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Statement on Originality of Work

It is deemed an important issue by all institutes of higher learning that students present original work and are not guilty of plagiarism, the using of other’s intellectual property without due acknowledgement.

In order to assist students understand the NCI requirement for a statement of originality, we put forward the 15 acceptable definitions of originality, as proposed by Estelle M.Phillips & D.S.Pugh in “How To get A PhD”, which substantiate the unaided work of a student in their research papers and dissertations.

What constitutes ‘Originality’? 

· Continuing a previously original piece of work

· Setting down a major piece of information in writing for the first time

· Carrying out original work designed by the supervisor/mentor

· Providing a single original technique, by observation, or result in an otherwise unoriginal but competent piece of research

· Having many original ideas, methods and interpretations all performed by others under the direction of a postgraduate

· Showing originality in testing somebody else’s idea(s)

· Carrying out empirical work that has not been done before

· Making a synthesis that has not been made before

· Using already known material but with a new interpretation

· Trying out something in this country previously only done in other countries

· Taking a particular technique and applying it to a new idea

· Brining new evidence to bear on an old  issue

· Being cross-disciplinary and using different methodologies

· Looking at areas that people in the discipline haven’t looked at before

· Adding to knowledge in a way that hasn’t previously been done before

The statement on the frontispiece of the candidate’s dissertation should say the following:

“ I hereby declare that dissertation tilted  ____ __________ _________________; and it constitutes original work in accordance with the standards required by NCIU. I further state that I have not knowingly plagiarized any other person’s work and have given due recognition and acknowledgement to all quoted, or borrowed work.

Signed :_____________________________ Date_________________

ABSTRACT
This is a sample Word document that can be used as a template in formatting your thesis/dissertation.  It must be 350 words or less with no special characters.

Important help for writing the summary/abstract

The thesis abstract or summary is what will be read first, to give an indication of the parameters of the study, its depth and breadth, its context and the scholarly contribution it makes. It may be the basis on which a prospective examiner agrees (or not!) to examine your thesis. 
It is important that it is written in a concise and focused manner so that it identifies the salient features of the research, the problem or research question, the approach adopted, and its findings. In general the thesis abstract is about 350 words for master degree level submissions and for doctoral theses, no more than 500.

Although you will have written an abstract (sometimes called “a proposal”) as a 'thinking tool' earlier in your writing process in order to secure agreement from the faculty as to their willingness to receive your work, you will need to write the final version after you have completed the thesis so that you have a good understanding of the findings and can clearly explain your contribution to the field.

The written abstract demonstrates your ability to appreciate and communicate an overview of the project. Since this is the first impression that your reader will get, it is important to spend time ensuring that this summary of your work is well written and provides only the important information in an informative, interesting and succinct manner. 

An approach to writing a thesis abstract (this summarizes the objectives to be accomplished)
Firstly, and most important, begin by identifying in a sentence the main purpose of the thesis.

Then write answers to each of these questions:

1. What is the problem or question that the work addresses?

2. Why is it important?

3. How was the investigation undertaken?

4. What was found and what does it mean?

You should find the answers to questions 1 and 2 in your Introduction; the answer to question 3 will be a summary of your Methods; and the answer to question 4 will summarize your Results, Discussion and Conclusion.

Level of detail

You may assume that your reader is an expert in the discipline, and therefore you will not need to provide definitions of terminology or background explanations unless required to do so, such as in the case of a training manual for lower level students etc.

Your abstract should not normally contain citations unless the technical facts need reiteration.

Language matters

1. Abstracts often end up in electronic databases, so it is important that they contain the keywords that will enable other researchers to find your work. You can look in a standard database in your area to find keywords that relate to your topic.

2. Verb tense

In an abstract you are writing about what you did, and why your research question is important. So it is typical to use the past tense to refer to what was done and what was found at each stage of the research, and the present tense in commenting on significance.

The 50-word summary

NCIU & TS students are required to provide a short text which 'should contain a description of the research and its results, emphasizing the practical value and/or significance of the work where appropriate.' 

