following rules
and regulation of the UOB Library as indicated. Any publication of the thesis mentioning

the Faculty or University requires the formal authorization of the University.



25

AppendixC:Roadmap to the Master’'s Thesi s

1. Contact Academic Advisor upon
<« | admission.

Download Web Manual

“Policy and Style

Manual for Clinical 2. Identify Thesis-director & fill

Laboratory Sciences” Appendix E and obtain required

signatures
3. Submit Research Proposal
to the Research Committee Make
Approved Secretary for approval Rejected Modifications
according to specified
l deadlines
C.l Apply for internal grant\ \_/_\

(Appendix T)

4.2 Conduct the study and

Complete Thesis 5. Inform Program
Director through advisor

4.3 Complete CLAS 399 —» to form the Thesis

Master’'s Thes Committee

\(Pre or co-requisite) /

Y

6. Submit Thesis in hard & Electronic
copy to committee members

Make
Modifications

7. Defend Thesis

Unsatisfactory

Satisfactory

!

8. Submit Thesis Final Version
to UOB Library

A 4

9. Complete and Submit Thesis
Clearance Form

A 4

10. Insure Completion
of required 30 credits

GRADUATION!




Appendix D: Defense Evaluation Form
Faculty of Health Sciences

26

Thesis Committee

Date: Semester:
Title: O CLAS 399
O Thesis Director O ExaminerName:

I. Thesis-director and examiners, please evaluate individual student overall presentation.

Student |

Grades

Name

/10

11. Evaluation: Advisors and Moderators, please evaluate the individual according to the

following:
1. Content:

60 % Excellent coverage, beyond the problem statement, covering all aspects
and using all available literature.

55% Very good presentation.

50 % Fair presentation with some items missing.

45 % Important items omitted.

35% Clearly below average.

2. Audio Visuals:
10 % Superb presentation clearly “selling” one’s findings.
8% Very good.
6 % Average presentation. Less then effective in some areas.
5% Below average.
2% None, or totally ineffective, presentation.

3. Ability to Answer Questions:
10 % Excellent
8% Very good
7% Average
3% Clearly below average

4. Conclusions:
10 % Excellent summary of conclusions
8% Good conclusions.
6 % Some important conclusions missing.
3% No conclusions.

/60

/10

/10

/10
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1 To be filled by student

Name of Student: Student ID:
Faculty: Program:
Starting Semester: Ending Semester

2. To be filled by ThesisDirector

Name of ThesiDirector:

Professional Rank:

Institution: (] Parttime [ FulkTime

3. Project Summary: To be filled by ThesiDirector

Comments:

Thesis Director Student Program Director
Signature & Date Signature & Date Signature & Date
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Appendix F: Thesis Completion Clearance Form Sample
. \T\" University of Balamand Libraries
i V5 Thesis Completion Clearance Form

“Stry OF ™

i

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/Program:
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/Thesis Director:

[] 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 [] No
Name of the Thesis Supervisor/Thesis Director:
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)
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Appendix G: Heading and Subheadings Level 1: CENTERED

UPPERCASE; Font
Chapter 3 % size 16; Style: Bold

Statistics at Square One

Level 2: Upper and

3.1 Populations and Samples =~ «———] Lower Case; Font size
14; Style: Regular

3.1.1 Populations

In statistics the teh'population” has a slightly different meaning from the one given

toitinordinary ............cooee e PP TTPRT e e

3.1.2 Samples Lower Case; Font size

12; Style: Italics

A population commonly contains too mar iently, so an

investigation is ..........

3.1.2.1 Standard error of the mean

If we draw a series of samples @ lculat§ Level 4: Upper and ineach ....

lower case; Font size 12;
Style: Underlined

3.1.2.2 Standard error of a proportion or a percentage

Just as a standard error associated with a mean can be calculated, so a standard error

associated with a percentage or a proportion be calculated:

3.1.2.2.1 The standard error: < Level 5: Upper and

) lower case; Font size 12;
The standard error associated .............| style: Regular
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Table 2.3: The Ethnicity and Occupations of Members of Hammond's Middle Class in 1891 who Remained in Hammond until 1900 [4].

Saloonkeeper
Grocef/Butcher/Baker
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Page numbers on such figures or
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Lawyer
Clergy/Teacher
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Total

Total

Remained Percent
1891 German American
1900 Remained
67 49 73% 35 6
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26 _6 23% 3 2
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39 16 41% 2 9
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By
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Right margin:
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LEBANESE PATIENTS

By
Raymond Hajj

Supervised by
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Associate Professor

A thesis submitted to the Clinical Laboratory Sciences Program in partial fulfillment of the
requirements for the degree of Master of Science

Faculty of Health Sciences
University of Balamand

November 2007

Copyright © 2007 Raymond Hajj
All Rights Reserved
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This is to certify that [ have examined this copy of a master’s thesis by
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[Your name as it appears on the Title Page] Centered

exactly in this
format

and that any and all revisions required by the final

examining committee have been made.
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COMMITTEE MEMBERS:

Approved:

[Signature]

Supervisor/Thesis Director Name, Academic degree (Ph.D...)

