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P R E F A C E  
 

This handbook has been prepared to assist graduate students in understanding the 

requirements, policies, and procedures for graduate programs in Teacher Education.  This handbook 

is only a supplement to the university Graduate Studies Catalog.  Students are expected to read the 

university catalog and inform themselves of all University policies and requirements that apply 

to them. 

We invite you to take advantage of faculty expertise, and the other resources available to you 

as you complete your graduate program.  Work closely with your Advisory Committee in program 

planning, understanding requirements, and in the planning and completion of your theses.  We trust 

that our association with you during this experience will be rewarding and satisfying and wish you 

success in this professional endeavor. 
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D E P A R T M E N T  O F  T E A C H E R  E D U C A T I O N  
 
G R A D U A T E  D E G R E E S  O F F E R E D  
 
 Teacher Education (MA) 
   

The Masters programs in Teacher Education prepare individuals to become 
education specialists. The MA culminates in the writing of a research Thesis suitable 
for publication.  

  
A D M I S S I O N  A N D  A P P L I C A T I O N  D E A D L I N E S  
 

Applications for admission to graduate programs are available on-line at 
http://www.byu.edu/gradstudies/admissions/applications/onlineapp.html), from The Office of 
Graduate Studies (B-356 ASB), and from the Teacher Education Office,  
201-A MCKB. 

  
Semester of Entry  Deadline (U.S. and Canada) 
   

Summer  1 February 
 
R E Q U I R E M E N T S  F O R  A C C E P T A N C E  T O  T H E  P R O G R A M  
 

a. Complete admissions procedures and meet the entrance requirements of the 
University Graduate School. 

b. Provide evidence of successful teaching experience as a certified teacher in a self-
contained public school classroom for a minimum of one year. 

c. Have a grade point average of 3.25 or above for the last 60 semester hours of 
university course work. 

d. Obtain acceptable scores on the Graduate Record Examination (GRE).  Scores (not 
more than five years old) must be submitted to the office of Graduate Studies before 
the application deadline.  To meet deadlines, take the GRE at least 3 months prior to 
application for graduate work.  (Available at major university testing centers.) 

e.          Complete a short questionnaire. 
f. Applications for acceptance are evaluated by the Teacher Education Graduate 

Faculty Admissions Committee.  Admission is based on faculty approval and 
available departmental resources. 

 
Official notification of acceptance or denial is given by the University Graduate Office. 
 

 
A D V I S O R Y  C O M M I T T E E  
 

When first admitted to a graduate program, the student will receive a program of study, which 
lists the courses the students will complete during the program. Students will have to 
complete the program of study by selecting a Graduate Chairperson and an Advisory 
Committee.  
 
Students are encouraged to visit faculty members, discuss their research interest, and 
determine the availability of faculty to serve on their committee.  After reviewing the 
recommendation of the student with the Graduate Coordinator, appointment of an Advisory 
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Committee is made by the Graduate Coordinator with approval of the Department 
Chairperson. A masters committee is composed of a chairperson and two members. Official 
assignment of committee is made when faculty members sign the student's study list, which is 
entered on the University computer records by the Graduate Secretary.  The Advisory 
Committee member's major role is to guide the student through the program and assist in the 
preparation, implementation, and evaluation of the Thesis as appropriate. 

 
M A  P R O G R A M  O U T L I N E  
 
 Learning Outcomes:  

1. The ability to set and pursue professional goals to improve their thinking and 
practices as educators. 

2. The capacity to analyze complex educational problems and marshal the resources and 
evidence to improve their practice.  

3. The skills to make a sound, moral, verbal and written argument grounded in extant 
literature and data to audiences interested in the growth and development of children 
and youth. 

4. An understanding of the ethical concerns related to conducting research with human 
subjects and the ability to protect human subjects while conducting such research. 

5. An understanding of the role education plays in a political and social democracy, of 
the knowledge related to supporting teacher and/or student growth, and that a moral 
educator seeks to continue to increase his or her knowledge in the service of children 
and families. 

 
Core Courses: 
The core courses will provide teachers with a thorough understanding of the theories and 
practices related to their professional practice and provide opportunities for considering their 
role in supporting and sustaining democratic social aims. 
 

T Ed 601 Becoming a Student of Teaching (3 credits) 
T Ed 602 Contemporary Theories of Learning and Teaching (3 credits)  
T Ed 603 Content-Area Literacy Instruction (3 credits) 
T Ed 604 Education for Democracy (3 credits) 
 

In addition to Core Courses, students may choose one of two focus areas: Literacy Education 
or Teacher Education. 
 
Literacy Education: 
The Literacy Education courses are intended to provide experienced teachers (pre-K-12) with 
increased knowledge and expertise in key areas related to classroom literacy instruction, and 
to prepare them to provide leadership in literacy instruction and professional development 
programs. Participants who complete the masters’ degree with a focus in literacy education 
will qualify for a Utah State Office of Education Reading Teacher Endorsement in addition to 
receiving their MA.  Individuals must apply to the state after their coursework is complete to 
get the endorsement added to their license.   
 

T Ed 620 Foundations of Literacy (3 credits) 
T Ed 621 Literature for Young People (3 credits) 
T Ed 622 Literacy Development and Instruction (3 credits) 
T Ed 623 Reading Comprehension Instruction (3 credits) 
T Ed 624 Writing Instruction (3 credits) 
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T Ed 625 Literacy Assessments and Interventions (3 credits) 
 

Teacher Education: 
In the Teacher Education courses emphasis is placed on developing the knowledge and ability 
needed to improve one’s own teaching practice and to assist others to become better teachers.  
 

T Ed 660 History of Teaching and Teacher Education (3 credits) 
T Ed 661 Classroom as Culture and Knowledge System (3 credits) 
T Ed 662 Teacher Learning and Development (3 credits) 
T Ed 663R Seminar in Teacher Education (3 credits) 
T Ed 664 Mentoring and Supervision (3 credits) 
T Ed 665 Best Practices in Teacher Education (3 credits) 

 
 
Research Courses: 
Students will complete research courses that will prepare them for completing their action 
theses. Students pursuing the MA students will take Thesis hours.  
 

T Ed 691 Introduction to Research Design (3 credits) 
T Ed 692 Data Analysis (3 credits) 
T Ed 699R Master’s Thesis (6 credits) 

 
T I M E  L I M I T  
 

Masters degree students enter the program in a cohort group. Each cohort will complete the 
program in two years. In rare cases where students are unable to complete the program in the 
two-year time period, students may take up to five years from their first admission date to 
complete their program.   

 
S C H O L A R S H I P / R E T E N T I O N  
 

A minimum grade-point average of 3.0 is required for graduation.  No "D" credit may be 
applied toward a graduate degree.  Students who fall below a GPA of 3.0 are carefully 
reviewed by faculty and are subject to being dropped from the program. 

 
M I N I M U M  R E G I S T R A T I O N  R E Q U I R E M E N T  
 

All degree-seeking graduate students are required to meet the minimum registration 
requirement.  Once admitted, students are expected to remain with their cohort group and 
thus must register for and complete the course listed for each semester. Students who fail to 
meet registration requirements will lose their registration eligibility.  
 
