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CHAPTER 1:  INTRODUCTION

This manual sets forth the requirements for the preparation and submission of dissertations for the Doctoral Program in Educational Leadership at Fresno State (DPELFS). It is the student’s responsibility to prepare the dissertation in accordance with the instructions in this manual.

The scholarly work done by the student prior to the final preparation of the dissertation is outside the province of this manual. It is assumed that once the research is complete, a final draft is examined and approved by the dissertation chair and the candidate’s dissertation committee. At that point, the candidate is ready to prepare a document for final submission to the Division of Graduate Studies.

The language in which all dissertations are written will be English. This manual also assumes that every dissertation will demonstrate effective communication skills. It is the responsibility of the student that the dissertation demonstrates clarity, correctness, and organization. A student may use the assistance of a professional editor if he or she receives the prior approval of the research advisor; the editorial assistance is limited to the use of language and not to subject matter content or meaning; and all editorial assistance is acknowledged in the preface of the final document.

Characteristics that a dissertation will demonstrate are:

· The establishment of a historical context for the presentation of an innovative and creative approach to the problem analysis and solution.
· A clear understanding of the problem area as revealed by analysis and synthesis of a broad literature base.
· A well-defined research design.
· Clarity in composition and careful documentation.
· Results of sufficient merit to be published in refereed journals or to form the basis of a book or monograph; sufficient detail so that other scholars can build on it in subsequent work.
· The preparation of the author to assume a position within the profession.

Questions regarding dissertation format that are not answered in this manual should be directed to the Dissertation/Thesis Office, Division of Graduate Studies.

Students should consult the most recent edition of the Publication Manual of the American Psychological Association, for complete style information (reference format, table and figure layout, special language, abbreviations, etc.).
CHAPTER 2:  FINAL PREPARATION AND PROCEDURES

Submission of Paper Documents
Upon passing the final defense of the dissertation, candidates for the degree of Doctor of Education must submit the following paper documents to the DPELFS office:

· One paper final publication copy of the dissertation.
· Two paper copies of the title page.
· Two paper copies of the abstract.
· One original, signed paper copy of the Committee Membership/Approval Page.
· One completed and signed Report of the Final Examination and Filing of the Dissertation (DPELFS Form 11). The Report of the Final Examination form must include the typed names of the committee members and dissertation chair and the signatures of each member on that committee.
Document Preparation
Print Requirements
1. Text must be set in 13-point Times New Roman. Script fonts are not acceptable. 

2. All dissertations must be clean and carefully reproduced; pages that are crooked or that have gray edges, streaks, or spots are not acceptable.

3. All type must be sharp, clear, and unbroken.  Visible differences in quality or contrast of print resulting from a faulty or worn printer are unacceptable and will require a reprinting of those portions of the dissertation.

Paper Requirements

1. The publication copy may be printed on regular copy paper.

Margins

1. The text of the document must be left justified.

2. The left margin will be set at 1.5”.  The top margin will be set at 1.2”.  The bottom and right margins will be 1”. Tables and figures use the same margins as text.

3. Headings (i.e., titles of pages, chapter titles) and running text will be set at exactly 24 points below the page number.
4. A subheading at the bottom of a page will be followed by at least two full lines of type. If space does not permit two lines plus a 1” margin, the subheading will begin on the next page. Similarly, a new paragraph toward the bottom of a page will run for at least two lines or be started on the next page. The final few words of a paragraph will not be continued on the next page. At least two full lines of type are required to continue a paragraph on the next page.