This short summary of your research is the key text that normally is read out at the graduation ceremony, or any function to give recognition of the student’s achievement. It needs to be interesting and accessible to a non-specialist audience. This will be easier to write if you talk to your family, friends and neighbours about your research. 

1. What do they find interesting about it?

2. What non-specialist terms are you able to use to tell them about what you are doing?

There is a great deal of advice on the Web about writing abstracts, both for theses and for other conference papers. 
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CHAPTER I

Introduction and General Information

Heading 1 

Begin writing text here. You may use double or 1.5 spacing. You should use a common font such as ARIAL, but you must be consistent.  Remember that when creating the opening statements, you want to capture the reader’s interest so that they will consider the issues raised are important and need to be addressed as “critical thinking” issues – not just churning out boring tedious regurgitated stuff that others have tried to do before. Libraries around the world are filled with many good books, but also contain many useless volumes of nonsensical verbal garbage – don’t let your opportunity to produce something worthwhile and useful fall into the same category!

Heading 2

Use subheadings consistently. Check spacing, capitalization, and punctuation.

Heading 3

Many students ask “How do w we put the references into our text as we are writing?” The simplest method to use is found in MS Word software, and the following text from Microsoft will enable you to quickly learn the essential skills and become proficient at inserting both footnotes and endnotes.  Use of styles is helpful in generating a table of contents. This sample document uses the headings to automatically generate the table of contents, list of tables, and list of figures. Once you use styles to generate the lists, you can update them quickly and easily.

********************************************

Using MS Word Footnotes/Endnotes

Applies to: Microsoft Office Word 2003

 


Show All

1. In print layout view (print layout view: A view of a document or other object as it will appear when you print it. For example, items such as headers, footnotes, columns, and text boxes appear in their actual positions.), click where you want to insert the note reference mark.

2. On the Insert menu, point to Reference, and then click Footnote.

3. Click Footnotes or Endnotes. 

By default, Word places footnotes at the end of each page and endnotes at the end of the document. You can change the placement of footnotes and endnotes by making a selection in the Footnotes or Endnotes box.

4. In the Number format box, click the format you want.

5. Click Insert. 

Word inserts the note number and places the insertion point next to the note number.

6. Type the note text.

7. Scroll to your place in the document and continue typing. 

As you insert additional footnotes or endnotes in the document, Word automatically applies the correct number format.

When you add, delete, or move notes that are automatically numbered, Word renumbers the footnote and endnote reference marks (note reference mark: A number, character, or combination of characters that indicates that additional information is contained in a footnote or endnote.).


Tip
   You can also use a keyboard shortcut to insert footnotes and endnotes without using the Footnote command. Select the number format and other options by following the previous steps, and then use one of the following keyboard shortcuts to insert subsequent footnotes and endnotes: 

· Press CTRL+ALT+F to insert a footnote.

· Press CTRL+ALT+D to insert an endnote.

Change the number formatting for footnotes and endnotes

Do one of the following, depending on the format you want for note reference marks:


Use different number formats for different sections of the document

1. If you haven't already done so, insert a section break (section break: A mark you insert to show the end of a section. A section break stores the section formatting elements, such as the margins, page orientation, headers and footers, and sequence of page numbers.) where you want to start a different footnote or endnote number format.


How?

1. Click where you want to insert a section break.

2. On the Insert menu, click Break.

3. Under Section break types, click the option that describes where you want the new section (section: A portion of a document in which you set certain page formatting options. You create a new section when you want to change such properties as line numbering, number of columns, or headers and footers.) to begin.

2. In print layout view, click where you want to insert the note reference mark.

3. On the Insert menu, point to Reference, and then click Footnote.

4. Click Footnotes or Endnotes.

By default, Word places footnotes at the end of each page and endnotes at the end of the document. You can change the placement of footnotes and endnotes by making a selection in the Footnotes or the Endnotes box.