If students wish to continue, they must submit an Application to Resume Graduate Study 
(available from the Graduate office).  Students applying for readmission can expect their 
previous course work to be re-evaluated and, where appropriate, the requirements for their 
degrees may be revised to reflect current requirements.  Readmission is not automatic, as the 
student is reviewed anew by the department for acceptance or denial to continue the graduate 
program. 

 
T H E S E S  D E S C R I B E D  
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Students seeking the MA create a Thesis as a culmination to the program. The Thesis is an 
original research project conducted by the student under the direction of, and approved by, 
the candidate’s committee members. Thesis research may be done in conjunction with the 
student’s professional assignment.  

 
Two hours of the Thesis credit should be registered for the semester of graduation if all other 
credits are completed before the graduation semester. Students should save T Ed 699R for 
their last two credits. The university requires a two-semester hour registration the semester of 
graduation. 

 
Q U A L I T Y  O F  W R I T T E N  W O R K  
 

The Thesis must represent the research and writing of the student. The written work and 
content is expected to be of high quality, demonstrating thoughtfulness, logical organization, 
and mature written expression.  The quality of the written work is the responsibility of the 
student, not faculty advisor or committee members.  

 
S T Y L E  G U I D E S  
 

The Department of Teacher Education has prepared two style guide documents.  These are 
included in the Appendices.  Appendix B, Guidelines for Prospectuses, provides directions 
for writing a prospectus.  Appendix C, Guidelines for Theses, gives guides for writing the 
final reports.  The most recent Publication Manual of the American Psychological 
Association (APA) is the official style manual for the college. 

 
R E S E A R C H  A N D  W R I T I N G :   A D V I S O R Y  C O M M I T T E E  R E L A T I O N S H I P  
 

In all stages of research and writing the Thesis the student should maintain regular contact 
with the advisory committee (particularly the chairperson) for guidance in such matters as 
selection of topic, research design, organization, direction, coherence, and style. Such contact 
may save the time and expense of redoing work. 
 
In most cases, students’ written work will be reviewed several times.  Usually the effort 
necessary to produce a Thesis requires as much work as the combined course credits taken for 
the degree. 

 
W R I T I N G  T H E  P R O S P E C T U S  
 

Prior to beginning work on the Thesis the student will prepare a prospectus of the study to be 
undertaken. The study, described in the prospectus, must reflect a quality idea or topic, and 
one that will make a contribution to education. A preliminary literature review, methodology, 
and references are to be included in the prospectus. 
  
After the prospectus is written, the Advisory Chairperson convenes a meeting with the 
Advisory Committee and the student to approve, suggest modifications, or disapprove the 
prospectus.  The department form, Thesis and Dissertation Prospectus Approval Form is 
completed, signatures obtained, and is placed with a copy of the prospectus in the student's 
department file.  This must be completed before the student begins to carry out the study.  
Many theses must receive approval from the Institutional Review Board; this must be sought 
after the prospectus is approved and before data collection begins. 
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W R I T I N G  T H E  T H E S I S  
 

The University Graduate Office has published Guidelines for Meeting Minimum Standards 
for Submitting Theses, Projects, or Dissertations available in the Department office, 201-A 
MCKB.  Also available in Appendix B is the Department document, Guidelines for Theses. 
These guidelines should be used in the preparation of written class assignments, term papers, 
class projects, proposals, and masters theses. 
 
All writing within the Department is to conform to the latest edition of the APA style manual 
with minor adjustments as described herein.  The APA manual is recommended by a majority 
of professional journals in which faculty and students should be publishing the results of their 
creative work. 
 
The APA Publication Manual is mainly a guide for preparing manuscripts to be submitted for 
publication in a professional journal. Some of the guidelines are designed to facilitate the 
review, editing, and typesetting of the manuscript.  Unfortunately, a few of these guidelines 
are not appropriate for a document in final form such as theses.  The format for the theses 
should follow that outlined in the departmental guide and approved by the Advisory 
Committee.  The University and Department documents will help clarify the modifications 
needed. 

 
S U B M I T T I N G  T H E  T H E S I S  
  

Three copies of the final approved Thesis are to be submitted to the Graduate Secretary for 
binding prior to graduate deadlines.  One copy is placed in the Department Library, one copy 
is given to the Advisory Chairperson, and one copy is for the student. Appropriate forms are 
completed and payment for binding is made by the student. 
 

 
P U B L I C A T I O N  O F  J O U R N A L  A R T I C L E S  
 

Theses should be suitable for publication as journal articles allowing the research report to be 
shared and potentially contribute to the educational literature. Students are encouraged to co-
author articles with the Advisory Chairperson as a culminating part of the study. 

 
E V A L U A T I O N  O F  S T U D E N T S  
 
 a. Student Progress 
 

The department uses several methods to assess the performance and progress of 
graduate students as they complete their programs. 

 
(1) Graduate Student Progress Reports are provided to students and faculty at the 

end of each semester by the University Graduate Office.  These reports list 
courses completed and courses remaining from the student's study list.  They 
include remaining requirements and any other problems needing attention.  A 
progress report can also be computer generated at any time through the 
Teacher Education Graduate Office. 
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(2) The Office of Graduate Studies requests a student review report at least once 
each year.  The report requires a student to be rated in one of three categories:  
Satisfactory, Marginal or Unsatisfactory.  If rated unsatisfactory or 
marginal, the student is informed in writing by the department of the reasons 
for this rating.  The data for this rating are provided by the Advisory 
Chairperson upon request of the Graduate Secretary who records the data on 
the student's computer records.  A copy of the rating is kept in the student's 
file in the Graduate Office. 

(3)        In conjunction with the student review report for Graduate Studies, students 
complete a self-assessment of their progress (see Appendix). The self-
assessment is to be completed by the student and then save as a basis for a 
conversation with the Advisory Chairperson. The Advisory Chairperson 
reports on the self-assessment and conversation to the Graduate Faculty. 
Students who fail to complete a self-assessment and/or meet with their 
Advisory Chairperson receive an unsatisfactory rating on the student review 
report. 

 
(4) Students are evaluated by instructors as they complete course work and theses.  

A GPA of 3.0 is required to continue in any graduate program.  An instructor 
may refer any student whose performance is considered substandard to the 
Teacher Education Graduate Council for review. 
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Self-Assessment/ Goal Setting Form 
Graduate Programs: Teacher Education and Literacy Education 

Department of Teacher Education 
Brigham Young University 

 
Transition Point 1 (to be completed January of the first year) 

Candidate:  

Graduate Program:  
Graduate Committee 
Chair:  

Instructions: (You may type your response on a separate paper and attach this form.) 
1. Evaluate your progress since your admission to the program. Comment on your growth 

and development as a teacher and graduate student.  

 

2. Identify at least three goals related to your graduate work that you would like to actively 
pursue during the upcoming semesters. 

Goal 1: 

Goal 2: 

Goal 3: 

3. Describe an action plan that you will implement to achieve your goals. 

 

4. Indicate what help you would like to receive from your chair or members of your graduate 
committee. 



 

 
 

8 

Self-Assessment/ Goal Setting Form 
Graduate Programs: Teacher Education and Literacy Education 

Department of Teacher Education 
Brigham Young University 

 
Transition Point 2 (to be completed October of the second year) 

Candidate:  

Graduate Program:  
Graduate Committee 
Chair:  

Instructions: (You may type your response on a separate paper and attach this form.) 
1. Review the goals you set in January. Evaluate your progress since your last self-assessment. 