Pagination

1. Each page must be numbered, with the exception of the Title Page, which counts as page i but does not show a number.

2. The preliminary pages—including the Abstract, Copyright Page, Committee Membership/Approval Page, Acknowledgement, Table of Contents, List of Tables, and List of Figures—will be numbered with lower-case Roman numerals (ii, iii, iv, etc.) centered 0.5” from the bottom edge of the page. Preliminary pagination begins with ii; the Title Page counts as i, but the number does not appear. 
3. All remaining pages—including text, illustrations, appendices, and references—carry consecutive Arabic numerals (1, 2, 3, etc.). The page number will be placed in the upper right-hand corner of the page, right aligned, 0.5” from the top edge and 1” from the right edge.
Spacing

1. The text of the document will be exactly 24 points.
2. Exceptions are made for the following material, which will be single-spaced:
· Table and figure captions

· Tabular material as necessary

· Appendix material as appropriate

3. Quoted material of over 40 words calls for block quote format: Indent 0.5” from the left margin and carry out to the right margin.
4. References will be set at exactly 24 points.
Centering

Centered material is to be centered between the left and right margins.

Indentation


The beginning of all paragraphs will be indented 0.5”.

References
1. Citation forms must be consistent with the APA manual.

2. All dissertations will have a References section (see Reference Material on page 19).

Tables and Figures
Definitions

1. The word “Table” is used for tabulated numerical data in the body of the dissertation and in the appendices.

2. The word “Figure” designates all other illustrative material used in the body and in the appendices, including, for example, graphs, charts, drawings, images, and diagrams.

Preparation

1. All figures and tables, including numbers and captions, will fit within a 6” by 9” area in order to comply with margin regulations.  

2. Where material for figures and tables is too large to fit within margin requirements, it may be reduced either by xerography or by means available to the word processing programs (reduction of point size in fonts).  Care must be taken that the final reduction be clear and legible.
3. Page numbers, table titles, and figure captions must be the same size as the rest of the text (not reduced).
4. For oversize illustrations, please consult the Dissertation/Thesis Office in the Division of Graduate Studies.
Placement

1. Tables and figures that must be positioned horizontally (landscaped) will face the outer edge of the page, with the widest margin at the binding edge.

2. Tables and figures less than one half-page in length will be included on the same page with the text whenever possible, separated from the text above or below by double spacing. If they exceed a half-page in length, they will be placed on a separate page. Two or more small tables or figures may be placed on a single page.

3. Table numbers and titles will be consistent with APA format. 

4. Figure numbers and captions will be consistent with APA format. 

5. The placement of the table or figure does not affect the position of the page number (see Pagination on page 3).
Numbering

1. Tables and figures appearing in the body of the paper must be referred to in the text, and will follow as closely as possible the first reference to them.

2. Tables and figures are numbered in separate series. Each table and figure, including any in the appendices, has a number in its own series. Each series is numbered consecutively in Arabic numerals (e.g., Figure 10, Figure 11, Figure 12); or within chapters (e.g., Figure 10.1, Figure 10.2, Figure 10.3).

3. Each table and figure will be separately numbered.  Figures will be complete on one page.

4. If a table continues to the following page, the top line should read “Table 10 (continued).” The title is not repeated.  Column headings should be repeated.
Titles and Captions

1. Tables will be identified by the word “Table” and be numbered consecutively using Arabic numerals.  Double space after the table number and type the table title in italics.
2. Figures will be identified by the word “Figure” and be numbered consecutively using Arabic numerals.  The word “Figure” and its corresponding number are typed in italics.  Captions for figures are continued on the same line as the figure number.  The captions are not italicized.
3. These titles/captions will appear in the preliminary pages in the List of Tables or List of Figures (see List of Tables on page 16 and List of Figures on page 16.)

Citations

When referring to a table or figure in the text, the full word and number will be used (e.g., Table 10 or Figure 6).

CHAPTER 3:  ARRANGEMENT OF CONTENTS

Every dissertation has three parts: the preliminary pages, the text, and the reference material. Each part has several sections, which are normally arranged in the order they are discussed below.