5. In the Number format box, click the format you want to use for the current section.

6. In the Numbering box, click Restart each section.

7. In the Apply changes to box, select This section.

8. Click Insert.

Word inserts the note number and places the insertion point next to the note number.

9. Type the note text.

10. Click where you want to insert footnotes or endnotes with the specified number format, and then repeat steps 3 through 9.

As you insert additional footnotes and endnotes in each section, Word automatically applies the correct number format for each section.


Use a custom format

You can insert a footnote or endnote with a different format on the same page, without entering a section break (section break: A mark you insert to show the end of a section. A section break stores the section formatting elements, such as the margins, page orientation, headers and footers, and sequence of page numbers.), by using custom footnotes or endnotes. For example, you can use an asterisk (*) as a custom note reference mark. Custom note reference marks do not automatically renumber.

1. On the Insert menu, point to Reference, and then click Footnote.

2. Click Footnotes or Endnotes.

3. Select whether to create your own custom mark or use a symbol for a custom mark. Do one of the following:

· In the Custom mark box, enter a mark.

· Click Symbol to insert a built-in symbol.

4. Click Insert.

Note: You cannot use a keyboard shortcut to insert custom footnotes or endnotes.
*********************************************

How to Cite, Using Footnotes: Using the Chicago Manual of Style

Printed Resources

How to footnote a book:

        1 Ronald Takaki, Iron Cages: Race and Culture in 19th-Century America (New York: Oxford University Press, 1990), p. 113.

or:

        2 Ronald Takaki, Iron Cages: Race and Culture in 19th-Century America (New York: Oxford University Press, 1990), p. 113.

When the book is edited:

        3 Edward Chiera, They Wrote on Clay, ed. George C. Cameron (Chicago: University of Chicago Press, 1938), p. 42.

How to footnote an essay in a journal:

        4 Samuel M. Thompson, "The Authority of Law," Ethics 75 (October 1964): 16-24.

How to footnote an article in a newspaper:

        5 "Amazing Amazon Region," New York Times, 12 January 1969, sec. 4, p. E11.

Non-Printed Media

How to footnote a radio or television program:

        6 TVNZ, "The Amazing Mollusc," 17 April 1972.

How to footnote a film:

        7 Lee Tamahori, Director, Once Were Warriors, 1995.

How to footnote a recording (in this case, a song called "Blood Red River," on an album called The Legendary Peg Leg Howell:

        8 Peg Leg Howell, "Blood Red River," The Legendary Peg Leg Howell, 1943, Testament T-2204.

How to footnote a work of art (in this case, a painting):

        9 Larry Calcagno, Landscape, 1970.

Archival and Documentary Resources

How to footnote a document in an archive:

        10 Gen. Joseph C. Castner, "Report to the War Department, 17 January 1927," Modern Military Records Division, Record Group 94, National Archives, Washington, D.C.

        11 Stanley K. Hornbeck, Memorandum on Clarence Gauss, 8 May 1942, Hornbeck Papers, File "Gauss," Hoover Library, Stanford, California.

How to footnote an entire collection in an archive:

        12 Washington, D.C., National Archives, Modern Military Records Division, Record Group 94.

How to footnote a letter written to you:

        13 John Blank, personal letter, 12 February 1994.

How to footnote a letter that is not in an archive:

        14 Alan Cranston, California State Controller, to Maurice Sexton, Sacramento, 22 October 1962, Personal Files of Maurice Sexton, Modesto, California.

How to footnote a document not in an archive:

        15 Morristown (Kansas) Orphan's Home, Minutes of Meetings of the Board of Managers, Meeting of 6 May 1930.

        16 Sidney E. Mead, "Some Eternal Greatness," sermon preached at the Rockefeller Chapel, University of Chicago, 31 July 1960.

How to footnote a dissertation:

        17 O. C. Phillips, Jr., "The Influence of Ovid on Lucan's Bellum civile" (Ph.D. dissertation, University of Chicago, 1962), p. 14.