Supervisor/Thesis Director

Approved:

[Signature]
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First Moderator

Approved:
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Name, Academic degree (Ph.D...)

Second Moderator

Date of thesis defense: [Month Day, Year]
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Graduate Studies
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examining committee have been made.

COMMITTEE MEMBERS:

Approved: S-Ri%.l:dson

Samuel Richardson, Ph.D
Supervisor/Thesis Director

Approved: ANNAARDLS

Ann Ardis, Ph.D
First Moderator

Approved: David ‘kgwe
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Second Moderator

Date of thesis defense: February 24, 2004
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ABSTRACT
N Alignment centered; Font size

14; style bold

The purpose of this study is to compare the conformity characteristics of retarded
chderen in regular classes to the conformity characteristics of retarded children who had
Paragraph indentation: 1 cm  hl classes for the mentally retarded. An experimental

situation was devised in which each group was subjected to pressure from four other

classmates to deny perception of abstract and verbal stimuli. Eac Text alignment of

been measured in reference to his ability to perceive these stimuli § body justified; Font
size 12; style

reqular; Line
conform. When conformity to the total series of stimuli was coil Spacing of pg: 1.5

Increments in errors were observed and interpreted as ftf

groups, no differences were found. Differences were found, however, in the degree to
which the groups yielded in reference to the verbal stimuli.

It is suggested that differential reactions are in part a function of the ability of the
stimuli to elicit transfer reactions, and that this ability is based on previous experience. The
results suggest that differences exist between these two groups of children in the degree to

which they conform when the stimuli are capable of eliciting such transfer.
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Line Spacing of Chapter 3
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Alignment: Justified Statistics at Square Q all headings and
subheadings

Refer to Section 2.5

3.1. Populations and samples

3.1.1 Populations
In statistics the term “population” has a slightly different meaning from the one given

to it in ordinary speech. It need not refer only to people or to animate creatures - the

Footnote numbering:
Superscript ............................

Although a statistician should clearly define the population he or she is dealing with,
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Paragraph indentation: 1 cm
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Footnote numbering:
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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 number of the observations in

the sample.
Table 3.2 Mean diastolic blood pressures of printers and farmers
Number Mean diastolic blood Standwayd deviation
pressure (mmHg) (mmHg)
Printers 72 88 4.5
Farmers 48 79 4.2

The title and numbering are

3.1.2.2 Standard error of a proportion or a percentage| Placed ABOVE the table
and as close as possible.

666666666666060606066866@ 66 6| Fontsize:10pt;stylebold; g g6 6

- - centered
Thetitleand numberingare & < < 4 4 4 4 4 4 6 & & oo | o

placed BELOW the figure hééééécéeééééecerceEeecEeEeEeEeEeEEEEEECEEéceEé
and as close as possible. Lk 2 £ 2 %4

Font size: 10 pt; style bold; '
centered

! [
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=

Figure 3.1: Age Distribution of Sample [7]
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Appendix S: Graduate Research Committee Evaluation Form
Clinical Laboratory Sciences

Graduate Research Committee

This is to certify that the Research Committee has examined this copy of the research
proposal by

[Name of the Student]

and has found that it is complete and satisfactory in all respects,

and that all revisions required by the committee have been made.

Name: Signature:

Chairperson Date of final approval: __ / __/
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Appendix T: Guidelines for Apply i n g for an FHS

Research Grant in Clinical Laboratory Sciences

I-  Introduction:

The Master of Science Program in Clinical Laboratory Sciences at the Faculty is
designed to enable enrolled students to engage original scientific research as the foundation
for the required thesis. The University approved the request of the Faculty to offer grants in
support of Thesis Research Proposals submitted by graduate students and approved by the
Master’s Program Research Committee. This is expected to assist students in defraying
research expenses, and to provide research opportunities to young qualified faculty (full-
time & part-time) to serve as Thesis Directors. Students can apply for grants that could
reach 5,000 US Dollars.

II- Eligibility:
At the time of grant application students should have fulfilled the following
requirements:
e Students should be enrolled in the Master of Science Program (on full-time or
part-time basis)
e Students should have identified a qualified faculty member who is committed
to serve as their Thesis Director
e Students should have gained the final approval and endorsement of their thesis

research proposal by the Research Committee of The Master’s Program.

I11- Funding Criteria
Students may apply for a grant of up to 5,000 US Dollars to cover all, or part of, the
budget of their planned research that has been approved by the Research Committee of The

Master Program.

Funding would cover the following items:
1- Consumables
2- Needed Equipment accessories
3- Data collection activities including printed matter, transportation expenses, and

ad-hoc staff fees.

