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TO ALL GRADUATE STUDENTS AND FACULTY

This is the first version of the MA/MSc THESIS Handbook and we hope that it helps you in the process of completing your MA/MSc thesis or in supervising a thesis.
It is for this reason that we would greatly appreciate your comments and suggestions so as to enable us to improve the handbook, and thus make it even more useful.
Please send your suggestions to the
OFFICE OF GRADUATE STUDIES AND RESEARCH

grad@aucegypt.edu
THANK YOU FOR YOUR COOPERATION
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GRADUATE MISSION STATEMENT

(DRAFT)
The mission of the Graduate Program at The American University in Cairo is to create a commonwealth of learning, teaching and research. The University is thereby committed to the welfare of all its members, faculty, administrators, support staff and students. It supports independent and critical scholarship and teaching and in its work will challenge inequality and discrimination and respect and support cultural and human diversity. The University welcomes all of those who share its respect for equity, diversity, critical and rational thought, truth and tolerance. It will strive to be transparent in its procedures, democratic in its decisions and accountable to its constituency (graduate students) and the wider academic community. 

Internally, the University will promote excellence in its teaching and research and will be supportive of students and faculty. It will be comfortable with what is distinctive and excellent about its provision and impatient to improve those aspects that are not. The University and its faculty will be flexible and understanding when dealing with all its members, but particularly supportive of students who are sincere in their desire to learn and develop, whatever their background and origin. Knowledge and culture will be regarded as something to be shared and enjoyed by all. Externally, the University will play a positive part in enriching the cultural and economic life of Egypt and the wider world through scholarship, partnership, community participation and collaborative and innovative practice. It will provide accessible graduate higher education of excellent quality and will work gladly with all those who share its aims. The University will seek to benefit its environment and all who come in contact with it. Above all, it will be a manifold source of pride and satisfaction to those who work in and study at it. 

WELCOME TO GRADUATE STUDIES AT AUC
From 
Dr MAHMOUD FARAG
VICE PROVOST
Aims and Objectives

The primary aim of this handbook and accompanying workshop(s) is to introduce a wide range of design, ethical and writing issues that arise in planning, conducting and writing social science research and thus assist students in preparing, researching and completing their MA/MSc Theses.  The objective of the workshop(s) is that students gain a broad understanding of alternative solutions to thesis research design problems and challenges, so that they can systematically select the most appropriate for the research question at hand, become familiar with and grasp the complexities of ethical issues (including plagiarism) and enhance their writing skills and especially how to translate academic research into a formal thesis.  

The workshop(s) will follow the natural history of a research project, starting with an examination of the contexts within which social research is pursued, including ethical issues, moving on to the key question of how to focus research problems to make them practicable, deciphering other people’s social science research in order to benefit from their work, and considering some of the philosophical issues underlying social science research.  The second half of the workshop(s) will take up such practical concerns as the use of library and other secondary sources, including the World Wide Web, issues of plagiarism, planning the various stages of the research project, and the process of generalizing for the purpose of writing the research report and thesis.

ORGANIZATION

The workshop(s) will be a mixture of presentations, demonstrations and practical exercises undertaken by students individually or working in groups.  

N.B.

Additional workshops such as
 ENHANCING TEACHING SKILLS AND RESEARCH SKILLS 
have already been advertised and more targeted workshops (SPSS, Qualitative analysis, NUDIST, etc.) will be advertised during the second semester.

To get more details and register contact the
 Office of Graduate Studies and Research at:

grad@aucegypt.edu

THE MA/MSc THESIS
A General Overview

TechnicaL
· What is an MA/MSc.

· What is “...an original contribution to knowledge”.

· The formal requirements - length, etc.

· Distinguish between an MA/MSc thesis and a PhD thesis.
· Distinguish between the writing of the thesis and the research.

It involves...

· An undertaking by original research to provide greater understanding or insight into a body of knowledge.

· Concerned with solving a problem.

· Provide training in research methods.

Product Vs Process

· Is it a product or a process?

· The process involves changes to knowledge, skills and attitudes and it requires commitment.

· The process should lead to independence.

· It involves a change of relationship between student and supervisor.

· The supervisor may begin by teaching/training/guiding, but may end by learning from the student.

· Students can be encouraged to define an MA/MSc for themselves by reading abstracts and theses in the library.

· They find out that almost anything could be an MA/MSc!

General

· It involves personal development and growth.

· It is proof of apprenticeship as a researcher, which qualifies the student to do certain things - especially to be able to do independent research.

· It is a degree, which opens up career options.

· It is proof by examination, of ability in formulating, carrying out and presenting in written and oral form a research project.

· It is the equivalent of two good journal papers.
IT IS NOT

· More undergraduate work.
· A blinding insight of Nobel Prize worth.
· A spoon-fed system.

EXERCISE 1: 
WHAT IS AN MA/MSc THESIS

Consider the 18 definitions listed below and select the THREE (in order of priority) that reflect your view of what is a good MA/MSc Thesis.  Be prepared to defend your selection.
· Saying something nobody has said before.

· Carrying out empirical work that has not been done before.

· Making a synthesis of things that have not been put together before.

· Making a new interpretation of someone else’s material or ideas.

· Trying out something in this country that has previously been done only elsewhere.

· Taking a new technique and applying it to a new area.

· Being cross-disciplinary and using different methodologies.
· Looking at topics that people in this discipline have not looked at before.

· Adding to knowledge in a way that has not been done before.

· Testing existing knowledge in an original way.

· Writing down a new piece of information for the first time.

· Giving a good exposition of anther’s idea.

· Continuing a previously original piece of work.

· Carrying out original work designed by the supervisor.

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

· Having followed instructions and understood the original concepts.

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

· Bringing new evidence to bear on an old issue.

· EXERCISE 2: 

Formulating Research Questions (Making ProblemS Researchable)
General Issues:

· Research is the systematic collection, analysis and presentation of “empirical” data.

· Research is carried out in response to (for example)

-An interest in doing an MA/MSc or some other academic work.
-A request by a state or agency to investigate a problem and propose solutions.
-A request by a funding agency to set priorities.
-A need to implement a development project.
-A need to evaluate a development project.
· The Research Project should reflect the objective (e.g. any one of the above).
· There is no perfect research model which can be used in all situations.
· Issues and concerns such as: gender, race, ethnicity, inequality, marginalization, differentiation, etc., MUST be incorporated into the research project - they are not self-evident.

· Responsible research is conducted “in consultation with” those who are affected or may be affected.

· Research should be kept in perspective: 

· It is not an extraordinary activity - we all “do research” constantly (we collect information in order to live our daily lives), but sometimes we consult “experts” such as engineers, accountants, etc.

· As we acquire more specialized skills - the better we are able to cope with the process of living

· As we acquire more specialized skills - the better we can evaluate and analyze data necessary for the process of living.

· Thus Research (with capital R) is nothing more than - systematic and well informed research.

Additional Concerns:
· Is the research intended to be used (serve the interests and needs of communities, agencies, governments, etc.) OR reflect the debates and concerns of a particular academic discipline.
· What political values underpin the initiative - personal career or communal benefit.
· Are there limitations to our “scientific” and “expert” knowledge regarding the issues or problems under consideration:

-Do we need “formal” knowledge or “people “knowledge.
-Do some problems have NO solution.
Identifying a research need
· What preconceptions are at work when we formulate research objective?
· Who identifies the problem?

· Who decides that this is the priority for research?

· Expectations that may be generated by the research.

· Constraints on conducting the research.
Strategic Issues in planning sound research

-Unit of analysis

-Continuous or snapshot research

-Objectivity, subjectivity and the control of bias

-Representative results

-False assumptions

Gaining Access

Range of Research Methods (separate targeted workshops during the summer semester)
General Problems

-Appropriate indicators
-Process of validation

Ethical use of information and data collected

(See appendix 2 for details)

EXERCISE 3: 
RESEARCH DESIGN: EXPECTATIONS AND THE RESEARCH IDEA

EXPECTATIONS

I. Preliminary desk and library research

Consider work, which has been done before - especially at existing theses in your subject;

Make sure that you really want to do this topic.
II. Develop a detailed research proposal to focus your ideas and work, including

Rationale: Why the proposed research is important.
Objective & Results: What you hope to achieve & what practical benefits or addition to knowledge.
Research Idea: What the research will investigate and why.
Previous Work: An indication of other work highlighting gaps your research will fill.
Methodology: How the research will be carried out, including sources, approach and methods.
Proposed Timetable: An outline of how much time will be spent on each stage.
Qualifications: List of your current expertise and skills you MUST acquire.
Research Success: Likely problems and how to deal with them.
III. What a Finished MSc thesis should include:

Introduction: research idea, objective, summary of thesis structure (chapters).
Background: relevant for a better understanding of the thesis argument.
Theoretical Background: conceptual knowledge about subject area and related problems and debates, including a critical review of other published work (state of knowledge in your area) and how your research fits in or contributes to the general debate.
Findings, Analysis & Discussion: present your fieldwork/library/archive data and differentiate between your own findings and other secondary sources being used, highlight the significance of your findings with regard to your thesis argument/approach/methods, and consider the implications of your findings for existing knowledge/debates and research.
Conclusions & Recommendations: concise summary of thesis argument and results including a reflexive account of the research process and problems encountered in practice and how they may have influenced the results, and suggestions for further research or practical action (policy).

Appendices: information, which is useful (background) to a better understanding and interpretation of the research findings, but would be too disrupting to the main thesis argument.

EXERCISE 4: 
RESEARCH DESIGN: THE ACTUAL PROCESS and PRODUCT

The notes identify the elements and stages for the production of the Research Design (proposal), and the four Key Check Questions (KCQ) that you need to answer.  The final Research Design (proposal) should not exceed 20 A4 pages.