Elements of the dissertation will be arranged in the following manner:

1. Preliminary Pages

a. Title page
b. Abstract

c. Copyright page

d. Committee Membership/Approval page

e. Acknowledgement(s) (optional)

f. Table of Contents

g. List of Tables

h. List of Figures

2. Text (usually divided into chapters and sections)

3. Reference Material

a. References

b. Appendix

Preliminary Pages
Title Page

1. All information on the title page is centered.  See Figure 1 as an example.

Figure 1.  Example of Title Page

[image: image2]
2. The title of the dissertation will appear in capital letters.  This heading is centered and dropped by a double space from the top margin.  Words will be used in place of formulas and symbols in the title.  The inverted pyramid form is followed for the title when the title consists of more than one line.  If the title is more than one line, double space between the lines.
3. The author’s name will be spelled out in full and must match the name on university records; no middle initials are permitted.

4. A listing of earlier schools and degrees immediately follows the author’s name. 
5. The submission statement names the degree sought, the program and school, the university, and the year.

6. The last line of the title page (the year) will be centered 1” from the bottom edge of the page.

7. Two printed paper copies of the Title Page must be submitted with the dissertation.
8. Do not number the Title Page.  The Title Page counts as “i”, but the number does not appear.

Abstract

1. See Figure 2 as an example of the abstract.

Figure 2: Example of Abstract Form

	


2. An abstract of no more than 350 words in length must appear immediately after the title page in all doctoral dissertations.

3. The abstract will consist of the dissertation title followed by the text.

4. The abstract will state briefly the problem discussed in the dissertation, describe the research procedures or methodology, and summarize major findings and conclusions.  Language should be kept as clear and concise as possible.

5. The abstract will not include footnotes, citations, illustrative materials or tables.

6. The candidate’s full name as on the title page appears in the right-hand corner of the first page as the first line of text, 0.5” from the top edge and 1” from the right edge of the paper. The month and year the degree is to be conferred appears on the second line below the student’s name.  “Educational Leadership” appears as the third line of text, below the month/year as the name of the degree program.  All three lines above will be right-aligned.

7. The title of the dissertation will appear in capital letters.  This heading is centered and dropped by a double space from the top margin.  The word Abstract appears a double space below the title of the dissertation.  The text of the abstract begins at the left margin one triple space below the word Abstract. 

8. Abstract pages are numbered with small Roman numerals centered 0.5” from the bottom edge of the page.

Copyright Page

1. A copyright notice on a dissertation signals to readers that the author holds the copyright registration. Registration establishes a public record of the copyright. For U.S. publications, registration is required before an infringement lawsuit can be filed.  University Microfilms Incorporated (UMI) handles the copyright registration for this university.
2. Doctoral candidates should obtain the UMI information packet from the Dissertation/Thesis Office in the Division of Graduate Studies.  Material outlining the copyright process is included in this packet. 

3. Candidates should sign on the appropriate form line and pay the requisite fee (at the time of this printing, $65) when they pay copying and binding fees at the Kennel Print and Copy Center. 
4. The copyright notice will appear on a page immediately following the abstract with the following text centered in the middle of the page:

Copyright by 

[Name of Author]

[Year of publication]

5. The copyright page is numbered with small Roman numerals centered 0.5” from the bottom edge of the page.
6. Inclusion of copyrighted materials in a dissertation requires that the student obtain a letter from the copyright owner authorizing use of the materials. The letter must also state that the copyright owner is aware that UMI will microfilm the dissertation and may sell copies of it on demand. One copy of each copyright permission letter must be submitted with the dissertation to ProQuest before they can publish it in the dissertation.  This letter can be found on the Division of Graduate Studies website.
Committee Membership/Approval Page

1. All information on the Committee Membership/Approval page is centered.  See Figure 3 as an example.
Figure 3.  Example of Committee Membership/Approval Page

2. California State University, Fresno is centered and dropped by a double space from the top margin.  Kremen School of Education and Human Development appears immediately below the university’s name.  Doctoral Program in Educational Leadership at Fresno State appears immediately below the school’s name.
3. The candidate’s full name appears after “This dissertation was presented by”.