Ma st
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4-  Approved local and international travel

Funding would not cover the following items:
1-  Tuition fees.
2- Remuneration, in any form, for the Thesis Director.
3- Heavy equipments (cost exceeding 3,000 US$).
4- Salary to the applicant or any of his/her Lab assistants

5- Cost of the actual preparation of thesis copy such as typing, charts or photos.

Reusable supplies would remain as the property of the Faculty.

IV-  Application

Interested students should complete application forms available at the University
Website (URL address to be specified). Applications (form to be developed) should
include the following:
1- A Completed application form
2- A Copy of the registration form
3- A commitment letter from the Thesis Director (Appendix E)
4-  Research Committee approval of the student research proposal (Appendix S)
5- A hard copy of the approved Research Proposal (according to the “Guidelines:
Thesis Research Proposal” document).

6- A documented statement on other sources of research support if any

Applications would be presented to the Master’s program coordinator (or program

director) for processing and approval.

V- Grant Management
1-  Under the supervision of the Thesis-Director, the student would be responsible
for management of the grant. Within this context funds from the grant will be spent
in response to written requests by the student, approved and signed by the thesis
director, and submitted to the Administrative assistant of the Faculty. Standard

University requisition forms may be used.
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2-  Any future major divergence from the original approved proposal should be
communicated to the Research Committee for review and re-approval and re-
processing of the grant.

3- Extensions of grant periods suggested in the proposal should be requested in

writing to the Master’s program coordinator.

VI- Deadlines:
Term-based deadlines set by the Master’s Program Research Committee for

submitting a Thesis Research Grant application should be respected.

VII- Reporting:

All grantees are required to submit annual and final financial reports to the Program
Director.

Although expenses are expected to follow approved budget, in some cases it may be
necessary to exceed the approved amounts on individual line items. The student is
permitted to reallocate funds among existing line items provided he or she does not exceed
the proposed budget.

An extension may be requested to provide extra time to finance the thesis provided
that an explanation regarding the activities to be undertaken during the extension period is

presented. The dates of the extension period should be explicitly stated.



University of Balamand
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MS in Clinical Laboratory Sciences
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Faculty of Health Sciences
Clinical Laboratory Sciences Program
Thesis Research Grant

APPLICATION FORM

Project Title:
Section | : Applicant’s Personal Il nf ormati on
Name:

Email Address:

Phone Number:

UOB ID Number:

Class:

CLS Track:

Section |1 : A-pipettar lmfarmations Thesi s

Name:

Email Address:

Phone Number:

Faculty/Department/Program:

Institution:

Section I11: Requested Funding

A. Timetable for preparation and execution for this project:

TERM ACTIVITY/IES

REMARKS

Fall 1-(Year)
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Spring 1-(Year)

Fall 2-(Year)

Spring 2-(Year)

B. Total amount of funding requested:

C. Detailed Budget™*:

ITEMS COST

Personnel

Laboratory Supplies

Operational Cost

Miscellaneous

* More items may be added as needed

D. Budget Justification (justify budget for every item above):

Application Checklist

[[] Completed application form

[] Copy of Registration Form

[] Commitment letter from the Thesis Director
[] Research Committee Proposal Approval

[] Hard copy of the approved Research Proposal
|:| Statement on Other Sources of Funding

By signing below, | agree to follow all procedures and policies set forth on this
applicatonandbytheCLS Program Byl awso. [
may forfeit my eligibility for funding.

Signature of Applicant: Date:

FOR OFFICE USE ONLY:

MC: PD:

FD:
Comments:
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APPENDIX U: GUIDELINES FOR A THESIS RESEARCH
PROPOSAL

Masters of Science

Clinical Laboratory Sciences Program

Name of Candidate: .......oovvvi e e e
NAME OF AQVISO e e,
Name of TheSIS DIFECIOT: . ...ttt
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I. Topic of research proposal
The student chooses with his/her thesis-director a topic in any area related to Clinical

Microbiology or Diagnostic Molecular Biology depending on the chosen Track.

I1. Design of research proposal

The student may choose in his proposal any experimental design to answer his research
question or demonstrate his hypothesis. The research proposal may not rely solely on
existing data, but may use such data to generate new data. The methodology proposed is

expected to help in either proving or denying the postulated hypothesis

I11. Criteria and guidelines for writing a research proposal

An approved research proposal is an intellectual scholastic contract between the student
and the research committee. It specifies what is exactly expected from the student. This
specifically allows the prospective Thesis Committee to evaluate the student during his
defense based on what he originally proposed. It is highly recommended that full time

students submit their research proposals within one year of enrollment in the program.

The details of the research proposal should meet the following guidelines: a brief oral
presentation, a written document including a research plan, a thorough literature review, a
timetable, and a statement of the resources required to complete the project. The Research
Committee, having attended the presentation and examined the written proposal, will make

recommendations accordingly.

IV. Detailed outline for the research proposal
The proposal should be divided into 9 sections; the length of sections 1- 6 must not exceed

15 double-spaced pages of 12 point type.