N.B. It is essential that you consult your supervisor/s at every stage of the process of producing the Research Design.

The Research Question

The first task is to establish the question to which your research is intended to provide an answer.  Produce a one paragraph preliminary draft to discuss with your supervisor.

Time Management

Competent time management is essential.  This involves both setting and meeting deadlines, and learning to write assignments to the appropriate length.
Produce a time management chart covering your first year (or subsequent years), covering what you have done and what you expect to do.

Developing the Research Question

Develop your research question into a research program, which will lead to an MA. Develop your research question into a one-page research plan.  This should lead to:

The Literature Review (answer the following questions)

What has been said so far?

How is it currently understood?

What are the key issues being debated?

What are the main points of consensus and disagreement?

Which are the most influential approaches or pieces of recent research?
Produce two pages and list the major publications you have consulted.

KCQ 1: Will you have to modify your research question?
The Basic Data

What will you need in order to answer the question?  Produce one page listing the specific sources, where they are located, how you will retrieve data, and what data do you have to generate, etc.

KCQ 2: Is your research question researchable? Do you need to modify it again?

Research Methods

What methods will you use to collect record and analyze data?  In one page identify the methods you will need and the skills required.  
KCQ 3: Will you need new skills? Can you acquire them? If not, will you need to modify your research question again?

The Final Product

How do you envisage the completed MSc?  In one page produce a chapter outline and a timetable.  In a second page highlight possible publications and dissemination plans (e.g. conferences).

KCQ 4: Does chapter outline, timetable and publications/dissemination fit together?  Are they manageable?  Are they consistent with your career goals?

Exercise 5:
CHOOSING A TOPIC & A SUPERVISOR
CASE STUDIES

CASE 1
John wishes to study the effects of the Green Revolution on farmers' incomes in rural communities in the Third World.  His supervisor has contacts from his own research in Peru and frequently travels abroad on research and for conferences.  John has always been fascinated by India - his grandfather was an engineer on the Indian railways.  He studied underdevelopment in one of his final-year undergraduate options, but he has never visited the country.  His statistical background extends to simple linear regression and he has his own microcomputer.  John's general position is that uneven development needs to be explained before it can be reduced.  His real interests are in people rather than in more abstract structures and he worked on campus Nightline.

CASE 2
Allison is appalled by the way that a fear of violence affects women's lives, particularly regarding travel after dark.  She currently intends to study the way women choose how (and whether) to travel in cities under different circumstances and contexts.  Her main supervisor is a leading feminist but she has never supervised a postgraduate before, having been appointed only last year to her lectureship at the University of Birmingham.  The other supervisor is a specialist in the study of the choice of travel modes using Bayesian statistics.  London Underground under their Community Affairs Project funds the studentship.  The principal supervisor has just written what could turn out to be a seminal work on the theoretical stance necessary to place gender issues correctly in the conceptualization of post-modern society and space.  Allison herself feels quite safe at night because she has taken a self-defense course and she does not see why women’s’ lives should be constrained by male violence.  She has the idea of publishing magazine articles about some of her case studies of women.

CASE 3
Graham, who got a good First from Cambridge, is interested in the environment and particularly in the social construction of ecological knowledge in post-industrial society.  A vegetarian and adherent to the Gaian hypothesis, he sees the interface of human society and scientific understanding of the physical world as one of the major areas of discourse in social science today.  He is convinced that the (re-) production of meanings and the contestation of opposing meanings is a research frontier.  He has little time for physical scientists since he regards as naive their belief in the objectivity of scientific knowledge.  He is highly skeptical of all positivist and empirical methods of social research.  His main hobby is Alpine climbing.

CASE 4
Mohammed is an assistant lecturer at a Saudi university who has been awarded a scholarship by his government to study for an MA. in Britain.  If he fails to get an MA, he will have to repay all the money for his fees and maintenance for himself and his family who will accompany him to Britain.  He will also be sacked from his university post.  His first degree is from the University in Jeddah and HE ALSO HAS a Masters degree from the University of Cairo, both degrees being in geography.  This will be Mohammed’s first experience of the developed world.  His government requires the research to have practical results for the economic development of the country.  The Department has given Mohammed, whose written and spoken English are not as good as they might be, two supervisors because they have no specialist in Saudi geography.  One is a development geographer with interests in South Asia and the other is a Marxist structuralist whose research on hegemony and ideology in the U.K. defense sector was widely acclaimed.  Mohammed's chosen area for research is the growth of the manufacturing sector in Saudi Arabia, a priority area in the latest Development Plan.

CASE 5

Margaret is a part-time research student who lives in Barnsley (northern England) and has just started research at the University of Leeds.  She is self-funded, her husband being an accountant.  They have two children of school age.  Margaret sees herself as an economic historian because she is interested in the development of a pioneering co-operative housing movement in late-nineteenth-century Sheffield.  Her background is a good 2(1) in history from the Open University with a first-class undergraduate thesis on the Poor Law in the West Riding.  Her supervisor is Professor Armstrong (an eminent authority on that period) who is also the university's Pro-Vice Chancellor and the next President of the Economic History Society.  He has five other postgraduates at various stages of research and writing up.

FORMAL EXPECTATIONS FROM MA/MSc STUDENTS

MAs/MSc’s are awarded to students who have demonstrated: 

· The creation and interpretation of new knowledge, through original research, or other advanced scholarship, of a quality to satisfy peer review, extend the forefront of the discipline, and merit publication;
· A systematic acquisition and understanding of a substantial body of knowledge which is at the forefront of an academic discipline or area of professional practice; 
· The general ability to conceptualize, design and implement a project for the generation of new knowledge, applications or understanding at the forefront of the discipline, and to adjust the project design in the light of unforeseen problems; and
· A detailed understanding of applicable techniques for research and advanced academic enquiry. 

Typically, holders of the qualification will be able to: 

· Make informed judgments on complex issues in specialist fields, often in the absence of complete data, and be able to communicate their ideas and conclusions clearly and effectively to specialist and non-specialist audiences.
· Continue to undertake pure and/or applied research and development at an advanced level, contributing substantially to the development of new techniques, ideas, or approaches.
· The qualities and transferable skills necessary for employment requiring the exercise of personal responsibility and largely autonomous initiative in complex and unpredictable situations, in professional or equivalent environments. 

SKILLS EXPECTED OF A GRADUATE STUDENT

	(A) Research Skills and Techniques - to be able to demonstrate:

· The ability to recognize and validate problems.
· Original, independent and critical thinking and the ability to develop theoretical concepts.
· Knowledge of recent advances within one’s field and in related areas.
· An understanding of relevant research methodologies and techniques and their appropriate application within one’s research field

· The ability to critically analyze and evaluate one’s findings and those of others

· an ability to summaries, document, report and reflect on progress


	(B) Research Environment – to be able to:
· Show a broad understanding of the context, at the national and international level, in which research takes place

· Demonstrate awareness of issues relating to the rights of other researchers, of research subjects, and of others who may be affected by the research, e.g. confidentiality, ethical issues, attribution, copyright, malpractice, ownership of data and the requirements of the Data Protection Act

· Demonstrate appreciation of standards of good research practice in their institution and/or discipline

· Understand relevant health and safety issues and demonstrate responsible working practices

· Understand the processes for funding and evaluation of research

· Justify the principles and experimental techniques used in one’s own 

· Understand the process of academic or commercial exploitation of research results


	(C) Research Management - to be able to:
· Apply effective project management through the setting of research goals, intermediate milestones and prioritization of activities 

· Design and execute systems for the acquisition and collation of information through the effective use of appropriate resources and equipment

· Identify and access appropriate bibliographical resources, archives, and other sources of relevant information 

· Use information technology appropriately for database management, recording and presenting information


	(D) Personal Effectiveness – to be able to:
· Demonstrate a willingness and ability to learn and acquire knowledge

· Be creative, innovative and original in one’s approach to research

· Demonstrate flexibility and open-mindedness

· Demonstrate self-awareness and the ability to identify own training needs

· Demonstrate self-discipline, motivation, and thoroughness

· Recognize boundaries and draw upon/use sources of support as appropriate

· Show initiative, work independently and be self-reliant


	(E) Communication Skills - to be able to:
· Write clearly and in a style appropriate to purpose, e.g. progress reports, published documents, thesis

· Construct coherent arguments and articulate ideas clearly to a range of audiences, formally and informally through a variety of techniques

· Constructively defend research outcomes at seminars and viva examination

· Contribute to promoting the public understanding of one’s research field

· effectively support the learning of others when involved in teaching, mentoring or demonstrating activities


	(F) Networking and Team working - to be able to:
· Develop and maintain co-operative networks and working relationships with supervisors, colleagues and peers, within the institution and the wider research community

· Understand one’s behaviors and impact on others when working in and contributing to the success of formal and informal teams

· Listen, give and receive feedback and respond perceptively to others


	(G) Career Management - to be able to: 
· Appreciate the need for and show commitment to continued professional development

· Take ownership for and manage one’s career progression, set realistic and achievable career goals, and identify and develop ways to improve employability

· Demonstrate an insight into the transferable nature of research skills to other work environments and the range of career opportunities within and outside academia

· Present one’s skills, personal attributes and experiences through effective CVs, applications and interviews


APPENDIX 1:  PRACTICAL HINTS AND SUGGESTIONS

(This section was compiled by Graduate Students and should be seen as practical suggestions from current graduate students and NOT as an authoritative statement of how to write a thesis.)