4. The defense of the dissertation date appears after “It was defended on”.

5. The Committee Membership/Approval Page must include the names and signatures of the dissertation chair and committee members.

6. The committee chair must be listed first, with the name typed below the line, followed by the designation “Chair”.

7. Names of the remaining committee members will be placed in order accordance to committee preference, with the name of each member typed below each line.

8. Do not provide academic titles (i.e., “Dr.” or “Ph.D.) before or after committee members’ names.

9. The full department name is centered under each committee member’s name.

10. The Committee Membership/Approval Page is numbered with small Roman numerals centered 0.5” from the bottom edge of the page.
Acknowledgement(s)
1. The heading ACKNOWLEDGEMENT or ACKNOWLEDGEMENTS will appear in capital letters.  This heading is centered and dropped by a double space from the top margin; double space below it to the text.

2. The acknowledgement is optional and, if used, should be brief. Acknowledgements in the form of a brief statement of appreciation for special assistance or support, including research and editorial assistance, are what will be included in this section.

3. Acknowledgement pages are numbered with small Roman numerals centered 0.5” from the bottom edge of the page.

Table of Contents

1. See Figure 4 for an example of the Table of Contents.

Figure 4: Example of Table of Contents

2. The heading TABLE OF CONTENTS will appear in capital letters.  This heading is centered and dropped by a double space from the top margin; double space below it to the text.  The actual listing (text) begins at the left margin.

3. The titles of chapters are listed in the Table of Contents, as well as those of all subdivisions.
4. Indentation in the Table of Contents reflects the level of each division, as shown in Figure 4.

5. Wording, spelling, capitalization, and punctuation in the Table of Contents must be identical to that of the actual titles in the body of the dissertation.

6. Table of Contents pages are numbered with small Roman numerals centered 0.5” from the bottom edge of the page.

7. All material following the Table of Contents is listed, with the exception of lists of tables and figures which are listed separately (see List of Tables on page 16 and List of Figures on page 16). Material that precedes the Table of Contents (e.g., Title Page, Committee Membership/Approval Page, etc.) is not listed.

List of Tables

1. The heading LIST OF TABLES will appear in capital letters.  This heading is centered and dropped by a double space from the top margin; double space below it to the text.  The listing of tables (text) begins at the left margin.

2. Wording, spelling, capitalization, and punctuation in the List of Tables will be identical to that of the titles that appear on the tables in the text.

3. The List of Tables pages are numbered with small Roman numerals centered 0.5” from the bottom edge of the page and continues the numbering from the last page of the Table of Contents.

List of Figures

1. The heading LIST OF FIGURES will appear in capital letters.  This heading is centered and dropped by a double space from the top margin; double space below it to the text.  The listing of figures (text) begins at the left margin.

2. Wording, spelling, capitalization, and punctuation in the List of Figures will be identical to that of the captions that appear on the figures in the text.

3. The List of Figures pages are numbered with small Roman numerals centered 0.5” from the bottom edge of the page and continues the numbering from the last page of the List of Tables.
Text
Chapters and Divisions

1. Each chapter starts on a new page, with the title in capital letters. This title is centered and dropped by exactly 24 points from the top margin; double space below it to the text.  See example below.
CHAPTER 1: INTRODUCTION
2. Level 1 section headings are centered and written in title case (lower and uppercase letters), separated by double spaces from the text above and the text below. See example below.
Background
3. Level 2 headings are centered, italicized, written in title case, and are separated by double spaces from the surrounding text. See example below.
History
4. Level 3 headings appear at the left margin, not indented, are italicized and written in title case, and are separated by double spaces from the surrounding text. See example below.
Participants

5. Level 4 headings appear at the beginning of a paragraph, be lowercase, indented, italicized, and end with a period. The text starts in the same line as the heading itself.  See example below.
Sleep-deprived group.  Text . . . .