Comment on your growth and development as a teacher and graduate student.  

 

2. Identify at least three goals related to your graduate work that you would like to actively 
pursue during the upcoming semesters. 

Goal 1: 

Goal 2: 

Goal 3: 

3. Describe an action plan that you will to implement to achieve your goals. 

 

4. Indicate what help you would like to receive from your chair or members of your graduate 
committee.  
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b. Final Examination of Students 
 

Masters degree students complete a Thesis under the direction of the Advisory 
Committee.  The Thesis generally provides opportunity for a disciplined experience 
in observing, gathering, interpreting, and reporting data. It is usually conducted in 
relation to the student's professional assignment in a field setting.  A formal written 
report of the Thesis is required. 
 
Masters students who complete the MA degree meet with their Advisory Committees 
and defend their theses.  Each committee votes to pass, pass with qualifications, 
requires modifications, recess, or fail.  When accepted, the student will submit an 
electronic copy of his or her Thesis as a PDF according to the guidelines available at 
http://etd.byu.edu 
 
The final examination or the defense of the Thesis is a public meeting.  This means 
that other faculty members and students are welcome to attend the meeting and to 
listen to the presentation; they are not, however, permitted to ask questions or make 
comments at any time during the meeting.  The Thesis defense meeting is conducted 
by the Chair of the Advisory Committee, who calls the meeting to order and oversees 
the proceedings.  The usual pattern is for the masters candidate to make a 
presentation of his or her study along with a brief statement about how the program 
and coursework has impacted his or her professional knowledge and practice.  After 
the presentation, the Advisory Committee members have an opportunity to ask 
questions of the candidate.  Guests may stay during the questioning at the discretion 
of the Chair of the Advisory Committee.  Once questions have been asked and 
answered, the candidate and the guests are asked to leave the room while the 
Advisory Committee deliberates about the candidate’s performance.  Once the 
decision has been made by the Advisory Committee, the candidate is invited back 
into the room to discuss the decision and recommendations.   

 
 c. Scheduling of Exams and Other Graduation Deadlines 
 

Each year the Graduate Office publishes a list of last day dates for December, April, 
and August graduation deadlines available in the Department office, 201-A MCKB. 
Most deadlines are several weeks in advance of graduation day.  It is the student's 
responsibility to meet these deadlines. 
 
Prior to the final Thesis examination, students will participate with their Advisory 
Committee in a data review meeting. This meeting must occur at least two weeks 
before the final Thesis defense. The purpose of this meeting is to review the results 
and conclusions chapters of the Thesis in order to determine if the student is ready for 
his or her final Thesis defense. The final oral examination of the Thesis cannot be 
scheduled without a data review meeting. 
   
Three committee-approved copies of the completed masters Thesis must be delivered 
to the Graduate Secretary two weeks prior to final oral examination.  These copies 
are distributed to the Advisory Committee to review prior to defense.  A defense of 
the Thesis before the Advisory Committee will be scheduled in connection with a 
final oral examination on course work. 
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Note: It is the students’ responsibility to contact each member of the Advisory 
Committee and find a suitable time to hold the final oral examination.  After a time 
and date are agreed upon, the student must contact the Graduate Secretary, who will 
then assign a room to hold the examination.  

 
 
 
R E S O U R C E S  
 

Recent remodeling has greatly improved the physical facilities for Teacher Education.  The 
second floor of the MCKB is almost entirely available for department use.  Faculty and 
secretarial offices are located on the second floor of the MCKB. A student lounge area is 
available on the first floor of the building, with several tables and vending machines.  
Conference rooms are available in different locations in the building 

 
a. Micro-Teaching Studio  

A micro-teaching studio with full production capabilities, both audio and video, is 
available on the second floor of the MCKB.  This includes a control room, three 
classrooms for taping, and playback rooms. 

 
b. Teaching and Learning Support Center 

The TLSC is located on the first floor of the MCKB.  It has approximately 6,000 sq. 
ft. of space and includes a computer lab and technology classroom.  This facility is 
available for student and faculty use. 

 
c. Library 

For graduate studies, the Lee Library provides the major source of study resources.  
The Lee Library houses well over 2,500,000 volumes with excellent specific 
coverage in the field of Teacher education and reading, including a textbook 
collection.  In addition to the standard periodical indexes and card catalogue, the 
library uses BYLINE, an on-line catalogue that accesses items from 1978-present.  It 
is a member of the Research Library Group and participates in RLIN (Research 
Library Information Network), which can access the holdings of other members of 
the group through the inter-library loan service.  Through computer searches, 
available through commercial vendors such as DILOG and BRS, the university can 
also access over 200 separate data banks, including ERIC, Psychological Abstracts, 
and Dissertation abstracts.  
 

F U N D I N G  
 
The department has limited funds available for graduate students.  Some funds are made 
available for student tuition, salaries for graduate research assistantships, and for graduate 
students to travel to conferences to present their work.  The amount of funding varies from 
semester to semester; therefore, application for funds occurs each semester/term.  Receiving 
funding one semester does not guarantee funding for subsequent semesters.  For more 
information about funding, please contact the graduate coordinator.   

 
   

A P P L I C A T I O N  F O R  G R A D U A T I O N  
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The Graduate Office sets the dates and deadlines which vary from year to year.  (See 
University Catalog for exact deadline dates.)  Usual deadlines: 
 
December graduation—September  
April graduation—January  
August graduation—May  
 
Students should secure and complete an application form (see Graduate Secretary in 201-A 
MCKB to get form), take it to the Cashier’s Office and pay the graduation fee, and return the 
form to the Graduate Secretary in 201-A MCKB. 
 

C H A N G E S  I N  P O L I C I E S  A N D  P R O C E D U R E S  
 

The policies and procedures described in this document are those that were in force on the 
date stated on the cover page.  Changes in policies, procedures, and programs are made as 
needed and are recorded in Departmental minutes to be included in subsequent revisions of 
this handbook.  Students are subject to all policies that have been approved at the time of 
admission, even if not included in this document. 
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A P P E N D I X  E  
 

C L A R I F I C A T I O N  O N  T R A N S F E R  C R E D I T  
I N  G R A D U A T E  D E G R E E  P R O G R A M S  

 
M A   

 
The MA program is organized around cohort groups of students in order to create and 
maintain a culture of scholarship. Furthermore, the courses are organized so that course 
content can build from course to course. For this reason, no transfer credit is accepted 
into the program; this includes credits taken at the Salt Lake Center.  

  
 

The Department of Teacher Education expects graduate students to know and abide by these 
policies.   
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Appendix A 
 

General Typing Guidelines 
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Following are general format guidelines for all prospectuses, projects, theses, 
and dissertations. The APA style manual is used but there are modifications that have 
been dictated by the BYU Graduate School and others approved by the graduate faculty 
of the department. This manual points out any modifications that will be necessary for 
you to make. 
 