1. Title: Give a title to the research proposal. The title should be concise and clear. From
the title, the reader should be able to predict fairly accurately what the project will be

about.

2. Abstract: should not exceed 400 words and should provide a concise summary of the

proposal.
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3. Introduction: A thesis should contain an Introduction Section which gives background
information and a setting to the problem of the proposed research. It is in this Section that
the applicant comprehensively reviews the literature pertinent to the problem: to show
what other people have published on the problem (citing specific authors where
appropriate), what gaps of knowledge still exist, and what additional research needs to be
done. It is also in this section that the candidate demonstrates his/her mastery of the
theoretical subject matter in the research area, and where he/she presents the hypotheses to
be tested in the proposed research. Often it is useful for the applicant to divide the
Introduction section into sub-headings to include:

3.1 General Introduction: Defining the problem area

3.2 Statement of the Problem: Delineation or identification of the problem.

3.3 Purpose/Objectives: state clearly in bullet points the specific objectives.

3.4 Significance of the study: Elaboration of the importance of the study and advantages
to be derived. How this study will add to the body of knowledge.

3.5 Literature Review: Focusing on findings of particular relevance to the postulated
hypothesis.

3.6 Hypotheses/Research questions: Questions and propositions summarizing the
applicant's expected findings in the proposed research, and presenting a clear rationale for
each hypothesis or research question. For every hypothesis, variables to be measured/tested
should be clearly stated. Hypotheses can be directional or non-directional; they can be a
statement regarding the relationship between 2 variables (descriptive studies) or analytical

statement a cause-effect relationship

4. Materials and Methods

A thesis proposal should contain a section giving details on the materials and methods
proposed to be used when conducting the research. The location(s) where the proposed
research will be carried out should also be given in this section. If particular instruments
are to be used, their details and specifications should be presented. If the data are to be
collected through sampling, then the research design and sampling procedures should be
described. If questionnaires will be used, samples of the proposed questionnaires should be
presented. If standard methods will be used, then full references to them should be given.
In case new methods have been developed by the applicant, these should be described in

sufficient detail. In all cases, the data analysis plan should also be included. If any



o1

limitations to the proposed methods are known, then these should be pointed out.
Specifically this section is divided into:

4.1 Design: What approach will you take to answer your research question or hypotheses?
and why? The method must be consistent with the stated research question State what
design will be used for the proposed research.

4.2 Setting: Where you planning to collect your data and why

4.4 Sample: What population have you chosen? and why? Define the inclusion criteria and
exclusion criteria for your sample. State how you will recruit participants to be in the study
and what sampling method you used. You also need to state how the sample size was
determined (power analysis).

4.5 Procedure: How will you actually conduct the study? Explain exactly what data will
be collected, how they will be collected and who will collect them.

4.6 Variables: Define the variables of interest for the study and provide both conceptual
and operational definitions. Explain why you believe the tools used to measure variables
are valid and reliable. Specify the Independent, dependent, intervening and extraneous
variables

4.6 Institutional Review Board (IRB): Report if the proposal already has IRB approval.
If not, discuss how you will obtain IRB approval for the study. Address the risks and
benefits of the study and how you will protect the participants’ confidentiality.

4.7 Instruments: what instruments are you going to use to gather data? Report the validity

and reliability of each instrument.

5. Statistical analysis: Describe the statistical tests planned and the probability level set
for statistical significance. There must be consistency between the data obtained and the
statistical tests used (i.e., parametric statistics require interval level data, whereas non-
parametric statistics can be used for nominal and ordinal data). There also should be a
consistency between the research questions and the statistical tests used to answer those
questions.

6. Limitations of study: what may be the limitations of your study? What would your

recommendations for future studies be?

7. References:
At the end of the applicant's Research Proposal he/she should have a section where he/she

lists all the references cited in the text. He/she should present the references in an
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acceptable manner, i.e. beginning with the authors' surnames and arranging them in an
alphabetical order, and giving full details of the publication such as the year of publication,
the title for the work, the pages, the publisher etc.

8. Budget:
This section should give the source of funds required for the proposed research and also
the proposed budget.

9. Timetable:
This section should give the total time within which the research is expected to be

completed, and also a time-table showing the sequence of the research activities.

V. Evaluation of research proposals

The Masters student, following acceptance and identification of a Thesis Director, submits
his/her written research proposal to the research committee. Upon approval of such
proposal by the research committee, the student may initiate and conduct his/her Thesis
work. Normally, the research committee decision would be reached by consensus.

The main objective of the research committee is to assist in guidance and completion of the
Thesis work. The committee will meet in the third weak of each regular semester for the
purpose of a formal review of research proposals of all graduate students in the

Department.

The committee meets with the student to discuss and agree on the anticipated study within
20 working days of receiving the proposal. The committee's decision is communicated to
the student in writing. A copy of the approved version of the research proposal is sent to

the Thesis committee for any future reference.