How to footnote an interview:

        18 A. A. Wyler, interview held during meeting of the American Astronomical Society, Pasadena, California, June 1964.

Textual Footnotes

How to add a textual footnote (explaining something in the text):

        19 Detailed evidence of the great increase in the array of goods and services bought as income increases is shown in S. J. Prais and H. S. Houthaker, The Analysis of Family Budgets (Cambridge: Cambridge University Press, 1955), table 5, p. 52.

        20 Ernst Cassirer takes important notice of this in Language and Myth (pp. 59-62), and offers a searching analysis of man's regard for things on which his power of inspirited action may crucially depend. [Since the work has already been cited in full form, page reference only is required.]

        21 In 1962 the premium income received by all voluntary health insurance organizations in the United States was $9.3 billion, while the benefits paid out were $7.1 billion. Health Insurance Institute, Source Book of Health Insurance Data (New York: The Institute, 1963), pp. 36, 46.

        22 Professor D. T. Suzuki brings this out with great clarity in his discussion of "Stopping" and "no-mindedness"; see, e.g., his chapter entitled "Swordsmanship" in Zen Buddhism and Its Influence on Japanese Culture (Kyoto: Eastern Buddhist Society, 1938).

Online Resources

How to footnote a Web page:

        23 Jim Zwick, Anti-Imperialism in the United States, 1898-1935, http://www.rochester.ican.net/~fjzwick/ail98-35.html (May 1997).

For further reference, see:

C. Lavender's "How to Cite, Bibliography: Using the Chicago Manual of Style," http://www.library.csi.cuny.edu/dept/history/lavender/footnote.html.

The Chicago Manual of Style or Kate L. Turabian, A Manual for Writers of Term Papers, Theses, and Dissertations.

The Sarah Bird Askew Library of the William Paterson College of New Jersey's "Guide for Citing Electronic Information" (www.wilpaterson.edu/wpcpages/library/citing.htm), a version of Li and Crane's "Bibliographic Formats for Citing Electronic Information" (www.uvm.edu/~ncrane/estyles/)

Maurice Crouse's "Citing Electronic Information in History Papers" (www.people.memphis.edu/~mcrouse/elcite.html)

Janice R. Walker's "MLA-Style Citations of Electronic Sources" (www.cas.usf.edu/english/walker/mla.html), endorsed by the Alliance for Computers & Writing

Mark Wainwright's "Citation style for Internet sources" (http://www.cl.cam.ac.uk/users/maw13/citation.html)

Heading 2

Don’t forget to have your thesis/dissertation reviewed by the thesis/dissertation consultant before the preliminary review deadline. 
If you wait until the deadline to schedule an appointment, it is likely that you will not be able to get a mutually agreeable meeting time. 
Faculty members are busy people and although they are here to serve you, they also serve other students who place demands upon their time, so practice consideration and work in conjunction with your faculty tutor to ensure that timetables are met with a measure of Christian grace and responsibility.  
CHAPTER II

Literature Review
Tables and figures embedded within the text must be placed on either the same page as the first mention in the text, or on the page following the first mention of the text. Large tables and figures must be placed on a separate page. Table 1 is larger than ½ a page and must be placed on its own page. The page before the table/figure must be a full page of text, unless it happens to end the chapter. This applies even if a paragraph must be broken across pages.

Heading 2

Tables and figures may be placed on separate pages regardless of size. You should not leave white space on text pages, but you can leave white space on pages that just have tables or figures. 
Heading 3

Tables and figures may also be placed in an appendix at the end of the thesis/dissertation. If you do this, be sure to note that the tables/figures are located in the appendix. This can be done either parenthetically or with footnotes.  You may place all tables and figures in an appendix, or just a few. If you choose to place all tables and figures in the appendix, you can note that “All tables and figures are located in the appendix” after the first mention of a table or figure.

Heading 3



Table titles should be placed above the tables. Figure titles should be placed below. The font for tables must match the font for the body of the text. All tables must have at least 2 columns and a heading row. Tables must also have at least 3 grid lines. These lines include the line above the table, the line below the heading row, and the line below the table.