 
 
1. Margins for the front pages starting with the Title Page and ending with the last 

page of the ACKNOWLEDGMENTS are: 
 
 

 
 2" 
 
 
 
 
 
1-1/2" 1" 
 
 
 
 
 
 1" 

 
2. Margins for the remaining pages starting with the TABLE OF CONTENTS and 

ending with the last page of the APPENDIXES are: 
 
 

 
 1" 
 
 
 
 
 
1-1/2" 1" 
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 1" 
 
3. The font to be used is TIMES NEW ROMAN OR TIMES ROMAN (not Times). 

This helps with the consistency of all papers from this department. 
 
4. All text is to be double spaced. There are two exceptions: (a) when you have a 

large number of indented quotes you may choose to single space the quotes for 
ease of reading and (b) the reference list can be single spaced if desired. 

 
5. Page numbers can be confusing. We suggest that you put your front material 

(Title Page to the end of the Table of Contents) in a separate file from the main 
body of your paper. This makes numbering the pages much easier. 

 
a. There are no page numbers printed on the paper until the Table of 

Contents page but each page counts in the numbering. Starting with the 
Table of Contents page, the page numbers are in Roman numerals, 
centered, and at the bottom of the page. In the sample you will note that 
the first page number that is printed on the page is xi. 

 
b. Page numbers in the body of the text start with the Arabic numeral 1 and 

continue to the last page of the appendixes. Each Section, the References, 
the APPENDIX half title page, and all the Appendixes start on a new 
page. The page number on all first pages of each Section and the first page 
of the References is printed at the bottom center of the page. All other 
pages are numbered in the top right high corner at the 1"/1" margins. All 
computers are able to do this but some programs are easier to work with 
than others! 

 
6. There are no BOLD words or headings in your paper. There is no exception to 

this rule. 
 
7. The new APA Manual uses Italics (no underlining) in your paper (please refer to 

fifth edition). 
 
8. You have the choice of a ragged right margin or a justified right margin. These 

instructions are typed with a justified right margin. 
 
9. Headings are another confusing item. The following conflicts with the APA 

manual slightly but follows the BYU Graduate School guidelines. 
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a. Heading A is all caps and centered. This heading is used for the front 
matter and all Section numbers and titles, Reference page, and the 
APPENDIXES page if you have more than one appendix. 

 
 SECTION 1 
 
 PLAN 
 

Text starts one double space below the title. 
 

b. Heading B is centered, italicized and all major words are capitalized. 
 
 Statement of the Problem 
 

Double space before and after the heading. 
 

c. Heading C is flush left, italicized and all major words are capitalized. 
Double space before and after the heading. 

 
Subheading Number One 
 

Text starts here. 
 
Subheading Number Two 
 

Text starts here. 
 

d. Heading D is indented, italicized and only the first word and proper nouns 
are capitalized. 

 
Paragraph heading number one.  Start text two spaces after the period. Make sure 

the period is underlined with the heading. 

Paragraph heading number two.  Start text here. 

IMPORTANT NOTE: Heading A is always used, no exceptions. If you only 
have two levels of headings in your whole paper use Heading A, and Heading C. 
If you have three levels of headings use Heading A, Heading C, and Heading D. If 
you have four levels of headings use Heading A, Heading B, Heading C, and 
Heading D. 
 

If you are confused, please see the department secretary. 
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10. Here are some other minor items that need attention: 
 

a. Ellipses must have spaces between each period. (. . .) or (. . . .) or (, . . .) 
 

b. If you have an enumerated list within a paragraph use small letters with 
parentheses around them:  (a) this is now, (b) this is before, and (c) this is 
after. 

 
c. If you want to enumerate a long list use the following format: 

 
1.  Indented and two spaces after the period. The second line of this paragraph 

goes to the left margin. 
 

2.  This continues until your enumeration is complete. 
 

d. All professors= names listed on the signature pages must be complete 
names. Example: M. Winston Egan, Marvin N. Tolman, Bradley R. 
Wilcox, Michael O. Tunnell, etc. 

 
e. The date on your prospectus is the month and year you turn it in to the 

department. The date on your project/thesis/dissertation is the month and 
year that you will graduate. 

 
f. References within the text are listed after a direct quote as follows: 

 
AWe have come to the conclusion that children under the age of three can be very 

difficult to handle@ (Brown, 2004, p. 1). 
 

g. Quotes that are longer than three lines are indented and have no quote 
marks at the beginning or end of the quote as shown below. 

 
We have also come to the conclusion that it is very difficult the follow a three 
year old during their waking hours and not become so exhausted that we fall in 
bed at night wondering where all the energy came from and why it could not be 
channeled in a more positive manner. (Brown, 2004, pp. 4-5) 

 
h. Widow and orphan lines are not allowed. This is a single line at either the 

bottom or the top of a page.  
 

i. In the reference section, complete references must be on the same page. If 
there is a three line reference, it must be kept on the same page. 
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j. If there is more than one appendix, insert a half page title page with the 
word APPENDIXES centered between all margins. This page is assigned 
a number but the number does not appear on the page. 

 
k. There are a couple of ways to type the headings for the appendixes. See 

the samples attached.
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Appendix B 
 

Guidelines for Prospectuses 
 

Following are general content guidelines for all thesis prospectuses. 
 

In preparing the prospectus, candidates must follow guidelines in the most current 
edition of the Publication Manual of the American Psychological Association (APA). 
This manual provides the following:  
 

P guidelines for the content and organization of a manuscript 
 

P writing conventions and suggestions for the expression of ideas including 
style and grammar 

 
P APA editorial style regarding punctuation, spelling, capitalization, italics, 

abbreviations, headings and series, quotations, numbers, metrication, 
statistical and mathematical copy, tables, figures, footnotes and notes, 
reference citations in text, and reference list 

 
The manual may be purchased in the BYU Bookstore. 
 
Please use the future tense in preparing this document.  
 
Prospectus Approval Form 
 

The Graduate Secretary has this form which should be obtained as soon as the 
prospectus is ready to be defended. 
  
Title Page 
 

The title page of the prospectus includes the title of the project, the author's name, 
the degree requirement being fulfilled, the name and location of the university awarding 
the degree, and the date of submission of the prospectus. The title should be brief (15 
words or less, as a rule of thumb), and at the same time it should describe the purpose of 
the study as clearly as possible. 
 
Table of Contents 
 

The prospectus needs a Table of Contents. See sample later in this appendix. 
 



 

 
 

20 

20 

Body of Prospectus 
 

The body of the prospectus consists of the following three chapters (samples of 
format can be found later in the appendix). 
 
 

CHAPTER 1 
 

INTRODUCTION 
 

Chapter 1 of the Thesis Prospectus consists of five sections: (a) a statement of the 
problem; (b) a statement of the purpose; (c) research questions; (d) delimitations; and (e) 
definition of terms. 
 
Statement of the Problem 
 

A well written statement of the problem generally describes the variables, and 
the specific relationship between those variables, to be investigated in the study.  An 
exception is with ethnographic studies which do not specify a priori the elements to be 
investigated.  The statement of the problem in all types of studies should be accompanied 
by a presentation of the background of the problem, including a justification for the 
study in terms of significance of the problem.  The justification should be compelling to 
the reader. 
 