V1. Procedures and guidelines for approval of research proposals

The Research Committee would evaluate the proposal based on the submitted written
proposal. The committee may choose to ask questions to student, and the student will have
the opportunity to address the Committee directly. In cases where the Research Committee

decides that the student’s research proposal is unsatisfactory, the Committee shall explain
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what aspects of the proposal were inadequate, and the student will normally be required to
reformulate his proposal and submit within three months. In cases where the Research
Committee determines that the proposal is unsatisfactory for the second time, the
Committee has the authority to reject his proposal and ask him to change the topic. In such

case, the student may appeal against the Research Committee decision.

VII. Follow-up on Thesis work
Any divergence from the original approved proposal must be communicated by the student

to the research committee in writing for review and approval.



Checklist for Research Proposal Evaluation

Please rate each criterion based on the assigned numerical weight.

Evaluator comments
Criterion (satisfactory, needs Weight Score
modifications, etc.)
Title & Abstract: gives
a concise overview of 5
the study
Literature Review 10
Research 20
question/hypothesis
Significance or 15
relevance of proposed
research
Specific aims & 20
Obijectives
Methodology:
experimental design 20
and techniques
Format: meeting
guidelines 5
Budget & Timeframe:
Realistic 5
Total
score /100




55

APPENDIX V: REFERENCING STYLE SAMPLES

Articles in Journals (see also #36. Journal article on the Internet)
1. Standard journal article
List the first six authors followed by et al. (Note: NLM now lists all authors.)

Halpern SD, Ubel PA, Caplan AL. Solid-organ transplantation in HIV-infected patients. N
Engl J Med. 2002 Jul 25;347(4):284-7.

As an option, if a journal carries continuous pagination throughout a volume (as many
medical journals do) the month and issue number may be omitted.

Halpern SD, Ubel PA, Caplan AL. Solid-organ transplantation in HIV-infected patients. N
Engl J Med. 2002;347:284-7.

More than six authors:

Rose ME, Huerbin MB, Melick J, Marion DW, Palmer AM, Schiding JK, et al. Regulation
of interstitial excitatory amino acid concentrations after cortical contusion injury. Brain
Res. 2002;935(1-2):40-6.

Optional addition of a database's unique identifier for the citation: [Edited 12 May 2009]
Halpern SD, Ubel PA, Caplan AL. Solid-organ transplantation in HIV-infected patients. N
Engl J Med. 2002 Jul 25;347(4):284-7. PubMed PMID: 12140307.

Forooghian F, Yeh S, Faia LJ, Nussenblatt RB. Uveitic foveal atrophy: clinical features
and associations. Arch Ophthalmol. 2009 Feb;127(2):179-86. PubMed PMID: 19204236;
PubMed Central PMCID: PMC2653214.

Optional addition of a clinical trial registration number: [Added 12 May 2009]

Trachtenberg F, Maserejian NN, Soncini JA, Hayes C, Tavares M. Does fluoride in
compomers prevent future caries in children? J Dent Res. 2009 Mar;88(3):276-9. PubMed
PMID: 19329464. ClinicalTrials.gov registration number: NCT00065988.

2. Organization as author

Diabetes Prevention Program Research Group. Hypertension, insulin, and proinsulin in
participants with impaired glucose tolerance. Hypertension. 2002;40(5):679-86.

3. Both personal authors and organization as author (List all as they appear in the byline.)
[Edited 12 May 2009]

Vallancien G, Emberton M, Harving N, van Moorselaar RJ; Alf-One Study Group. Sexual
dysfunction in 1,274 European men suffering from lower urinary tract symptoms. J Urol.
2003;169(6):2257-61.
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Margulies EH, Blanchette M; NISC Comparative Sequencing Program, Haussler D, Green
ED. Identification and characterization of multi-species conserved sequences. Genome
Res. 2003 Dec;13(12):2507-18.

4. No author given
21st century heart solution may have a sting in the tail. BMJ. 2002;325(7357):184.

5. Article not in English [Edited 12 May 2009]

Ellingsen AE, Wilhelmsen I. Sykdomsangst blant medisin- og jusstudenter. Tidsskr Nor
Laegeforen. 2002;122(8):785-7. Norwegian.

Optional translation of article title (MEDLINE/PubMed practice):

Ellingsen AE, Wilhelmsen I. [Disease anxiety among medical students and law students].
Tidsskr Nor Laegeforen. 2002 Mar 20;122(8):785-7. Norwegian.

6. Volume with supplement

Geraud G, Spierings EL, Keywood C. Tolerability and safety of frovatriptan with short-
and long-term use for treatment of migraine and in comparison with sumatriptan.
Headache. 2002;42 Suppl 2:593-9.

7. Issue with supplement

Glauser TA. Integrating clinical trial data into clinical practice. Neurology. 2002;58(12
Suppl 7):S6-12.

8. Volume with part

Abend SM, Kulish N. The psychoanalytic method from an epistemological viewpoint. Int J
Psychoanal. 2002;83(Pt 2):491-5.