Heading 3

The font for figures can differ from the font for the body of the text.  The font for the figure number and title must match the font for the body of the text. You may use color figures or black and white. If you use colors, make sure the figure makes sense when it is printed in black and white.

Table 1. Table title.
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CHAPTER III

Materials and Methods

Heading 2

Heading 3

Don’t forget to refer to all tables/figures by number within the text. Once you have mentioned a table/figure, you must place it on the next page. For instance, if you mention figure 1 it should be placed on the next page.

Heading 3

More data and information to support the reports and tabled information if needed.
Heading 2

Heading 3

Things and stuff, more stuff and more things.

Heading 3

More things and stuff and words and information. 

Heading 2

Keep writing. You’re almost there!


[image: image6]
Figure 1. Shapes, diagrams, pictures etc. 
Be careful not to put too much pictorial content into this section, unless the pictures are critical to explaining specific matters raised in the text that can best be communicated  through use of a picture. 
In other words, where possible endeavor to describe the matter in question rather than resort to a pictorial format.
CHAPTER IV

Results and Discussion

Finally we come to the close of the submission, and the reader needs to know why they have been working their way through the information you have given them to read. 

Here is your opportunity to review the key issues raised, the conclusions put forward by the various authors, and any proposals for practical steps recommended by them pertinent to the subject objectives. 

Remember that consistency is the most important thing. You may use any spacing style or font as long as you use it consistently. It should also be legible. Rules for placement of tables and figures are more specific.  

Heading 2

Write more information supporting your personal assessment of the interviews you have conducted, the reports you have reviewed, and the material that has been examined. Only do this if you need to have several divisions in your final chapter.

CHAPTER V

Conclusions and Recommendations

The crunch time is here – this is it! 

Make sure that in your conclusion you reach three critical areas of the targeted reader – the head, the heart and then the hands. 

Head: You want your reader to take on board the facts in logical progression.

Heart: You want your reader to have their heart affected - without emotional response their will be no release of passion to activate the will.

Hands: You want the reader to actually do something with this “labor of love” you have poured yourself into these past nine to twelve months – you deserve a response that means something will actually happen because you wrote this paper!

Think of yourself as a preacher with one last opportunity to mobilize the hearers into joining you in the crusade to change the world – this is it! 

So don’t be frightened to make passionate pleas to get your point across – reading this document maybe the only opportunity you have to persuade someone that the truths you are sharing are so critical that they need to take them onboard and make the necessary changes to have a better life. This is your moment!
Now the task is done – finally. It is best to get some help to review what you have written and put together. Be open to critical examination by intelligent people – you need their help to make the changes necessary. Many times students will say they should have had more help in reviewing but did not allow time to do so – leaving the writing and composition of the dissertation until the last is a sure-fire method to getting low grades! It is always best to allow adequate time to research, collate, write and then review. 

Before you get too excited and run off your final copy, send the draft dissertation to your adjunct professor/mentor and ask for their input as to content, standards, and format etc. They are here to serve you and help you accomplish the task, so please make use of their skills and abilities to review and advice – it pays better grades in the long-run!

God bless you – you have done well to get this far!
LIST OF REFERENCES

In this section you are required to list the text books, articles and internet resources that you have used in creating your dissertation. In order to assist you understand the main system applied for this task, we have included some special notes on using the Chicago Manual of Style and a special explanation on the use of footnotes and endnotes.
APPENDIX

You’ll put appendix material here. This section is optional as well. You can place tables and figures in the appendix if you like. If you choose this option, you should indicate that tables and figures are in the appendix after the first mention in the text. You can place some tables/figures in the text and others in the appendix.

Vita
Mary Beatrice Smith was born on whatever date applies in such and such a town, country. 
She went to school. 
She wrote a thesis. 
She graduated. 
This page really is required  because it helps any future reader to know and understand the writer, and why they took on this particular challenge.
Do well, and be at peace – God is in charge!
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