Statement of the Purpose 
 

Clearly state the intent of the study. Also, explain how it will extend the body of 
knowledge in the field it addresses. The statement of purpose includes a rationale or 
justification for conducting the study. Why is there a need for this research? 
 
Research Questions or Statement of the Hypothesis(es) 
 

Whether you choose to use hypotheses or research questions will depend upon the 
type of study you are undertaking.  Generally a experimental design will have 
hypotheses.  An evaluation study will have research questions.  An ethnographic study 
will usually have research questions and objectives. 
 

A good hypothesis states as clearly and concisely as possible the expected 
relationship (or differences) between two variables and defines those variables in 
operational terms.  If your study is investigating more than one set of variables you will  
have a research hypothesis for each set. 
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Good research questions state as clearly and concisely as possible what the 
study is attempting to answer. These questions will focus the study, and all sections will 
be aligned to answer these questions. Variables will be defined in operational terms. 
 
Limitations 
 

Each research design has limitations. Describe the factors that cannot be 
controlled by the researcher. For example, one typically cannot control the ability levels 
of students who populate two classrooms being compared. 
 
Definition of Terms 
 

You should also include an  operational definition of terms used in the study 
which will be measured.  Stipulative definitions may suffice for variables not being 
measured in the study.  Terms which are defined operationally should not be defined in a 
separate section but each term should be defined the first time it is introduced in the 
report. 

 
CHAPTER 2 

 
REVIEW OF LITERATURE 

 
The review of literature describes and analyzes what has already been studied 

about your problem.  The review of literature is not a series of abstracts, connected 
quotes, nor annotations but rather an analysis of the relationships and differences among 
related studies and reports.  The review should present a critical, integrative analysis of 
previously completed research that is related to your problem showing all references.  It 
should identify and clarify unresolved issues which need further study.  The review 
should flow from the general to the specific and in such a way that the least-related 
references are discussed first and the most-related references are discussed last.   The 
literature review for the prospectus need not be exhaustive.  The complete review will be 
found in the research report. 
 

CHAPTER 3 
 

PROCEDURES AND METHODS 
 

In the Procedures/Methods section describe in detail how the study will be 
conducted.  This description enables the reader to evaluate the appropriateness of your 
methods.  It is both conventional and expedient to divide the Procedures/Methods section 
into labeled subsections.  The following subsections should be carefully considered when 
writing the Procedures/Methods section.  The order may be altered to suit clear 
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communication, but any section should be deleted only when it clearly does not apply 
to your study. 
 
 
Participants 
 

 The participants section includes a definition and description of the target  and 
available populations from which your sample will be selected.  The description of the 
target and available populations should indicate their size and major characteristics such 
as age, grade level, ability level, and socioeconomic status.  You may describe the 
method you will use in selecting the sample (or samples) here or in procedure section 
below, whichever seems to work best for your report.  If method of sample selection is 
presented here it should be very specific.  Also report any information on any variables 
which might be related to performance on the dependent variable. 
 
Instrumentation 
 

Quantitative studies. The description of the instruments should identify and 
describe each instrument used to collect data pertinent to the study, be it a test, 
questionnaire, interview form, or observation form.  The description of each instrument 
should relate to the function of the instrument in the study, what the instrument is 
intended to measure, and report data related to validity and reliability.  Advantages and 
disadvantages of each instrument should be reported with a rationale of why the 
instrument was selected over others that you may have considered. 
 

If you intend to developed an instrument as part of you study, the description 
needs to be more detailed and should relate the way you will developed it, including 
validity and reliability studies you expect to do on the instrument, a description of 
pretesting procedures, and subsequent instrument revision. 
 

Qualitative studies.  With qualitative studies the observer often is the instrument.  
In these studies describe the observer giving such details as gender, appropriate 
experience and background, and potential biases that the observer may have that may be 
relevant to the study. 
 
Design 
 

In correlational, quasi-experimental, or experimental studies, the name and 
description of the basic design (or variation of a basic design to be applied in the study 
should be identified (e.g. Randomized, Pretest-Posttest, Control Group Design; 2x3 
Factorial Design).  It should include a rationale for the selection of the design and a 
discussion of sources of invalidity associated with the design, and how they may have 
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been minimized in the study being contemplated.  If your design is an ethnographic 
study designate it as such and give a brief description of its characteristics. 
 
 
 
Procedure 
 

The procedure section should describe each step you plan to follow in conducting 
your study, in chronological order, in sufficient detail to permit the study to be replicated 
by another researcher.  If not done so earlier, describe the method of subject selection in 
detail.  It should be clear exactly how you will assign participants to groups and how you 
will assigned treatments to groups.  Describe time and conditions of pretest 
administration (if appropriate), followed by a detailed explanation of the study itself.  
Delineate clearly the way in which the groups will be different (treatment) as well as 
ways in which they will be similar (control procedures). 
 
Data Analysis 
 

In this section describe how you plan to tabulated descriptive data and what 
statistical techniques you plan to use to summarize the data.  If you plan to use inferential 
statistics state each statistical hypothesis and designate the inferential method to test each 
statistical hypothesis.  Name each statistical test of significance selected to be applied to 
the data and justified it in terms of type of data (nominal, ordinal, interval or ratio) and 
assumptions required. 
 
 REFERENCES 
 

The references section of the prospectus lists all the sources, alphabetically by 
authors' last names, that were directly used in writing the report.  Most of the references 
will appear in the introduction and review of literature sections of the report.  Every 
source cited in the report must be included in the references, and every entry listed in the 
references must appear in the paper.  Use the Publication Manual of the American 
Psychological Association as a guide in typing references.  Secondary sources are not 
included in the references.  Citations in the text for such sources should indicate the 
primary source from which they were taken. 
 

APPENDIXES 
 

There will not be an appendix section in most of the prospectuses turned in unless 
a survey already has been designed, a letter of permission already written, etc. Then the 
format will follow the samples show later in this appendix. If an Appendix is included in 
the prospectus, the Time Line will follow the Appendixes. 
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 TIME LINE 
 

Basically, a time schedule includes a listing of major activities or phases of the  
proposed project and a corresponding expected completion time for each activity.  A very 
useful approach for constructing a time schedule is to use the Gantt chart method which 
uses a bar graph format.  The purpose of the time schedule is to help you think through 
the phases of the project and the time resources which will be required.  Also, it enables 
reviewers to examine your plan and help you make realistic estimates of how long 
activities will take. See sample later in this appendix. 
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 SAMPLE PAGES FOR A THESIS [PROJECT] PROSPECTUS 
 
Following are samples of pages for your thesis prospectus. The complete prospectus 
will be printed single sided.  Please follow margins, caps, spacing, underlining, etc. 
exactly. If you have any questions, see the Executive Secretary in the Department of 
Teacher Education (205-A McKay Building, 378-4078). 
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 IMPORTANT NOTE 
 

Please put your computer line spacing on 1.0 to type the Title Page. The 
numbers between each line represent hard returns. For example,  
 
 
 EVALUATION OF TEACHER EDUCATION IN RELATION TO THE 
 
 USE OF COPY MACHINE SUPPLIES 
 
 
 (6)** 
 
 
 by 
 
 John S. Doe 
 
 
 
 (9)** 
 
 
 
 
 A prospectus submitted to the faculty of 
 
 
**The (6) and the (9) represent returns from the end of the line of typing to the beginning 
of the next line of typing. 
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EVALUATION OF TEACHER EDUCATION IN RELATION TO THE 

 
USE OF COPY MACHINE SUPPLIES 

 
 

(6) 
 
 

by 
 

John S. Doe 
 
 
 

(9) 
 
 
 
 

A prospectus submitted to the faculty of 
 

Brigham Young University 
 

in partial fulfillment of the requirements for the degree of 
 

(4) 
 

Master of Arts [Master of Education] 
 
 
 

(8) 
 
 
 

Department of Teacher Education 
 

Brigham Young University 
 



 

 

28 
April 2003 
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 CHAPTER 1 

 INTRODUCTION 

Statement of Problem 

Text starts here. 