Introduction

The quality of the thesis is measured on a number of different criteria: including format, consistency, language development, source quality and overall presentation.
The most difficult elements of developing a thesis include understanding the formatting, creating effective bibliographies and collecting and summarizing valuable research documents to provide support for the hypothesis posited in the author's introduction.
Most students write just one thesis or dissertation during their educational career. How, then, can students get help with writing their dissertations or theses if they have never written one before? Example dissertations are available at web sites and provide a valuable, professional resource for improving the quality of a student's writing.
 See http://search.dissertationsandtheses.com
You are graded not for the "correctness" of any particular position, but according to your ability to advocate your point of view, that is, to present coherent, rational and logical arguments, suitably supported by authority. You are also marked by your ability to express yourself clearly, logically and succinctly. Poor expression, syntax and spelling will detract from your overall mark.

A. The process and techniques of writing a thesis

Structure your time and Plan ahead.
Set a time line and allow for unexpected developments and unplanned revisions.
Gather resources about the topic you have in mind. People to talk to: instructor, teaching assistant, research librarian, tutor, subject matter experts and professionals. References to find: textbooks, reference works, web sites, journals, diaries and professional reports. 
Research: read, interview, experiment, gather data, etc. and take notes as much as possible and document sources. Either use index cards or a system in word processing to keep track of your sources. Prepare a separate card for each source you find. Include on each card: The title of the piece, where you found it, the author’s name and page numbers
.
Choosing the topic (critical!)
Organize your notes with a prewriting exercise.

There are many different strategies that you can use to generate ideas depending on your personal learning styles and preferences. Five useful strategies are brainstorming, clustering, free writing, looping, and asking the six journalists' questions
.
Brainstorming
Brainstorming, also called listing, is a process of generating a lot of information within a short time by building on the association of previous terms you have mentioned.

Jot down all the possible terms that emerge from the general topic you are thinking about. This procedure works especially well if you work in a team. All team members can generate ideas, with one member acting as scribe. Don't worry about editing or throwing out what might not be a good idea. Simply write down a lot of possibilities. 

Group the items that you have listed according to arrangements that make sense to you. 

Give each group a label. Now you have a topic with possible points of development. 

Write a sentence about the label you have given the group of ideas. Now you have a topic sentence or possibly a thesis statement.

Clustering
Clustering is also called mind mapping or idea mapping. It is a strategy, which allows you to explore the relationships between ideas. 

Put the subject in the center of a page. Circle or underline it. 

As you think of other ideas, link the new ideas to the central circle with lines. 

As you think of ideas that relate to the new ideas, add to those in the same way. 

The result will look like a web on your page. Locate clusters of interest to you, and use the terms you attached to the key ideas as departure points for your thesis. 

Clustering is especially useful in determining the relationship between ideas. You will be able to distinguish how the ideas fit together, especially where there is an abundance of ideas. Clustering your ideas lets you see them visually in a different way, so that you can more readily understand possible directions your thesis may take.

Free writing
Free writing is a process of generating a lot of information by writing non-stop. It allows you to focus on a specific topic, but forces you to write so quickly that you are unable to edit any of your ideas. 

Free write on the assignment or general topic for several 5-10 minutes non-stop. Force yourself to continue writing even if nothing specific comes to mind. This free writing will include many ideas; at this point, generating ideas is what is important, not the grammar or the spelling. 

After you've finished free writing, look back over what you have written and highlight the most prominent and interesting ideas; then you can begin all over again, with a tighter focus. You will narrow your topic and, in the process, you will generate several relevant points about the topic. 

Looping
Looping is a free writing technique that allows you to increasingly focus your ideas in trying to discover a writing topic. You loop one 5-10 minute free writing after another, so you have a sequence of free writings, each more specific than the other. The same rules that apply to free writing apply to looping: write quickly, do not edit, and do not stop.

Free write on an assignment for 5-10 minutes. Then, read through your free writing, looking for interesting topics, ideas, phrases, or sentences. Circle those you find interesting. A variation on looping is to have a classmate circle ideas in your free writing that interests him or her.

Then free write again for 5-10 minutes on one of the circled topics. You should end up with a more specific free writing about a particular topic.

Loop your free writing again, circling another interesting topic, idea, phrase, or sentence.

When you have finished four or five rounds of looping, you will begin to have specific information that indicates what you are thinking about a particular topic. You may even have the basis for a tentative thesis or an improved idea for an approach to your assignment when you have finished
.
Determine how you will develop your argument:  Use good logic in a reasoned argument to develop the theme and/or support the thesis.  

Be aware of what kind of research thesis you decide to do. There are many different kinds of theses: e.g. a description (the easiest, so try to avoid doing that), a comparison, a discussion and an analysis.
Write your first (rough) draft.

Questions to ask yourself:

What should I write about? Is my topic too broad? What do I know about the topic? Where can I find more information? Who is my audience? What do I want them to know? And what form is appropriate?
You should be able to state your thesis or theme in a sentence or two at most before proceeding writing the thesis statement.
Introduction

Introduce the topic! 

Inform the reader of your point of view! 

Entice the reader to continue with the rest of the thesis! 

The first paragraph is often the most difficult to write.  If you have trouble, just get it down with the intention of re-writing it later, even after you have finished with the rest.  But remember this first entry draws your audience into your topic, your perspective, and its importance to continue with the rest. 
The opening paragraph sets the tone. 

It not only introduces the topic, but where you are going with it (the thesis).  If you do a good job in the opening, your will draw your reader into your "experience." Put effort up front, and you will reap rewards. 
Write in the active voice. 

It is much more powerful. Do that for each sentence in the introductory essay. Unless you are writing a personal narrative, do not use the pronoun "I." 
Vary sentence structure. 

Review to avoid the same dull pattern of always starting with the subject of the sentence. 

Brainstorm to find the best supporting ideas. 
The best supporting ideas are the ones about which you have some knowledge. If you do not know about them, you cannot do a good job writing about them. Don't weaken the essay with ineffective argument. 

Practice writing introductory paragraphs on various topics. 

Even if you do not use them, they can be compared with the type of writing you are doing
.
Thesis Statement/Research question
Write the thesis statement. The main idea of the essay is stated in a single sentence called the thesis statement. You must limit your entire essay to the topic you have introduced in your thesis statement. 
Come to terms with the question you are trying to answer in your thesis. Write the research question in one, five and ten lines. This a good exercise to make sure you know what is the key issue of your thesis.

Provide some background information about your topic. You can use interesting facts, quotations, or definitions of important terms you will use later in the essay.
 The research statement might stress that you are looking at a dilemma, a paradox, something intriguing. It does not make sense if the research question is easy to answer by the reader.  
Think about the question and make sure you can answer the question before you proceed. 
In addition, as you are writing you should check continuously that you are in fact answering the question raised in the topic chosen and adjust your answer accordingly. It is most important that the essay address the question posed in your chosen topic. 
Edit each draft carefully to ensure that you exclude material that is in fact irrelevant to your central question.

Theories 

Present the theories that you are going to use in your thesis. Do not present a theoretical framework if you are not using its theories in your analysis or discussion. If it is possible to use the theories right away in your thesis that makes the thesis more interesting than if you present the theories first before using them.
The content

Tightly structure your work. A research thesis must be organized so that one point leads to another in a logical sequence. Headings and sub-headings are of great assistance to the reader, who should be easily able to ascertain the logic of your arguments.
You are expected to employ your critical and analytical skills in this essay. Avoid mere description and do not quote excessively. Both your observations and your use of other people's writing should reflect this analytical dimension. In sum, your own voice or intellectual input should be clearly discernible in the thesis.
The more drafts of the essay that are written, the better standard the final product will normally be. You should aim to find the time to complete at least two, if not three, drafts prior to handing the essay in. This will give you an opportunity to refine your thinking and structure.
Remember from the beginning of your writing to make the references/citations in your draft. You cannot remember from where you got the ideas if you wait making the references till the final draft.
 
Statements of fact must be supported by footnotes in proper form (see Citation under “Content”). Note if you quote the actual words of the author, you must provide quotation marks, or indent in the case of a lengthy quotation. There must also be a footnote indicating the exact source of the quotation. In addition, even though you paraphrase ideas or arguments from a book or journal article, you still need to acknowledge the original source in your footnotes. 
Editing

What should you do? Here are some tips you should take account of while you are editing your essay. This list, however, is not exclusive. For more guidelines on editing try the suggested links below.

DO NOT OVERUSE FORMS OF THE VERB "TO BE".
 Replace them with words that add more energy to your sentences. Instead of saying "Jones's theory is a direct contradiction of Smith's", say "Jones's theory contradicts Smith's." Instead of "This historian is outspoken about revisionist theories," try "This historian speaks out against ....”  

CONJUGATE VERBS CORRECTLY. Do not switch tenses unless you have a good reason to do so. For instance, "I think educators need more education. They didn't know what they should." In this example, there's no reason for switching from the present to the past tense. Edit for consistency: "I think educators need more education. They don't know what they should." 

CHECK FOR SUBJECT/VERB AGREEMENT. Make the verb agree with its subject, even if a word comes between them. For example,” The students in the class need help”. Treat most indefinite pronouns as singular (anybody, anyone, each, everything, someone, something, etc.). E.g. Everyone in our class supports affirmative action. 
AVOID REPETITIVE SENTENCE STRUCTURE. Try to vary the rhythm and length of your sentences. Avoid starting all your sentences the same way. For instance, “The structure and the length of the preceding sentences make this choppy and dull to read, and readers get so distracted by the monotony of the sound, that they lose focus on the sense of what you're saying”. 