6. The beginning of all paragraphs will be indented 0.5”.

7. The division headings and subheadings are not numbered.
8. The following are normally the chapter titles and section headings of the dissertation:

Chapter 1:  Introduction


Purpose of the Study

Background


Context of the Study


Significance of the Study


Theoretical Framework


Definitions


Summary

Chapter 2:  Review of the Literature
Chapter 3:  Methodology


Purpose of the Study


Research Design


Research Questions


Participants/Sample


Data Collection


Instrumentation


Pilot Study


Procedures

Data Analysis


Limitations


Summary

Chapter 4:  Results/Outcomes

Review of Methodology


Summary of the Findings


Results of Research Questions

Chapter 5:  Discussion/Summary/Conclusion

Summary of Findings


Discussion of Research Question


Recommendations


Implications for Practice


Implications for Future Research

9. Dissertations that are qualitative in nature may use different chapter titles and/or section headings as approved by the dissertation chair and committee.

10. If the previously published material by the student is included in the body of the document, it must be presented in a manner consistent with the remainder of the text (i.e., identical typeface, margins, and consistent numbering of tables, figures, and footnotes). Reference citations should be integrated with those for the rest of the document.

11. If the previously published material is placed in the appendix, its size will be adjusted to ensure that the margins are sufficient to support microfilming. Appended previously published material will retain the originally published numbers for tables, figures, footnotes, and bibliographic entries.
Reference Material
References
1. Any books, articles, websites or other published sources (retrievable data) that have been used (cited in the text) either in direct quotation or by reference, must be listed in the References.  Personal interviews/raw data (not retrievable) do not appear in reference list.
2. The heading REFERENCES will appear on the first page of the References itself, centered and dropped by a double space from the top margin. The actual listing of sources begins at the left margin one double space below the word References.
3. The list of sources is double spaced.  The first line of the citation starts at the left margin and the second and subsequent lines of that citation are indented 0.5”.
4. The American Psychological Association Publication Manual should be used to format the references.

5. The References continues the page numbering sequence that began with Chapter 1. 
Appendices

1. Appendices contain supplementary or illustrative material or explanatory data too lengthy to be included in the text or not immediately essential to the reader’s understanding of the text.

2. Each appendix will be listed with its title in the Table of Contents (e.g., APPENDIX A. TITLE OF THE APPENDIX).

3. If there is only one appendix, the heading APPENDIX will be used. If more than one appendix is needed, the appendices may be divided into APPENDIX A, APPENDIX B, etc. Each appendix must begin at the top of a new page. The heading for each appendix is centered and dropped by a double space from the top margin followed by the title of the appendix, centered and separated by double spaces from the surrounding text.  The title is written in capital letters.
4. The appendices continue the page numbering sequence that began with Chapter 1.
CHECKLIST FOR DISSERTATION SUBMISSION
· A final publication copy of the dissertation.  Student must verify that all pages are presented in correct numerical order and the proper size and orientation; that all tables and figures are present; that all references cited in the text are listed in the References; and, that the Table of Contents lists correct page numbers and titles.
· Completed and signed Report of the Final Examination and Filing of the Dissertation (DPELFS Form 11). The Report of the Final Examination form must include the typed names of the committee members and dissertation chair and the original signatures of each member on that committee.
· Two copies of the title page.

· Two copies of the abstract (350-word maximum).
· One copy of the copyright page.

· One copy of the Committee Membership/Approval page.  This page must include the original signatures of each member on that committee.
· Completed and signed UMI Forms & Instructions (included in the Dissertation Submission packet obtained from the Dissertation/Thesis Office in the Division of Graduate Studies).
· Nonexclusive Distribution License form (included in the Dissertation Submission packet) for inclusion of the dissertation in the Dissertation/Thesis Scholar (Madden Digital Scholar).

· Copyright permission letter(s) from the copyright owner(s) must be included if copyrighted material is used.  A sample permission letter can be obtained from the Division of Graduate Studies website.
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