Statement of the Purpose 

Text starts here. 

Research Questions or Statement of the Hypothesis(es) 

Text starts here. 

Limitations 

Text starts here. 

Definition of Terms 

Text starts here. 
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This would be the continuation of Chapter 1. This sample is placed here for page 

number position only. 
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 CHAPTER 2 

 REVIEW OF LITERATURE 



 
 

 

34 

Text of second page starts here. 
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 CHAPTER 3 

 METHODS AND PROCEDURES 

Participants 

Text starts here. 

Instrumentation 

Text starts here. 

Design 

Text starts here. 

Procedure 

Text starts here. 

Data Analysis 

Text starts here. 
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Text on second page starts here. 

In Table 1 a listing of professors important to the Department of Teacher 

Education will be given. Table 1 would then be placed as soon after mentioning it as 

possible. In this case it would be put 4 lines after the paragraph ended because it is a 

small table. 

 

Table 1 

List of Professors in the Department of Teacher Education 

 
Professor 

 
Room 

 
Emphasis 

 
Egan, M. Winston 

 
 

 
Department Chair 

 
Erickson, Lynnette 

 
 

 
Associate Chair 

 
Earle, Rodney 

 
 

 
Associate Chair 

 
Jacobs, James 

 
 

 
Children=s Literature 

 
Tolman, Marvin 

 
 

 
Science 

 
 

Text then begins four returns below the last line of the table. In this paragraph 

Table 2 will be mentioned. Even though the paragraph is going to stop with this sentence 

the next table will start on the following page because of the length. 
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This paragraph might even mention Table 3 or perhaps Figure 1. If it mentions 

Figure 1, then Figure 1 would follow Table 2 and this page would continue to be filled 

with text until the bottom of the page. 
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Table 2 

Use of Copy Machines in 205 and 206 MCKB 

 
205 Copies 

 
206 Copies 

 
 
Acct # 

 
 
Winter 

 
 
Fall 

 
Spring/ 
Summer 

 
 
Acct # 

 
 
Winter 

 
 
Fall 

 
Spring/ 
Summer 

 
0001 

 
25 

 
25 

 
180 

 
0001 

 
2 

 
15 

 
25 

 
0002 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0003 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0004 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0005 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0006 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0007 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0008 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0009 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0010 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0011 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0012 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0013 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0014 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0015 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0016 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0017 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0018 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0019 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0020 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0021 
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Table 2 
 
Continued 
 
 
205 Copies 

 
206 Copies 

 
 
Acct # 

 
 
Winter 

 
 
Fall 

 
Spring/ 
Summer 

 
 
Acct # 

 
 
Winter 

 
 
Fall 

 
Spring/ 
Summer 

 
0022 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0023 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0024 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
0025 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 

Text starts here. This would be a continuation of the text from the previous page 

unless Figure 1 had been mentioned. Then Figure 1 would bottom out on this page 

because it needs to go as close to the page it is mentioned on as possible. 

 

 
Figure 1.  This group of people participated in the three day conference regarding the 

ability of people to focus on one task only. 

 

 

Text then starts four returns below the title of the figure if there is room (which 

obviously there is not on the previous example) or at the top of the following page. 
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NOTE: Trying to give examples of tables and figures is 

extremely difficult because I have been unable to use 

actual tables or figures used in other material so have 

had to make up my own. The main object is to let you 

see the format of the headings and titles for tables and 

figures. Individual questions should be asked of your 

advisor. 



 
 

 
 

41 

41 

 REFERENCES 

Birrell, J., Allred, K., & Butler, J. (1998).  The triumphs and tribulations of preparing 
nontraditional students as teachers of children in poverty.  Paper presented at the 
annual meeting of the American Educational Association. 

 
Birrell, J. (1995). Learning how the game is played: An ethnically encapsulated 

beginning teacher=s struggle to prepare black youth for a white world. Teaching 
and Teacher Education, 11(2), 137-48. 

 
Birrell, J. (1994). Coping with the culturally unpredictable. The Professional Educator, 

16(2), 27-37. 
 
Birrell, J., Ostlund, M., Egan, M., Young, J., Cook, P., DeWitt, P., & Tibbetts,C. (1998).  

Collaboration, communities and Covey: A model for personal and professional 
change. The Clearing House, 71(6), 359-62. 

 
Bruner, J. (1996). The Culture of Education. Cambridge, MA: Harvard Press. 
 
Buchmann, M. (1987). Teaching knowledge: The lights teachers live by. Oxford Review 

of Education, 12(2), 151-63. 
 
Bullough, R., Knowles, J., & Crow, N. (1992). Emerging as a Teacher. London: 

Routledge. 
 
 
 
 
 

NOTE: In the Department of Teacher Education, we 
single space the reference section with a double space 
between references. This differs from the APA style 
manual. 
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 APPENDIXES 
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 Appendix A 
 
 Language Survey 
 

If the survey is something that is preprinted, then it is placed behind this page. If it 

is something that is short and can be placed on the same page as the title, then do so. 
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 Appendix B 

 Permission Letter from Parents 

This would definitely follow on the next page because it would be an exact replica 

of the letter that was sent to the parents requesting permission to use their children in 

your study. The only difference is that it would be reduced to fit within the margin 

parameters. 
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EVERYTHING MUST FIT WITHIN THESE MARGINS. 
 

Reduce the material but do not paste anything on any pages.  Bring the copies to 

the Department Executive Secretary (422-4078) and she will actually see that it is 

placed on the page correctly! 
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 Time Line 
 
 
Task 

 
Mar 

 
Apr 

 
May 

 
Jun 

 
Jul 

 
Aug 

 
Sep 

 
Oct 

 
Prospectus ----------------- 
 
Thesis outline 
completed/approved ------------ 
 
Introduction 
chapter complete ----------------------------------- 
 
Review of Literature 
chapter complete ----------------------------------------------- 
 
Procedures and Methods 
chapter complete -------------------------------------------------------- 
 
Reference List 
complete ----------------------------------------------------------------------------- 
 
Final Revision 
Submitted to 
Committee ----------------------------------------------------------------------------------- 
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 Appendix C 
 
 Guidelines for Thesis [Project] 
 

Candidates should follow the University Guidelines for Meeting Minimum 
Standards for Submitting Theses, Projects or Dissertations (University Guidelines) and 
the current edition of the Publication Manual of the American Psychological Association 
(APA) in writing research reports.  The University Guidelines may be obtained from the 
graduate department secretary in 205 MCKB.  The APA Publication Guidelines may be 
purchased in the BYU Bookstore. 
 