WATCH OUT FOR RUN-ON SENTENCES. Look for independent clauses blend into each other because they lack correct punctuation. For instance, actions run together in: "I wake up at 7:00 too tired to get out of bed I go back to sleep at 7:02." To clarify this sentence, you could separate the clauses with a period (after "bed"); use a conjunction and a comma ("...bed, but..."); or separate the clauses with a semicolon ("bed; I go").  
AVOID AMBIGUOUS PRONOUN REFERENCE. Circle every pronoun: What does the pronoun refer to? How will the reader know that? A pronoun needs a clear referent: What is "it"? Who are "they"? Some other pronouns: this, that, you, he, she.  
WATCH OUT FOR CLICHÉS. Avoid excessive use of clichés that have lost their impact on the reader. Eliminating them altogether can make your prose seem strained an unnatural. You don't want your prose to be so demanding that your readers cannot see the forest for the trees. So get in the habit of questioning phrases that come to you especially easily to determine whether they might be stale, whether there might be more powerful ways of expressing your idea. When you use a cliché, do it intentionally, and don't do it too often. This is just the tip of the iceberg on this subject, but let's not push the envelope. 
IDENTIFY ABBREVIATIONS. Spell out abbreviations before you use them, unless you feel confident that the average reader will be able to identify the acronym--like when the acronym is more commonly used than the words it stands for. (ESP, NATO, CEO, or AIDS.) Keep in mind the audience of your essay. Readers who are specialists in a particular discipline may not want or need to have terms spelled out for them.

DO NOT OVER-QUOTE. Try to quote only the most essential, illustrative, or vividly phrased material. Too much quoting obscures your own thinking, while highlighting that of your source. It suggests to your reader that you are leaning heavily on your source because you don't have much to say for yourself, or that you could not be bothered, or didn't take the time to summarize. 

AVOID SEXIST LANGUAGE. A sure way to lose your readers is to make them feel that you're not speaking to them, that your essay hasn't been written with them in mind. Using sexist language, even if you don't mean to offend, is certain to alienate people. Wherever you use phrases like "Throughout history, man has ..." figure out how to make it gender-neutral, or how to include women in your world- view. Here, for instance, you could say: "humans" or "we" or "people" or "men and women." 

ITALICS AND UNDERLINES. You can use one or the other but never both. They mean the same thing-- underlining used to be a copy-editing mark to tell printers to set certain words in italic type. Underlining italics meant the editor wanted the words taken out of italics. So underlining your already- italicized phrase is, in effect, like using a double negative. 

(Adapted from Harvard University Writing Center & Broome Community College Writing Center)
.
Difficult though it may be, put the thesis away, out of sight, for at least a couple of days, longer if you can afford the time. The idea is to look at it with as fresh a perspective as possible, as objectively as you can. We all fall in love with our own words, making objective editing difficult, but temporal distance increases our ability to do the necessary pruning. Review your introduction and conclusion. Do they tell what you are going to say, and what you have said, respectively? Review the body of your thesis. Have you developed your thesis thoroughly, using significant examples, citations, details, comparisons, etc.? To verify the logical order of your ideas and paragraphs, check your thesis against your outline. Is the transition between ideas and paragraphs smooth? Use words, phrases and headings as needed and appropriate. Did you say everything you wanted to say and have you said it clearly? 

Eliminate words, phrases, clichés, whole paragraphs, anything that does not make the thesis stronger. Make your language clear, without verbosity or pomposity; every word ought to have a purpose. Check your references for completeness within themselves and against your reference list or bibliography. Check if you have overused some words? Are you repeating your self?
Re-read aloud, as if you want to communicate with a trusted friend or family member. The person/people can be real or imaginary. You will be surprised what you find to change! If you’re satisfied with how it sounds, ask a colleague or friend to read it for proofing editing errors that you missed and to find out if you accomplish your purpose before you hand it in
. 

Ideas for further reading about how to write:

Strunk, William, and E. B. White. The Elements of Style. New York: Macmillan Publishing Co., Inc., 1972.
(If you have time to read only one book on writing, make it this 92-page classic, The Elements of Style. There are chapters on grammar, composition, and an especially useful one on word usage that could save students from embarrassing errors).
B. Content of a thesis

In general, a research thesis should be structured as follows

Introduction

Introduce the thesis by telling what you are writing about, what your purpose or thesis is and why. Give the reader a reason to read the thesis. An introduction should include the broad direction of the essay, its objectives, and any parameters of the essay. 
Your first paragraph is very important. Introduce the topic! Inform the reader of your point of view! 

Entice the reader to continue with the rest of the thesis! The first paragraph is often the most difficult to write.  If you have trouble, just get it down with the intention of re-writing it later, even after you have finished with the rest.  But remember this first entry draws your audience into your topic, your perspective, and its importance to continue with the rest.  
Ask your self whether your introduction clearly states the focus of the thesis.

The outline

Present the outline of the thesis as clearly as possibly and make sure you do include as much detail as possible.
Methodology

Methodological canons are largely discipline-specific and vary widely even within some disciplines. But two things can safely be said about methodological appeal. First, the proposal must specify the research operations you will undertake and the way you will interpret the results of these operations in terms of your central problem. Do not just tell what you mean to achieve, tell how you will spend your time while doing it. Second, a methodology is not just a list of research tasks but an argument as to why these tasks add up to the best attack on the problem. An agenda by itself will normally not suffice because the mere listing of tasks to perform does not prove that they add up to the best feasible approach. 

Some popularly-used phrases fall short of identifying recognizable research operations. For example, I will look at the relation between x and y is not informative. We know what is meant when an ornithologist proposes to look at a bird, but looking at a relation between variables is something one only does indirectly, by operations like digging through dusty archive boxes, interviewing, observing and taking standardized notes, collecting and testing statistical patterns, etc. How will you tease the relationship of underlying forces from the mass of experience? The process of gathering data and moving from data to interpretation tends to follow disciplinary customs, more standard in some fields than in others; help readers from other fields recognize what parts of your methodology are standard, which are innovative. Be as specific as you possibly can be about the activities you plan to undertake to collect information, about the techniques you will use to analyze it, and about the tests of validity to which you commit yourself. Most proposals fail because they leave reviewers wondering what the applicant will actually do. Tell them! Specify the archives, the sources, the respondents, and the proposed techniques of analysis. 

A research design proposing comparison between cases often has special appeal. In a certain sense all research is comparative because it must use, implicitly or explicitly, some point of reference. Making the comparison explicit raises its value as scientific inquiry. In evaluating a comparative proposal, readers ask whether the cases are chosen in such a way that their similarities and differences illuminate the central question. And is the proposal in a position to execute both legs of the comparison? When both answers are positive, the proposal may fare particularly well. 

The proposal should prove that the researcher either possesses, or cooperates with people who possess, mastery of all the technical matters the project entails. For example, if a predominantly literary project includes an inquiry into the influence of the Tupian language on rural Brazilian Portuguese, the proposal will be checked for the author's background in linguistics and/or Indian languages, or the author's arrangements to collaborate with appropriate experts
. 

Body paragraphs 

Establish flow from paragraph to paragraph. Transition sentences, clauses, or words at the beginning of paragraph connect one idea to the next. Define their place in the overall scheme. Avoid one and two sentence paragraphs. Which may reflect lack of development of your point. Keep your voice active. "The Academic Committee decided..." not "It was decided by...". Avoid the verb "to be" for clear, dynamic, and effective presentation.  
The language and the flow of the writing

In the first paragraph and as you develop your thesis; use transitions to link one sentence to another, one paragraph or section to another. The transitions might be single words, like but, however, similarly, phrases, clauses, or might require a sentence to make the link explicit. In more extensive research theses these transitions may take the form of headings, e.g.,
Spelling 
• The use of American spelling is preferred. Webster's New World Dictionary or The American Heritage Dictionary may be consulted. 
• Make sure that all proper names are correctly and consistently spelled. 

• Do not capitalize for emphasis only. Usually, when a capitalized word is a hyphenated compound, capitalize both words if the second element is a noun or proper adjective (Author Critic). Do not capitalize the second element if it is a participle modifying the first element (English-speaking person) or if both elements constitute a single word (Re-establish). The four seasons are not capitalized unless personified (as in poetry). Capitalize trade names and brand names. 
• In titles and headings, capitalize all words of four letters or more. Also, when a capitalized word is a hyphenated compound, both words are capitalized as well as the first word after a colon or dash. Other styles may be followed as long as the usage is consistent. 
Punctuation 
The prime purpose of punctuation is to clarify meaning and although a large element of personal preference is involved, there are some commonly accepted rules such as the following: 
• Use a minimum of punctuation. For example, insert commas only if a sentence will be misunderstood on first reading. 

• A comma should always precede the abbreviations e.g. and i.e. 

• June 15, 1996, but no comma for June 1996 or 15 June 1996. 

• It is acceptable to use or not use a comma before the final conjunction in a series (cats, rats, and dogs OR cats, rats and dogs). However, with APA and MLA styles the comma is used. 

• Do not use a full stop between chapter number and chapter titles or heading numbers and their titles. 

• Do not use apostrophes in plural acronyms or numerals. 1990s not 1990's and NGOs and not NGO's. 

• Always use a colon at the end of a phrase introducing a list. For example, "The text included five items:" or "The items are as follows:" 

• Do not use punctuation after a displayed equation. 

Hyphenation 
As in the case of punctuation, the prime purpose of hyphenation is to clarify meaning and although a large element of personal preference is involved, there are some commonly accepted rules such as the following: 

• Hyphenation should be kept to a minimum and used only where sense becomes ambiguous or confusing if omitted. 

• Hyphens are used to clarify or to form a single idea from two or more words. So, it's a blue green color (the two terms are of equal importance), but a bluish green color (the first term modifies the second); a 5ml flask, but 5 ml water ("of" is implied); a well-known person, but a very well known person (do not hyphenate after "very"); a widely read column (do not hyphenate after an adverb ending in "ly"); two thirds majority, but halfway measure; 10 percent increase, but 5fold increase; four-year-old boy, ten-foot pole. 

• APA requires hyphens for the following prefixed words in which the base word is capitalized (pro-Freudian), a number (post1960), an abbreviation (pre-USC trial), more than one word (non-achievement-oriented workers), and words that could be misread (co-worker). Other styles may be followed as long as the usage is consistent. 