9. Issue with part

Ahrar K, Madoff DC, Gupta S, Wallace MJ, Price RE, Wright KC. Development of a large
animal model for lung tumors. J Vasc Interv Radiol. 2002;13(9 Pt 1):923-8.

10. Issue with no volume

Banit DM, Kaufer H, Hartford JM. Intraoperative frozen section analysis in revision total
joint arthroplasty. Clin Orthop. 2002;(401):230-8.

11. No volume or issue

Outreach: bringing HIV-positive individuals into care. HRSA Careaction. 2002 Jun:1-6.
12. Pagination in roman numerals
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Chadwick R, Schuklenk U. The politics of ethical consensus finding. Bioethics.
2002;16(2):iii-v.

13. Type of article indicated as needed

Tor M, Turker H. International approaches to the prescription of long-term oxygen therapy
[letter]. Eur Respir J. 2002;20(1):242.

Lofwall MR, Strain EC, Brooner RK, Kindbom KA, Bigelow GE. Characteristics of older
methadone maintenance (MM) patients [abstract]. Drug Alcohol Depend. 2002;66 Suppl
1:5105.

14. Article containing retraction

Feifel D, Moutier CY, Perry W. Safety and tolerability of a rapidly escalating dose-loading
regimen for risperidone. J Clin Psychiatry. 2002;63(2):169. Retraction of: Feifel D,
Moutier CY, Perry W. J Clin Psychiatry. 2000;61(12):909-11.

Article containing a partial retraction: [Added 12 May 2009]

Starkman JS, Wolder CE, Gomelsky A, Scarpero HM, Dmochowski RR. Voiding
dysfunction after removal of eroded slings. J Urol. 2006 Dec;176(6 Pt 1):2749. Partial
retraction of: Starkman JS, Wolter C, Gomelsky A, Scarpero HM, Dmochowski RR. J
Urol. 2006 Sep;176(3):1040-4.

15. Article retracted

Feifel D, Moutier CY, Perry W. Safety and tolerability of a rapidly escalating dose-loading
regimen for risperidone. J Clin Psychiatry. 2000;61(12):909-11. Retraction in: Feifel D,
Moutier CY, Perry W. J Clin Psychiatry. 2002;63(2):169.

Article partially retracted: [Added 12 May 2009]

Starkman JS, Wolter C, Gomelsky A, Scarpero HM, Dmochowski RR. Voiding
dysfunction following removal of eroded synthetic mid urethral slings. J Urol. 2006
Sep;176(3):1040-4. Partial retraction in: Starkman JS, Wolder CE, Gomelsky A, Scarpero
HM, Dmochowski RR. J Urol. 2006 Dec;176(6 Pt 1):2749.

16. Article republished with corrections

Mansharamani M, Chilton BS. The reproductive importance of P-type ATPases. Mol Cell
Endocrinol. 2002;188(1-2):22-5. Corrected and republished from: Mol Cell Endocrinol.
2001;183(1-2):123-6.

17. Article with published erratum

Malinowski JM, Bolesta S. Rosiglitazone in the treatment of type 2 diabetes mellitus: a
critical review. Clin Ther. 2000;22(10):1151-68; discussion 1149-50. Erratum in: Clin
Ther. 2001;23(2):309.
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18. Article published electronically ahead of the print version

Yu WM, Hawley TS, Hawley RG, Qu CK. Immortalization of yolk sac-derived precursor
cells. Blood. 2002 Nov 15;100(10):3828-31. Epub 2002 Jul 5.

Books and Other Monographs
19. Personal author(s)

Murray PR, Rosenthal KS, Kobayashi GS, Pfaller MA. Medical microbiology. 4th ed. St.
Louis: Moshy; 2002.

20. Editor(s), compiler(s) as author

Gilstrap LC 3rd, Cunningham FG, VanDorsten JP, editors. Operative obstetrics. 2nd ed.
New York: McGraw-Hill; 2002.

21. Author(s) and editor(s)

Breedlove GK, Schorfheide AM. Adolescent pregnancy. 2nd ed. Wieczorek RR, editor.
White Plains (NY): March of Dimes Education Services; 2001.

22. Organization(s) as author [Edited 12 May 2009]

Advanced Life Support Group. Acute medical emergencies: the practical approach.
London: BMJ Books; 2001. 454 p.

American Occupational Therapy Association, Ad Hoc Committee on Occupational
Therapy Manpower. Occupational therapy manpower: a plan for progress. Rockville
(MD): The Association; 1985 Apr. 84 p.

National Lawyer's Guild AIDs Network (US); National Gay Rights Advocates (US). AIDS
practice manual: a legal and educational guide. 2nd ed. San Francisco: The Network; 1988.

23. Chapter in a book

Meltzer PS, Kallioniemi A, Trent JM. Chromosome alterations in human solid tumors. In:
Vogelstein B, Kinzler KW, editors. The genetic basis of human cancer. New York:
McGraw-Hill; 2002. p. 93-113.