The University Guidelines outline: 
 

P  format requirements including margins, headings, typing requirements, 
etc. 

 
P  how to prepare copies for binding 

 
P  how to submit forms and fees with copies for binding 

 
P  a sample title page, a sample acceptance page, and a sample abstract page 

  
The APA publication manual provides:  
 

P  guidelines for the content and organization of a manuscript 
 

P writing conventions and suggestions for the expression of ideas including 
style and grammar 

 
P APA editorial style regarding punctuation, spelling, capitalization, italics, 

abbreviations, headings and series, quotations, numbers, metrication, 
statistical and mathematical copy, tables, figures, footnotes and notes, 
reference citations in text, and reference list 

 
P typing instructions 

 
P additional information on how to submit an article for publication or 

presenting a paper at a professional society 
 

Students are encouraged to read the Appendix:  Materials Other Than Journal 
Articles in the APA publication manual.  This section explains important distinctions in 
preparing "final manuscripts"  and "copy manuscripts" (manuscripts prepared for 
submission to journals). 
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 Preliminary Pages 
 

Preliminary pages set the stage for the report to follow and indicate where in the 
report each component, table, and figure can be found.  Preliminary pages include the 
following (see samples following these explanation pages): 
 
Title Page 
 

The title page includes the title of the report, the author's name, the degree 
requirement being fulfilled, the name of the university awarding the degree, and the date 
of graduation. The title should be brief (15 words or less, as a rule of thumb), and at the 
same time it should describe the purpose of the project as clearly as possible. See sample 
pages later in this appendix. 
 
Copyright Page 
 

Normally there will not be a copyright page in a project or a thesis. This will be 
decided when the final paper is completed. 
 
Graduate Committee Approval Page 
 

This includes signatures of all of the graduate committee. 
 
Final Reading Approval and Acceptance Page 
 

This will be signed by the Chair of the Graduate Committee, the Graduate 
Coordinator, and the Dean of the McKay School of Education. 
 
Abstract 
 

The abstract is a summary of the project or thesis with emphasis on the findings 
of the study. The abstract must not exceed 350 words in length (approximately 1-1/2 
pages double-spaced). It should be printed in the same font and size as the rest of the 
work. The abstract precedes the acknowledgment page and the body of the work. 
 
Acknowledgment Page 
 

This page is not required but most reports include an acknowledgment  page.  
This page permits the writer to express appreciation to persons who have contributed 
significantly to the completion of the report. 
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Table of Contents 
 

The table of contents is basically an outline of your thesis and indicates on which 
page each major section (chapter) and subsection begins.  
 
List of Tables 
 

The list of tables, which is presented on a separate page, gives the number and 
title of each table and the page on which it can be found. 
 
List of Figures 
 

The list of figures is also presented on a new page, gives the number and title of 
each figure and the page on which it can be found. 
 

Main Body of the Report 
 

CHAPTER 1 
 

INTRODUCTION 
 

Chapter 1 will be largely taken from the prospectus developed prior to conducting 
the studyCwith any needed revisions.  It includes the following sections: 
 
Statement of the Problem 
 

A well written statement of the problem generally indicates the variables, and the 
specific relationship between those variables, investigated in the study.  The statement of 
the problem should be accompanied by a presentation of the background of the problem, 
a brief discussion of unresolved issues, and a justification for the study in terms of 
significance of the problem.  All studies and projects will state the problem this way. 
 
Statement of the Purpose 
 

Clearly state the intent of the study. Also, explain how it will extend the body of 
knowledge in the field it addresses. The state of purpose includes a rationale or 
justification for conducting the study. Why is there a need for this research? 
 
Statement of the Hypothesis(es) or Research Questions 
 

Whether you choose to use hypotheses or research problems will depend upon the 
type of study you are undertaking.  Generally a experimental design will have 
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hypotheses.  An evaluation study will have research questions.  An ethnographic study 
will usually have research questions and objectives. 
 

A good hypothesis states as clearly and concisely as possible the expected 
relationship (or differences) between two variables and defines those variables in 
operational terms.  If your study is investigating more than one set of variables you will  
have a research hypothesis for each set. 
 

Good research questions state as clearly and concisely as possible what the study 
is attempting to answer.  These questions will focus the study, and all sections will be 
aligned to answer these questions.  Variables will be defined in operational terms. 
 

The introduction may include operational definitions of terms used in the study 
which do not have a commonly known meaning.  These terms should not be defined in a 
separate section but each term should be defined the first time it is introduced in the 
report. 
 
Limitations 
 

Each research design has limitations. Describe the factors that cannot be 
controlled by the researcher. For example, one typically cannot control the ability levels 
of students who  populate two classrooms being compared. 
 
Definition of Terms 
 

You should also include an  operational definition of terms used in the study 
which will be measured.  Stipulative definitions may suffice for variables not being 
measured in the study.  Terms which are defined operationally should not be defined in a 
separate section but each term should be defined the first time it is introduced in the 
report. 
 
 CHAPTER 2 
 
 REVIEW OF LITERATURE 
 

Chapter 2 is a wide ranging review of related literature.  Its purpose is to examine 
all  research related to the problem.  Please note that the literature review is not a series of 
abstracts, connected quotes, nor annotations but rather an analysis of the relationships and 
differences among related studies and reports.  The review should present a critical, 
integrative analysis of previously completed research that is related to your problem 
showing all references.  It should be organized with appropriate subheadings and contain 
summaries at the end of each important section. 
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 CHAPTER 3 
 
 METHODS AND PROCEDURES 
 

The Procedures/Methods chapter describes in detail how the study was conducted.  
This description enables the reader to evaluate the appropriateness of your methods and 
the reliability and the validity of your results.  It also permits experienced investigators to 
replicate the study if they so desire.  It is both conventional and expedient to divide the 
Procedures/Methods chapter into labeled sections.  The following sections should be 
carefully considered when writing the Procedures/Methods section.  The order may be 
altered to suit clear communication, but any section should be deleted only when it 
clearly does not apply to your study. 
 
Participants 
 

The subjects section includes a definition and description of the target  and 
available populations from which your sample was selected.  The description of the target 
and available populations should indicate their size and major characteristics such as age, 
grade level, ability level, and socioeconomic status.  You may describe the method used 
in selecting the sample (or samples) here or in procedure section, whichever seems to 
work best for your report.  If method of sample selection is presented here it should be 
very specific.  Also report any information on any variables which might be related to 
performance on the dependent variable. 
 
Instrumentation 
 

Quantitative studies.  The description of the instruments should identify and 
describe each instrument used to collect data pertinent to the study, be it a test, 
questionnaire, interview form, or observation form.  The description of each instrument 
should relate to the function of the instrument in the study, what the instrument is 
intended to measure, and report data related to validity and reliability.  Advantages and 
disadvantages of each instrument should be reported with a rationale of why the 
instrument was selected over others that you may have considered. 
 