Numbers 
• Do not begin a sentence with a numeral. Spell it out or reword the sentence so that a number does not lead. 

• Numbers under ten are spelt out except for measurements of time (4 hrs.), length (2 mm), etc.; percentages (6%); and when the number is part of a series with other numbers over ten. 

• Numbers of five digits or more should have a space or comma inserted every three digits: 54 321. 

• Decimal fractions should be preceded by zero: 0.6381. 

Units 
• Always use SI units. If needed, Imperial equivalents may be included in parentheses
. 

When should you use the passive voice and not the active voice?

Passive voice construction is preferable in academic & scientific writing, as it naturally transfers your focus from the doer of an action or event to the recipient of this action. Why is it that you would focus on the doer and not the recipient? There are a number of reasons:
When the 'doer' is not very important; that is, when it is not important who or what did the action; 

When you want to focus on the person or thing affected by the action, or the action itself; 

When you want to be impersonal or more formal, as in most forms of academic writing; 

When you want to focus on something other than the agent of the action. 

On using the passive voice in your writing, you may face problems like the excessive use of the passive construction or under-using it. This could make your sentences either too sophisticated that they are extremely hard to understand, or not focused enough on the most important events that the message is not clearly conveyed. The following websites will provide you with guidelines and suggestions on how and when to use the passive construction.

1.      Purdue University Online Writing Lab gives you some answers on when to use passive and active constructions with explanation and plenty of examples for illustration. 

http://owl.english.purdue.edu/handouts/grammar/g_actpass.html 

2.      UniLearning Academic Writing is a very helpful site that provides you with examples and clarifies different purposes of using passive constructions. 

http://unilearning.uow.edu.au/academic/3avi.html

Use quotations to support your interpretations. Block (indented) quotes should be used sparingly; they can break up the flow of your argument. Continually prove your point of view throughout the essay.  

Don't lapse into summary in the development--wait until its time, at the conclusion. Ask your self whether your ideas are logically arranged and relevant to the focus of the essay.

Conclusion

Summarize, and then conclude, your argument. Firstly a conclusion clearly summarizes the arguments or findings. Secondly the conclusion might indicate or propose future directions that should be taken
. Ask your self whether the conclusion reflect on the introduction and capture all the issues discussed in the essay?

Citation

The format of your research should be decided in consultation with your supervisor as each professor might have her/his own preferences. (Some professors prefer e.g. the references given in footnotes, others wants them in parenthesis etc). In the following are examples of how to cite using footnotes.

Notes and Footnotes 

Notes on the text can be placed at the foot of the page (footnotes), collected at the end of the chapter and included in the Table of Contents as subheads (notes to Chapter), or collected at the end of the entire text and included in the Table of Contents as a subhead (End Notes). Begin with note 1 in each chapter or number all the notes consecutively throughout the work. Table and figure footnotes are not in this number sequence they are a, b, c, etc. Select one style and consistently follow it throughout the thesis. Consult the adviser for the preferred style in the field
. 

Footnotes 

1. Book with one author or editor:

     1 Frank Feather, Canada's Best Careers Guide 2000 (Toronto: Warwick, 2000) 152-3.

     1 Jerry White, ed. Death and Taxes: Beating One of the Two Certainties in Life (Toronto: Warwick, 1998) 7-8.

2. Book with two authors or editors:

     2 R.D. Hogg and Michael G. Mallin, Preparing Your Income Tax Returns: 2001 Edition for 2000 Returns (Toronto: CCH Canadian, 2001) 969:519.

     2 Andrew Cohen and J.L. Granatstein, eds. Trudeau's Shadow: The Life and Legacy of Pierre Elliott Trudeau (Toronto: Random, 1998) 391.

3. Book with three or more authors or editors:

     3 Jack Canfield, et al., Chicken Soup for the Kid's Soul: 101 Stories of Courage, Hope and Laughter (Deerfield Beach, FL: Health Communications, 1998) 68.

     3 Mans O. Larsson, et al., eds. Let's Go: Germany 1998 (New York: St. Martin's, 1998) 96-98.

4. Book with no author or editor stated:

     4 The 1990 Charlton Coin Guide, 29th ed. (Toronto: Charlton, 1989) 39.

     4 Microsoft PowerPoint Version 2002 Step by Step, (Redmond, WA: Perspection, 2001) 235.

5. Book that has been translated:

     5 Anne Frank: The Diary of a Young Girl, trans. M. Moyaart-Doubleday (Toronto: Bantam, 1993) 95.

6. Article in a collection by several authors, with an editor:

     6 Carmen DaSilva, "Life Insurance as a Tool for Estate Planning," Death and Taxes: Beating One of the Two Certainties in Life, ed. Jerry White (Toronto: Warwick, 1998) 57-71.

7. Article from an encyclopedia with no author stated:

     7 "Malcolm X," Encyclopedia of Social Issues, 1997 ed.

8. Article from an encyclopedia with one author:

     8 Lawrence A. Presley, "DNA Fingerprinting," World Book Encyclopedia, 2000 ed.

9. Article from a magazine, journal, or newspaper with no author stated:

     9 "Bombardier Wins Order in Israel," Globe and Mail [Toronto] 29 Oct. 2002: B12.

     9 "Lighting Up the World: A Canadian's Obsession Has Helped Thousands," Maclean's 4 Nov. 2002: 42-43.

10. Article from a magazine, journal, or newspaper with one or more authors:

     10 Jonathan Alter and Geoffrey Gagnon, "The Future of New York," Newsweek 9 Sept. 2002: 50+.

      10 Michael Friscolanti, "Convicts 'Morally' Fit to Vote: Supreme Court Ruling," National Post [Toronto] 1 Nov. 2002: A4.

     10 Tom Fennell, "From Misfit to Murderer," Maclean's 4 Nov. 2002: 32-34.

11. Pamphlet, with no author stated:

     11 2001 Chevy Tracker: Chevy Trucks (General Motors of Canada, 2000).

     11 Fosamax (Kirkland, PQ: Merck Frosst Canada, 2002).

12. Book, movie, film, product or software review:

     12 Henry Gordon, rev. of China! The Grand Tour, CD-ROM, Hopkins Technology, We Compute Feb. 1998: 15.

     12 Katrina Onstad, "Not Too Naughty, Not Too Nice," rev. of The Santa Clause 2, dir. Michael Lembeck, National Post [Toronto] 1 Nov. 2002: PM5.

13. Government document:

     13 Canada, Minister of Indian Affairs and Northern Development, Gathering Strength: Canada's Aboriginal Action Plan (Ottawa: Minister of Public Works and Government Services Canada, 2000) 12-13.

     13 United States, National Council on Disability, Carrying on the Good Fight - Summary Paper from Think Tank 2000 - Advancing the Civil and Human Rights of People with Disabilities from Diverse Cultures (Washington: GPO, 2000) 6.

14. Interview:

     14 Helmut Longin, President, Industry Union of Austria, Personal interview, 3 Sept. 2003.

15. Film or video recording:

     15 Eternal Earth, prod. Rhombus Media, dir. Larry Weinstein, 1987.

16. Audio recording:

     16 Ginger, Solid Ground, Nettwerk, Vancouver, 1994.

17. Television or radio:

     17 Larry King Live, CNN, Nassau, Bahamas, 7 Mar. 2002.

     17 Abbey Lincoln Sings Her Career, WBGO, Newark, NJ, 4 Mar. 2002.

18. Computer software or CD-ROM:

     18 National Parks: The Multimedia Family Guide, CD-ROM, Woodland Hills, CA: Cambrix, 1995.

     18 Norton AntiVirus, CD-ROM, Symantec, 2003.     
       18 QuickTax: Tax Year 2002, CD-ROM, Intuit Canada, 2003.

19. Internet:

Note: First date = Web page creation or modification date. Second date = the date you accessed the Web page. If the Web page does not have a modification or creation date, leave it out, but always indicate your access date just before the URL.

     19 Canada, Indian and Northern Affairs, "Aboriginal Peoples Survey: From APS I to APS II." Facts from Stats, Corporate Information Management Directorate, Issue No. 15, Mar. 2000, 8 Oct. 2001 <http://www.inac.gc.ca/nr/nwltr/sts/2000-03_e.html>.

     19 James Henrietta, et al., "Richard Allen and African-American Identity," America's History, Spring 1997, 2 Nov. 2002 <http://www.earlyamerica.com/review/spring97/allen.html>.

     19 "Edsitement," 3 Sept. 2003 <http://edsitement.neh.gov>.

Parentheses

References in the text: Use only surname - Name (2003); (Name 2003); (Name and Name 2003) or (Name & Name 2003); (Name et al. 2003). Never use comma between name and year but between different references in the same parenthesis (Name 1999, Name 2003). The oldest reference shall come first, and there is never and between different references (only between two authors of the same reference). If there are three or more authors of the same reference, use the first one plus et al. If there are several references of the same year, then organize those alphabetically. The basic point in good communication is to make the reading as smooth as possible without giving laborious tasks to the reader. Therefore, do not write like this (see Endresen 1969)
.

Bibliography and References List

A bibliography is a list of published books or journal papers used as source materials. Bibliographies sometimes include citations for sources consulted in addition to those sources actually cited in the thesis. The references list, however, includes only those works that were consulted and read during research. 

You should include a bibliography or reference list, setting out all the books, articles and other sources you have referred to or footnoted in the thesis. You need not have necessarily read each reference from start to finish, but you should have at least looked up each reference. However, you should avoid over-reliance on three or four sources. You are expected to have read widely on the chosen topic, and not exclusively Internet as opposed to print materials.

Bibliographic listings of electronic sources follow the format for whatever style you are using for print sources. The following examples are grouped according to method of access, or protocol, which is a key element in locating and accessing electronic documents and files. 