24. Conference proceedings

Harnden P, Joffe JK, Jones WG, editors. Germ cell tumours V. Proceedings of the 5th
Germ Cell Tumour Conference; 2001 Sep 13-15; Leeds, UK. New York: Springer; 2002.

25. Conference paper

Christensen S, Oppacher F. An analysis of Koza's computational effort statistic for genetic
programming. In: Foster JA, Lutton E, Miller J, Ryan C, Tettamanzi AG, editors. Genetic
programming. EuroGP 2002: Proceedings of the 5th European Conference on Genetic
Programming; 2002 Apr 3-5; Kinsdale, Ireland. Berlin: Springer; 2002. p. 182-91.
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26. Scientific or technical report
Issued by funding/sponsoring agency:

Yen GG (Oklahoma State University, School of Electrical and Computer Engineering,
Stillwater, OK). Health monitoring on vibration signatures. Final report. Arlington (VA):
Air Force Office of Scientific Research (US), Air Force Research Laboratory; 2002 Feb.
Report No.: AFRLSRBLTR020123. Contract No.: F496209810049.

Issued by performing agency:

Russell ML, Goth-Goldstein R, Apte MG, Fisk WJ. Method for measuring the size
distribution of airborne Rhinovirus. Berkeley (CA): Lawrence Berkeley National
Laboratory, Environmental Energy Technologies Division; 2002 Jan. Report No.:
LBNL49574. Contract No.: DEAC0376SF00098. Sponsored by the Department of Energy.

27. Dissertation

Borkowski MM. Infant sleep and feeding: a telephone survey of Hispanic Americans
[dissertation]. Mount Pleasant (MI): Central Michigan University; 2002.

28. Patent

Pagedas AC, inventor; Ancel Surgical R&D Inc., assignee. Flexible endoscopic grasping
and cutting device and positioning tool assembly. United States patent US 20020103498.
2002 Aug 1.

Other Published Material
29. Newspaper article

Tynan T. Medical improvements lower homicide rate: study sees drop in assault rate. The
Washington Post. 2002 Aug 12;Sect. A:2 (col. 4).

30. Audiovisual material

Chason KW, Sallustio S. Hospital preparedness for bioterrorism [videocassette]. Secaucus
(NJ): Network for Continuing Medical Education; 2002.

31. Legal Material
Public law:

Veterans Hearing Loss Compensation Act of 2002, Pub. L. No. 107-9, 115 Stat. 11 (May
24, 2001).

Unenacted bill:
Healthy Children Learn Act, S. 1012, 107th Cong., 1st Sess. (2001).
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Code of Federal Regulations:

Cardiopulmonary Bypass Intracardiac Suction Control, 21 C.F.R. Sect. 870.4430 (2002).
Hearing: Arsenic in Drinking Water: An Update on the Science, Benefits and Cost:
Hearing Before the Subcomm. on Environment, Technology and Standards of the House
Comm. on Science, 107th Cong., 1st Sess. (Oct. 4, 2001).

32. Map

Pratt B, Flick P, Vynne C, cartographers. Biodiversity hotspots [map]. Washington:
Conservation International; 2000.

33. Dictionary and similar references

Dorland's illustrated medical dictionary. 29th ed. Philadelphia: W.B. Saunders; 2000.
Filamin; p. 675.

Unpublished Material

34. In press or Forthcoming [Edited 12 May 2009]

(Note: NLM prefers "Forthcoming" rather than "In press™ because not all items will be
printed.)

Tian D, Araki H, Stahl E, Bergelson J, Kreitman M. Signature of balancing selection in
Arabidopsis. Proc Natl Acad Sci U S A. Forthcoming 2002.

Electronic Material

35. CD-ROM

Anderson SC, Poulsen KB. Anderson's electronic atlas of hematology [CD-ROM].
Philadelphia: Lippincott Williams & Wilkins; 2002.

36. Journal article on the Internet [Edited 12 May 2009]

Abood S. Quality improvement initiative in nursing homes: the ANA acts in an advisory
role. Am J Nurs [Internet]. 2002 Jun [cited 2002 Aug 12];102(6):[about 1 p.]. Available
from: http://www.nursingworld.org/AJN/2002/june/Wawatch.htmArticle

Optional presentation (omits bracketed phrase that qualifies the journal title abbreviation):
Abood S. Quality improvement initiative in nursing homes: the ANA acts in an advisory
role. Am J Nurs. 2002 Jun [cited 2002 Aug 12];102(6):[about 1 p.]. Available from:
http://www.nursingworld.org/AJN/2002/june/Wawatch.htmArticle

Article published on the Internet ahead of the print version:See # 18.

Optional formats used by NLM in MEDLINE/PubMed:
Article with document number in place of traditional pagination:
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Williams JS, Brown SM, Conlin PR. Videos in clinical medicine. Blood-pressure
measurement. N Engl J Med. 2009 Jan 29;360(5):e6. PubMed PMID: 19179309.