If you developed an instrument as part of you study, the description needs to be 
more detailed and should relate the way you developed it, including validity and 
reliability studies done on the instrument, a description of pretesting efforts, subsequent 
instrument revision, steps involved in scoring, and guidelines for interpretation.  A copy 
of the instrument, accompanying scoring keys, and other pertinent data related to a newly 
developed test are generally placed in the appendix section of the report. 
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Qualitative studies.  With qualitative studies the observer often is the instrument.  
In these studies describe the observer giving such details as gender, appropriate 
experience and background, and potential biases that the observer may have that may be 
relevant to the study. 
 
Design 
 

The name and description of the design is especially important in an experimental 
study.   In an experimental study, the description of the basic design (or variation of a 
basic design) applied in the study should include a rationale for why you selected the 
design for your study.  Also include a discussion of potential sources of invalidity 
associated with the design your have chosen (described in most experimental textbooks), 
and why these potential sources of invalidity may have been minimized in your study. 
 
Procedure 
 

The procedure section should describe each step you followed in conducting your 
study, in chronological order, in sufficient detail to permit the study to be replicated by 
another researcher.  If not done so earlier, describe the method of subject selection in 
detail.  It should be clear exactly how you assigned subjects to groups and how you 
assigned treatments to groups.  Describe time and conditions of pretest administration (if 
appropriate), followed by a detailed explanation of the study itself.  Delineate clearly the 
way in which the groups were different (treatment) as well as ways in which they were 
similar (control procedures). 
 
Data Analysis 
 

 In this section describe how you tabulated descriptive data and what statistical 
techniques you used to summarize the data.  If you used inferential statistics  report the 
inferential method to test each statistical hypothesis.  Name each statistical test of 
significance selected to be applied to the data and justified it in terms of type of data 
(nominal, ordinal, interval or ratio) and assumptions required. 
 
 CHAPTER 4 
 
 RESULTS 
 

The results section describes the results of the statistical techniques that were 
applied to the data and the results of each analysis.  Do not report conclusions, or 
recommendations in this chapter. 
 

For each report, decide on the appropriate descriptive and inferential statistics you 
will report to clearly convey your findings.  For each statistical hypothesis make a 



 
 

 

53 

summary of findings and a statement indicating whether the hypothesis was supported or 
not.  If you have research questions clearly describe what was found about question. 

Tables and figures are used to present findings in summary or graph form and add 
clarity to the presentation.  Tables usually present numerical data in rows and columns 
and usually include descriptive statistics, such as means and standard deviations, and the 
results of tests of significance, such as t and F ratios.  But, they may also include only 
verbal information. They should facilitate comparison and reveal relationships.  Figures 
are any nontabular presentation of information (such as a diagram or chart).  Figures in 
the results sections are usually graphical presentations of data.  Figures and tables should 
follow the APA publication manual guidelines. 
 

An important point to remember is that the narrative in the Results section should 
refer to each Figure or Table and draw the readers attention to important aspects of the 
findings reported there.  Always tell the reader what to look for in tables and figures and 
provide sufficient explanation to make them readily intelligible. 
 
 CHAPTER 5 
 
 CONCLUSIONS AND RECOMMENDATIONS 
 

Every project, thesis, or dissertation report has a section that discusses and 
interprets the results, draws conclusions and implications, and makes recommendations.  
Each result is discussed in terms of the original hypothesis(es) or research question to 
which it relates, and in terms of its agreement or disagreement with previous results 
obtained by researchers in other studies. 
 

Two common errors committed by beginning researchers are to confuse results 
and conclusions and to overgeneralize results.  A result is the outcome of a test of 
significance, for example, the mean of group 1 is found to be significantly larger than the 
mean of group 2.  The corresponding conclusion is that the original hypothesis was 
supported and that method A was more effective than method B.  Overgeneralization 
refers to the statement of conclusions that are not warranted by the results.  For example, 
if a group of first graders receiving individualized instruction were found to achieve 
significantly higher on a test of reading comprehension than a group receiving traditional 
instruction, it would be an overgeneralization to conclude that individualized instruction 
is a superior method of instruction for elementary students. 
 



 
 

 

54 

Discuss any unforeseen events which occurred which might have affected the 
results in terms of their seriousness and probable consequences.  Also discuss the 
theoretical and practical implications of the findings and make recommendations for 
future action.  In this part of the report you are permitted more freedom in expressing 
opinions that are not necessarily direct outcomes of data analysis.  You are free to discuss 
any possible revisions or additions to existing theory and to encourage studies designed 
to test hypotheses suggested by the results.  You may also discuss implications of your 
findings for educational practice and suggest studies designed to replicate your study in 
other settings, with other subjects, and in other critical areas, in order to increase the 
generalizability of the findings.  Also, share any insights regarding ways to improve 
procedures so that other researchers may profit from your experiences.  You may also 
suggest next-step studies designed to investigate another dimension of the problem you 
investigated. 
 
 REFERENCES  
 

In the references section of the report, list all the sources, alphabetically by 
authors' last names, that were directly used in writing the report.  Every source cited in 
the report must be included in the references, and every entry listed in the references must 
appear in the paper.  Use the APA style manual for a guide for typing these references.  
Do not include secondary sources.  Citations in the text for such sources should indicate 
the primary source from which they were taken. 
 

APPENDIXES 
 

An Appendix may be necessary for your project or thesis.  Appendixes include 
information and data pertinent to the study which either are not important enough to be 
included in the main body of the report or are too lengthy.  Appendixes contain such 
entries as materials especially developed for the study, for example:  tests, questionnaires, 
and cover letters, raw data, and data analysis sheets.  Infrequently an index may be 
required.  An index alphabetically lists all items of importance or interest in the Appendix 
and the page on which it can be found. 
 

It should be noted that not every piece of documentation related to your project 
should be included in the Appendix.  Select them carefully.  Work sheets, records of 
calculations, printouts, etc., may be carefully filed away for future reference but need not 
always be included in the appendixes. 
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 SAMPLE PAGES OF THE FINAL PROJECT [THESIS] 
 
 
 

Only samples of the front pages are included here.  Please refer back to pp. 
29-41 for samples of the body, references, and appendixes of the project. 
 

PLEASE NOTE: The final copy of the project or thesis will be printed single-
sided for all front material through the Table of Contents, List of Tables, and List of 
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Following are two samples of the Table of Contents. The first one is if there are 

no tables or figures included in the thesis, the second one included tables and figures. 
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Appendix E 
 

Clarification on Transfer Credit in Graduate Degree Programs 
 
MA and MEd 

 
The MA/MEd program is organized around cohort groups of students in order to 
create and maintain a culture of scholarship. Furthermore, the courses are organized so 
that course content can build from course to course. For this reason, no transfer credit 
is accepted into the program; this includes credits taken at the Salt Lake Center.  

  
EDD 

Our doctorate degree is a 59-hour program (95 hours with the 36 hours credited for 
successful completion of a masters degree).  Therefore, under the 25% rule, a student 
may transfer into our doctoral program up to 15 hours from other schools and from 
the Salt Lake Center.  In addition, students may not have 15 transfer hours from the 
Salt Lake Center or 15 hours of BYU on-campus credit taken before matriculation.  
For example, a student might transfer in 5 hours from BYU on-campus courses taken 
before matriculation, and 10 hours from the Salt Lake Center for a total of 15 hours.  
 

The Department of Teacher Education expects graduate students to know and abide by these 
policies. 

 