The three major styles -APA, MLA, and Chicago-are described in the following publications, copies of which are available in the AUC Library: 

APA 
American Psychological Association APA (1994) Publication Manual of the American Psychological Association. 4th ed. Washington, DC. 

Meyer, Michael. (1990) Little Brown Guide to Writing Research Papers. 3rd or most recent ed., chapter 8. Glenview, Illinois London, England: Scott, Foresman and Company. 

MLA 
Gibaldi, Joseph and Achtert, Walter S. (1988) MLA Handbook for Writers of Research Papers. 3rd ed. New York: The Modern Language Association of America. 

Meyer, Michael (1990) Little Brown Guide to Writing Research Papers. 3rd or most recent ed., chapter 8. Glenview, Illinois London, England: Scott, Foresman and Company. 

Chicago
Turabian, Kate (1987) A Manual for Writers of Term Papers, Theses and Dissertations. 5th ed. Chicago: University of Chicago Press. 

The Chicago Manual of Style. 14th ed. Chicago: University of Chicago Press, 1993. 

The basic format for citing electronic sources is:

From Electronic Publications and Online Databases:

Scientific Style

List the author's last name and initials; the date of publication, in parentheses; the title of the article or file and, enclosed in parentheses, any identifying file or version numbers or other identifying information (if applicable); the title of the electronic database, in italics; the name of the online service, in italics, and access information or the protocol and address and any directory paths; and, in parentheses, the date accessed. 

Warren, C. (1996). Working to ensure a secure and comprehensive peace in the Middle East (U.S. Dept. of State Dispatch 7:14). FastDoc. OCLC (File #9606273898). (12 Aug. 1996). 

From the World Wide Web:

Scientific Style

 Give the author's last name and initials (if known) and the date of publication in parentheses. Next, list the full title of the work, capitalizing only the first word and any proper nouns; the title of the complete work or site (if applicable) in italics, again capitalizing only the first word and any proper nouns; any version or file numbers, enclosed in parentheses; the protocol and address, including the path or directories necessary to access the document; and finally the date accessed, enclosed in parentheses. 

Burka, L. P. (1993). A hypertext history of multi-user dimensions. MUD history. http://www.utopia.com/talent/lpb/muddex/essay (2 Aug. 1996). 

The components of a URL are as follows:

[image: image2.png]Protsol Hostpame. Path o document

/. apa.org/monitorfoct00iworkplace.htm





From Email, Discussion Lists, and Newsgroups:
Scientific Style

Include the author's name and initials (if known) or the author's alias; the date of the message in parentheses, if different from the date accessed; and the subject line, only first word and proper nouns capitalized. For discussion lists and newsgroups, include the name of the list (if applicable), capitalized as just described and italicized; the list address; and the date accessed, in parentheses. 

Crump, E. Re: Preserving Writing. Alliance for Computers and Writing listserv. acw-l@unicorn. acs.ttu.edu (31 Mar. 1995). 
 

After parts 

Page numbers continue as Arabic numerals for all after parts, which consist of the bibliography, or references, and Appendix, or Appendices if more than one. 

Annotated Bibliography/Review of literature

An annotated bibliography is a list of sources (books, magazine articles, etc.) accompanied by a brief summary of the contents of each source. The bibliography is arranged in alphabetical order by the author, or, if no author, the title of the source. Placed below each bibliographic entry, the annotation does the following: 

· explains the purpose of the work 

· briefly describes its contents 

· may indicate the possible audience for the work 

· may note any special features 

Zohar, Danah. The Quantum Self: Human Nature and Consciousness. Defined by the New Physics, New York:  Quill/William Morrow, 1990.

This book takes the reader through the fascinating workings of the subatomic realm to create a new model of human consciousness. It presents a hypothesis for the possibility that our consciousness continues beyond death. Zohar shows how the material world impinges on our sense of self. She proposes the subatomic realm may be our source of creativity and connections with others. The book shows how the vitality of the new physics combats the alienation and fragmentation of contemporary life and replaces it with a model of reality in which the universe itself may possess consciousness, of which human consciousness is one expression. It is clearly written and accessible to general audiences useful for research in quantum physics, philosophy, psychology, anthropology and spirituality. 

Thesis Layout 

Type Size and Thesis Requirements 
When a word processor is used, it is preferable to adopt a large pica type, 10-point or larger or 10-12 characters per inch on some printers. Print should be laser print (or at least letter quality), but never dot matrix. Those who do not have access to a word processor may also use an electric typewriter. Use only one side of the paper. 

Use white paper 80 g/m2 weight, which is the standard good quality printing and copying paper - same as the paper used in printing this manual. Size A4 (297 x 210 mm) is required for all copies. 

Margins and Line Spacing 
The left-hand margin (binding edge) is 38 mm (1.5 in), which allows room for the binding process and allows for photocopying without crushing the spine of the bound work. The remaining three sides have 25 mm (1 in) margins except for pages starting with major titles, which have an upper margin of 32 mm (1.25 in). Page numbers and footnotes must not encroach on the margins. All pages, including text, figures, tables, and appendix material must conform to the margin requirements. If wide tables or figures require the page to be used crosswise, the tops of the figures and tables must be at the binding edge--the side with the 38 mm (1.5 in) margin. 

Double-space everything. Exceptions: block quotations, footnotes at the bottom of pages, figure captions, table titles, and long headings in the Table of Contents, which may be single-spaced. 

Pagination 
Assign a number to every page of the thesis. 

Preliminary Pages: Number all preliminary pages with lowercase roman numerals (i, ii, iii, iv, v, etc.) centered at the bottom of the page. The title page is counted as page i, but the page number is not shown. The approval page is always page ii. 

Text and Other Pages: Number the remaining parts, including text, tables, figures, notes, reference list, and appendices with Arabic numerals centered at the bottom of the page. 

Justification & Indentation 
A ragged right margin is preferable to a justified right margin. Justifying right margins should be done only if this can be achieved without leaving large gaps of white space on the page. 

Indent the first line of a paragraph, and bring all subsequent lines to the left margin. Some styles do not indent the first line of a paragraph that follows a title. 

In block Quotes, indent all lines of setoff quotations (block quotations) from the left margin and type the entire quotation on the indented margin without the usual opening paragraph indentation. Single space all lines. If the quotation is more than one paragraph, indent the first line of this second paragraph (and any subsequent paragraphs) five spaces from the new margin
. 
ETHICAL USE OF INFORMATION

A Message from the Chair 

of the Academic Integrity Task Force

There is no doubt that academic integrity is essential for a sound and healthy learning and research environment.  Needless to say, its impact goes well beyond the boundaries of any university to influence the behavior and attitude of the community as a whole.  In other words, a learning process taking place in a dishonest environment can very well yield misconduct or malpractice when it comes to implementation.

Together with several institutes worldwide, AUC has considered fostering academic integrity among its top priorities.   This has been exhibited by several actions and activities that aim in the first place at enhancing awareness and introducing an educational component for a healthy and honest learning.   These efforts have been well supported and are closely followed up by the AUC Administration.

I do believe that you will find the workshops organized by the Center for Learning and Teaching useful in achieving better understanding of the various angles of academic Integrity.   Indeed, a challenge remains in how to get the community to share the concern and do take a positive attitude.  For that, the workshops and the exchange of experience between the participants will be indispensable.

On behalf of my dedicated colleagues in the Task Force, I wish you a fruitful and beneficial workshop.

Mohamed Nagib Abou-Zeid 

Chair of the Academic Integrity Task Force

PROMOTING ACADEMIC INTEGRITY

Ethical Guidelines
: 

Researchers should be fully aware of the ethical issues involved in their work and adhere to the following basic principles: 

1. Responsibility for all procedures and ethical issues related to the project rests with the principal investigators.

2. Research should be conducted in such a way that the integrity of the research enterprise is maintained, and negative after-effects, which might diminish the potential for future research, should be avoided. 

3. The choice of research issues should be based on the best scientific judgment and on an assessment of the potential benefit to the participants and society in relation to the risk to be borne by the participants. Studies should relate to an important intellectual issue.

4. The researcher should consider the effects of his/her work, including the consequences or misuse, both for the individuals and groups among whom they do their fieldwork, and for their colleagues and for the wider society.

5. The researcher should be aware of any potential harmful effects; in such circumstances, the chosen method should be used only if no alternative methods can be found after consultation with colleagues and other experts. Full justification for the method chosen should be given. 

6. The research should be conducted in a competent fashion, as an objective scientific project and without bias. All research personnel should be qualified to use all of the procedures employed by them.

7. The research should be carried out in full compliance with, and awareness of, local customs, standards, laws and regulations.

8. All researchers should be familiar with, and respect, the host culture. Researchers undertaking research on cultures, countries and ethnic groups other than their own should make their research objectives particularly clear and remain aware of the concerns and welfare of the individuals or communities to be studied.

9. The principal investigators' own ethical principles should be made clear to all those involved in the research to allow informed collaboration with other researchers. Potential conflicts should be resolved before the research begins.

10. The research should avoid undue intrusion into the lives of the individuals or communities they study. The welfare of the informants should have the highest priority; their dignity, privacy and interests should be protected at all times.

11. Freely given informed consent should be obtained from all human subjects. Potential participants should be informed, in a manner and in language they can understand, of the context, purpose, nature, methods, procedures, and sponsors of the research. Research teams should be identified and contactable during and after the research activity.

12. There should be no coercion. Participants should be fully informed of their right to refuse, and to withdraw at any time during the research.

13. Potential participants should be protected against any and all potentially harmful effects and should be informed of any potential consequences of their participation.

14. Full confidentiality of all information and the anonymity of participants should be maintained. Participants should be informed of any potential limitations to the confidentiality of any information supplied. Procedures should be put in place to protect the confidentiality of information and the anonymity of the participants in all research materials.