Article with a Digital Object Identifier (DOI):

Zhang M, Holman CD, Price SD, Sanfilippo FM, Preen DB, Bulsara MK. Comorbidity
and repeat admission to hospital for adverse drug reactions in older adults: retrospective
cohort study. BMJ. 2009 Jan 7;338:a2752. doi: 10.1136/bmj.a2752. PubMed PMID:
19129307; PubMed Central PMCID: PMC2615549.

Article with unique publisher item identifier (pii) in place of traditional pagination or DOI:

Tegnell A, Dillner J, Andrae B. Introduction of human papillomavirus (HPV) vaccination
in Sweden. Euro Surveill. 2009 Feb 12;14(6). pii: 19119. PubMed PMID: 19215721.

37. Monograph on the Internet [Edited 12 May 2009]

Foley KM, Gelband H, editors. Improving palliative care for cancer [Internet].
Washington: National Academy Press; 2001 [cited 2002 Jul 9]. Available from:
http://www.nap.edu/books/0309074029/html/.

38. Homepage/Web site [Edited 12 May 2009]

Cancer-Pain.org [Internet]. New York: Association of Cancer Online Resources, Inc.;
€2000-01 [updated 2002 May 16; cited 2002 Jul 9]. Available from: http://www.cancer-
pain.org/.

39. Part of a homepage/Web site [Edited 12 May 2009]

American Medical Association [Internet]. Chicago: The Association; ¢1995-2002 [updated
2001 Aug 23; cited 2002 Aug 12]. AMA Office of Group Practice Liaison; [about 2
screens]. Available from: http://www.ama-assn.org/ama/pub/category/1736.html

40. Database on the Internet [Edited 12 May 2009]
Open database:

Who's Certified [Internet]. Evanston (IL): The American Board of Medical Specialists.
€2000 - [cited 2001 Mar 8]. Available from: http://www.abms.org/newsearch.asp

Closed database:

Jablonski S. Online Multiple Congenital Anomaly/Mental Retardation (MCA/MR)
Syndromes [Internet]. Bethesda (MD): National Library of Medicine (US); c1999 [updated
2001 Nov 20; cited 2002 Aug 12]. Available from:
http://www.nlIm.nih.gov/archive//20061212/mesh/jablonski/syndrome_title.html
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41. Part of a database on the Internet [Edited 12 May 2009]

MeSH Browser [Internet]. Bethesda (MD): National Library of Medicine (US); 2002 - .
Meta-analysis [cited 2008 Jul 24]; [about 2 p.]. Available from:
http://www.nlm.nih.gov/cgi/mesh/2008/MB_cgi?mode=&index=16408&view=concept
MeSH Unique I1D: D017418.

42. Blogs [Added 12 May 2009]

Holt M. The Health Care Blog [Internet]. San Francisco: Matthew Holt. 2003 Oct - [cited
2009 Feb 13]. Available from: http://www.thehealthcareblog.com/the _health_care_blog/.

KidneyNotes.com [Internet]. New York: KidneyNotes. c2006 - [cited 2009 Feb 13].
Available from: http://www.kidneynotes.com/.

Wall Street Journal. HEALTH BLOG: WSJ's blog on health and the business of health
[Internet]. Hensley S, editor. New York: Dow Jones & Company, Inc. c2007 - [cited 2009
Feb 13]. Available from: http://blogs.wsj.com/health/.

Contribution to a blog:

Mantone J. Head trauma haunts many, researchers say. 2008 Jan 29 [cited 2009 Feb 13].
In: Wall Street Journal. HEALTH BLOG [Internet]. New York: Dow Jones & Company,
Inc. c2008 - . [about 1 screen]. Available from:
http://blogs.wsj.com/health/2008/01/29/head-trauma-haunts-many-researchers-say/.

Campbell A. Diabetes and alcohol: do the two mix? (Part 2). 2008 Jan 28 [cited 2009

Feb 13]. In: Diabetes Self-Management Blog [Internet]. New York: Diabetes Self-
Management. [2006 Aug 14] - . 2 p. Available from:
http://www.diabetesselfmanagement.com/blog/Amy_Campbell/Diabetes_and_Alcohol_Do
_the Two_Mix_Part_2

Reider J. Docnotes: Health, Technology, Family Medicine and other observations
[Internet]. [place unknown]: Jacob Reider. 1999 - . CRP again ...; 2004 Apr 2 [cited 2009
Feb 13]; [about 1 screen]. Available from: http://www.docnotes.com/2004/04/crp-
again.html

More detailed information on how to cite references can be found in Citing Medicine. Note

Appendix F which covers how citations in MEDLINE/PubMed differ from the advice in
Citing Medicine.


http://www.ncbi.nlm.nih.gov/books/bookres.fcgi/citmed/frontpage.html
http://www.ncbi.nlm.nih.gov/books/bv.fcgi?rid=citmed.chapter.appf