15. Participants should be offered access to research results, presented in a manner and language they can understand.

16. All research should be reported widely, with objectivity and integrity.

17. Researchers should provide adequate information in all publications and to colleagues to permit their methods and findings to be properly assessed. Limits of reliability and applicability should be made clear.

18. Researchers are responsible for properly acknowledging the unpublished as well as published work of other scholars.

19. All research materials should be preserved in a manner that respects the agreements made with participants

Ethical Issues 

The University of Manchester explains the ethical issues in research in the social sciences like this:

In carrying out their work, social researchers inevitably face ethical dilemmas, which arise out of competing obligations and conflicts of interest. Research proposals involving human subjects in the Social Sciences are coming under closer scrutiny; it is an issue that the University takes very seriously. Therefore it is important that steps are taken to ensure that safeguards are in place, not only in the interests of the participants but also those of the investigator conducting the research. This brief statement aims to alert all research students to issues that raise ethical concerns and more generally to identify good research practice. 

In general, “research on human beings” will raise ethical issues and this is why you are required to declare whether or not this applies to your thesis topic and, if so, how these ethical issues are to be addressed. In particular, a research student preparing a thesis (the "researcher") must adhere to the following fundamentals:

· Researchers have a responsibility both to safeguard the interests of those involved in, or affected by, their work, and to report their findings accurately and truthfully. They need to consider the effects and consequences of their work for those they study and other interested parties. 

· Researchers should satisfy themselves that the research they undertake is worthwhile and that the techniques proposed are appropriate. They should be clear about the limits of their detachment from, and involvement in, their areas of study and recognize the diversity of social research so that they can respond reasonably and courteously to those with whom they disagree. 

· Researchers should never present others' work as their own. Nor should they misrepresent knowingly the findings of their research or the work of others.

Interviews

Interviewers play a key role in any social survey using face-to-face interviews as opposed to telephone or postal methods. Before the interviewers were selected, it was crucial for the research team to have prior knowledge about the communities in order to account for cultural factors that would affect the fieldwork process. For example, for cultural and religious reasons it was essential to recruit a woman and a man for interviews with Somali refugees so that the interviewers and interviews could be matched by gender
. 

WORKSHOP QUESTIONS: 

(These cases below are taken from onlineethics.org.)

QUESTION1: Friendship vs. Authorship

Dr. Jane McDonald is a psychology professor at a university in Texas. Her good friend and colleague, Dr. David Woodford, is a psychology professor at a university in Alabama. Both Jane and David are members of a professional psychology association that has requested the assistance of its members in conducting a large national survey. Although Jane and David are not teaching at the same university, they went to graduate school together and thought it would be fun to collaborate on this study. After some discussion and planning, they informed the professional association that they would be happy to conduct the study. During the planning stage, they agreed that since Jane would be doing more of the logistics of the study, she would be listed as first author and David would be listed as second when it came time to publish.

Jane approached one of her graduate students, Mark Dunn, and asked him if he would be interested in taking responsibility for the logistical aspects of the study, such as mailing the surveys and data entry. Mark was informed that he would not be responsible for the new data analysis or final report since David would be doing these tasks. However, Jane did not discuss the issue of authorship with Mark. Mark, new in the psychology program, was flattered to be asked and agreed to participate.

Eight months later Mark completed his portion of the study and sent the data to David for analysis. Several weeks later Jane approached Mark and told him that David had not completed the data analysis and it needed to be done. Furthermore, she needed to have the data in a final report format so that she could present it at a conference in two weeks. Mark spent most of the next two weeks conducting the data analysis and writing the final report. Jane expressed her gratitude to Mark for his commitment to the project and asked if he would be interested in collaborating on the final paper for publication. Mark agreed.

Two months after Jane and Mark had this discussion, Jane handed Mark a final draft of a manuscript that was to be submitted the next week for publication. Never in the previous two months had Jane asked Mark to help with writing the paper. Furthermore, although David had not contributed to writing the paper, he was listed as second author and Mark was listed as third. Mark approached Jane and expressed his confusion as to why he was not asked to participate, and why David was listed as second author. Jane stated that she was too busy to collaborate and that it saved her time to write the paper herself. Furthermore, she and David had an agreement about authorship from the beginning, and nothing could be done to change the arrangement.

Discussion Questions

1. Since Mark was not included in the planning stages of the study, should he be included as an author? 

2. Should participation in some parts of a study have greater weight in determining authorship than participation in other parts? 

3. Although Jane and David reached an agreement at the outset of the study, should David be included as an author? 

4. Did Jane let her friendship with David get in the way of doing what was right with regard to including Mark as second author? 

5. How could Jane have handled this situation in a way that was fair to her? 

6. How could Jane have handled this situation in a way that was fair to Mark? 

7. Did Jane deceive Mark when she failed to collaborate with him in writing the paper? 

8. What can Mark do to ensure that he receives proper credit for his work? 

QUESTION 2: The Graduate Student Laborer

Joe McGrath is a second year graduate student who will begin to write his master's thesis at the end of the term. Joe has worked extremely hard during the two years of his master's program, regularly working six or seven days a week. The effort has paid off, however; Joe already has four publications with two additional papers in preparation and, most importantly, a starting date for a new job at a small pharmaceutical company. The company is very excited to have hired Joe because they are starting a new initiative and need Joe's expertise to get the project off the ground. This situation puts Joe on a very tight time schedule to finish his last set of experiments and write his thesis, but the job is exactly what he had hoped for.

It is Friday afternoon. For the past week, Joe has put his experiments on hold. Instead, he has been making graphs and figures for a presentation that Dr. Smith, his research adviser, will be making at a conference the following Wednesday. Smith has requested specific figures based on data from experiments completed by Joe and his predecessors in the lab. At 3 p.m., Smith comes into Joe's office and says, "I hate to ask you to work on a weekend, but will you come in and work tomorrow? It is really important that the presentation is ready on Monday."

Joe hesitates. He was a bit taken aback by Smith's request, because he almost always comes into the lab Saturday mornings, "Isn't Smith aware of this after two years?" he asks himself. Furthermore, he had planned to start the last set of experiments he needs for his thesis, which he has been delaying all week.

Finally, Joe replies, "Yes, I can come in and finish up these figures tomorrow." "Thanks, Joe," Smith says. "I really appreciate the fact that you have spent so much time compiling and analyzing the data collected by Dave and Frank, who left without finishing their degrees; without that information, the presentation would have been very thin. By the way, I've decided to list you as the fourth author on the presentation, because it was the other students who actually collected the data," Smith says. Although Joe feels disappointed that he will be listed as the last author on the presentation, he doesn't want to quibble about whether doing the data compilation and analysis was more significant than collecting the raw data.

After discussing a few more details about the presentation with Smith, Joe closes the conversation by saying, "Well, have a good evening and I'll see you tomorrow!" Smith stops as he is leaving the lab and replies with a surprised tone, "I'm not working tomorrow."

Should Joe spend Saturday making the figures for the presentation, or should he start his experiments as planned?

Discussion Questions

1. Is it appropriate for Smith to ask Joe to work on Saturday? Is it appropriate in light of the fact that Smith is not going to work? Are there valid reasons why Smith might ask Joe to work although he is not planning on working himself? 

2. Would it seem less onerous a request to complete the figures and graphs at the sacrifice of his dissertation work if Joe were compiling and analyzing data from his own experiments rather than data from students who left the program? 

3. What are the proper roles and responsibilities of graduate students in preparing presentations that include the entire research group's efforts? 

4. What are appropriate criteria for authorship? 

5. Is data collection always more significant than data compilation and analysis? 

6. Should Joe ask to be placed higher on the list of authors? How should he approach Smith about his concerns? 

QUESTION 3: Making the Grade

Three professors team-teach a 15-student graduate course (Dr. Whelan, a tenured senior faculty member, and Dr. Jihvraj and Dr. Brady, two junior faculty members). The only requirement for a grade in the course is a final paper on key course topics. Whelan arranged the course curriculum and does some of the instruction, but Jihvraj and Brady are responsible for reviewing and grading each paper. A student turns in his paper for a final grade. Jihvraj feels uncomfortable with the paper and does not assign a final grade.

In discussing the paper with Brady, Jihvraj points out that there are no references and a few of the paragraphs have different tenses. He does a web search with selected paragraphs of the student's paper and finds two online documents that match the student's paper. Apparently, the student has pasted sections of two different documents together. Jihvraj remembers reading articles in separate scientific journals and his suspicions are confirmed when he finds the articles and compares them to the student's work.

Jihvraj and Brady look at the school's penalties and policies handbook for some guidance. When a faculty member has information that a student has violated academic integrity in a course or program for which he or she is responsible and determines that a violation has occurred, the faculty member should inform the student and impose an appropriate sanction. A faculty member may make any one or a combination of the following responses to the infractions:

· Warning without further penalty, 

· Requiring rewriting of a paper containing plagiarized material, 

· Lowering of a paper or project grade by one full grade or more, 

· Giving a failing grade on a paper containing plagiarized material, 

· Giving a failing grade on any examination in which cheating occurred, 

· Lowering a course grade by one full grade or more. 

Faculty members can take an additional step of reporting the case to the university's judiciary board.

Further investigation by the two faculty members reveals that the student holds a medical degree from a different country and came to the department on a renowned international fellowship. The student's faculty adviser is Whelan.

Jihvraj and Brady discuss the option of having the student rewrite the paper but they are concerned about being fair to the 14 other graduate students. They decide to give the student a lower grade of "C" with the recommendation that he retake the course.

Whelan is very upset that his student is to receive a "C." He calls for a meeting with the dean. Jihvraj and Brady point out that plagiarism is punishable by expulsion if formal charges are brought to the judiciary board and that they have elected not to press formal charges in light of the total situation. The student refuses to admit that his paper is plagiarized, as it is a normal practice in his country to use material without referencing the sources. He also feels that he is being treated unfairly and unprofessionally.

The junior professors know that Whelan is a former department chair and that he has considerable political clout, but they feel that their decision is sound and just. Brady is even contemplating resigning publicly if their decision is undermined.

The dean listens and concludes that the junior professors' decision should stand.

Discussion Questions
1. Does it matter that this international student is unfamiliar with typical U. S. university policies? 

2. Where is the line drawn for adherence to the rules and regulations on references? 

3. Was the student being treated unfairly and unprofessionally? If so, how? What about the other 14 students in the course? 

4. Did Jihvraj and Brady exercise all options in arriving at their decision? 

5. Should they have consulted Whelan before giving the student a "C?" 

6. Who would be most affected by this outcome? the dean, funding agency, instructors, student, school? 

7. How would a potential backlash change the final decision? Potential problems may arise with the funding agency that sponsored the student and their relationship with the university and the future of the junior faculty when they go up for tenure. 

QUESTION 4: Too Much Help Is Not Enough

Part 1

Jill Johnson, a master's student, is preparing her thesis when one of her committee members is hospitalized. She approaches Dr. Wood, a tenure track professor who is new to the department, and asks if he would be willing to serve on her thesis committee. Wood indicates interest and asks about the timeline involved. Johnson reports that her thesis adviser Dr. Morris, a tenured professor who is the department chair, is hoping to stick to the originally planned meeting date for her prospectus meeting, which is in four days. Wood states that he will be attending a conference for the next three days and reminds Johnson that the department's policy requires that committee members have the manuscript at least two weeks in advance of a prospectus meeting. Johnson indicates that she would be willing to move the meeting date and they walk down the hallway to Morris's office.

Upon hearing the dilemma, Morris asks Johnson to leave her office. Morris explains that she will let Johnson know what is decided. Wood indicates that he will not be able to give the manuscript his full attention before the Friday meeting date. Morris tells him that she has thoroughly assisted Johnson in writing the manuscript and that the paper would not take more than 30 minutes for him to read. When Wood insists that he will not be able to give a 60-page paper his full attention before Friday, Morris replies that Johnson really won't need much input. She states that Johnson really just requires a third committee member to sign off for approval of the project.

Discussion Questions

1. How do the professional interests of Wood and Morris affect their actions and reactions in dealing with this situation? 

2. What are the professional obligations of Wood? Morris? 

3. Discuss possible concerns for Johnson, the student. 

4. What might Wood's next move be? 

Part 2

Wood insists on delaying the meeting until early the next week so that he will have time to read the manuscript thoroughly. The committee assembles for Johnson's thesis prospectus meeting. It is common practice for all committee members to review the paper's contents prior to the meeting and then make suggestions or revisions during the meeting. The committee discusses recommendations with the student and then either approves or disapproves the study. If the committee approves Johnson's study, it gives her the green light to spend the next semester or two working on the project.

Wood arrives at the meeting with a clear understanding of the study's methodology based on the well-written prospectus. Following Johnson's oral presentation, the committee members ask questions of her. Wood begins by asking questions to get an idea of Johnson's general knowledge of the methods she proposed to use. When Johnson is unable to answer, Morris jumps in with a response.

Wood is concerned that, despite having written clearly about her study, Johnson appears unable to answer even basic questions about her protocol. Dr. Story, the outside committee member and a close friend of Morris's, also poses some basic questions to Johnson, and she responds in a similar fumbling, unsure manner. Morris is quick to interject answers each time Johnson is asked a question.

It is soon apparent that the study is truly Morris's and that Johnson cannot provide even basic explanations for the methodology or for the study itself. When the painfully long meeting ends, Morris and Story are ready to indicate in writing that the student can proceed. Wood is not convinced that Johnson has adequate knowledge of the study methods or the analysis to be used.

Discussion Questions

1. What are the benefits of allowing Johnson to proceed? For the student? For Wood? For the committee? 

2. Could anyone else potentially benefit? 

3. What are the potential repercussions in allowing Johnson to proceed? For the student? For Wood? For the committee? 

4. Could anyone else potentially be harmed? 

5. Do you think Wood should sign off on Johnson's prospectus and allow her to proceed? 

6. How much assistance is it appropriate for an adviser to give a student who is preparing a thesis? 

PLAGIARISM

This is an area, which raises a number of issues, and concerns and students are advised to be extremely careful in the way in which they cite and use sources in order to avoid infringing any academic standards.  This is particularly important in the current era where the INTERNET constitutes an important source from which many researchers cite data, information and even analytical arguments.  INTERNET sources are extremely valuable for all research, but also widely acknowledged for being highly problematic when it comes to citations. There is no single clear set guidelines that can cover all INTERNET sources or for that matter all possible sources that a research project may use. 

In no respect, however, should the examples or discussion below be seen as an exhaustive or comprehensive statement on plagiarism.  It is nothing more than a indication of some of the issues and some illustrations of possible areas of concern.
Why do students plagiarize?

There are many reasons why students plagiarize or cheat.  Many ethicists who deal with the moral decisions of right and wrong say that students (and society at large) often regard the educational system as a sort of game and that in order to achieve a high score in that game any means is acceptable as long as you don't hurt anyone and you are not caught.  In the mind of the student who cheats or plagiarizes, the grade (or what people think of your performance) is more important than the real acquisition of understanding and knowledge. Someone who is interested in real learning would never feel the need to cheat, because he is primarily cheating himself.  For many students the pressure to perform overrides all other considerations and is often encouraged by popular opinion, peer pressure and other social pressures.  Circumstances are often cited as a major reason:  not enough time to prepare, others are doing it, not understanding what plagiarism is, etc.  In some cases there may be a real misunderstanding as to what constitutes plagiarism. The university tries to make a sustained and continuous effort to enlighten students on this subject so that students are clearly aware of both the legal and ethical implications of plagiarism

 Academic Writing

The academic community expects writers to comply with and follow certain rules that relate to how ideas and concepts are presented in the context of any writing assignment  One of the tasks of AUC’s Writing Program is to make these rules as clear as possible to every student.  Since 98 % of all AUC students pass through The Writing Program at some stage, we expect students to familiarise themselves with, apply, and internalise, these rules as part of their university education.  This is often not an easy process since there seem to be certain contradictions involved in this writing process. Purdue University’s Online Writing Lab summarizes these contradictions quite succinctly by stating that you have to

· "Show you have done your research but write something new and original
· Appeal to experts and authorities but improve upon, or disagree with experts and authorities

· Improve your English by mimicking what you hear and read but use your own words, your own voice

· Give credit where credit is due but make your own significant contribution"

A Working Definition of Plagiarism
Learning means finding out what you and other people have discovered about the world. Your first and primary sources are, of course, your own experiences and imagination, although even those, it is argued, are influenced by the perceptions of those who came before you. When you consciously use those sources created by others, then you need to give credit to those sources. Doing so is not only fair; it is also moral, ethical, legal, and an academic requirement. 

Not to give credit, wholly or partially, is to commit plagiarism, which basically means stealing (or literally, "kidnapping") from others. The people who have done the work deserve the credit for it. People who get caught trying to pass off others' work as their own can fail assignments, fail courses, ruin their reputations, and even be taken to court (the legal system "copyrights" the efforts of writers, musicians, and artists, and there have been many cases where the plagiarist paid in hard cash as well as reputation). 

What you need to learn is how and when to give credit to sources. While the methods may seem complicated at first, keep in mind that they are, in most cases, fairly traditional, have been learned and used by millions before you, can be found in various sources (print and electronic) and are understood by many people on campus (like your professor and the librarians) who will be glad to help you. You can also seek assistance in the Writing Center. 

Your work can be labeled plagiarized if one of the following occurs:

1. A passage is copied word-for-word (or, in music, note-for-note, or, in art, line-by line) from someone else's work, whether the source is printed, recorded, visual, or electronic, and that source is not given credit in the required ways. 

2. A passage paraphrases a source (rewords or restates the content and ideas without using the author's words) without giving credit to the source in the required ways. 

3. The work is based on sources but does not give credit to any of them. 

4. The work closely follows the organization of ideas or concepts in someone else's work without giving credit to that source. 

5. The work has been composed, wholly or in part, by someone other than the person who submits it (including collaborative efforts: if a project was generated by several people, all of them must be given credit). 

6. The work is "patched together" from one or more electronic sources, none of which are credited. These sources may be downloaded or printed out, or purchased wholly from a "research paper retailer." 

Cases of Plagiarism

The three different cases of plagiarism are cited from The California Aggie
 

Plagiarism 1:

Plagiarism 1:

4/6/00 - A senior with no prior referrals was sent to SJA for plagiarism on a paper in an upper-division writing course. The instructor suspected plagiarism when grading the paper and noted highly eloquent wording, which was inconsistent with the student's previous work in the class. The paper also lacked references and quotation marks. The instructor then investigated some of the student's Internet sources and found them inaccessible. In a meeting with SJA staff, the student admitted to improper citations and plagiarism. The student was placed on deferred separation, a sanction that could result in a dismissal or suspension if the student has any subsequent violations. In addition, the student must write a paper on honesty and plagiarism and visit a writing specialist at the Learning Skills Center. A score of zero was assigned to the student's paper. The case is closed.

Plagiarism 2 (from THE Internet):

10/26/00 - A junior with no disciplinary record with SJA was referred for suspected plagiarism from the Internet. The instructor became suspicious because the student's paper had citations within the text but not on the reference page and some references were left out of the paper completely. The plagiarism was confirmed when it was analyzed by Turnitin.com, an electronic plagiarism detection service. Turnitin.com identified multiple similarities between the student's paper and several Internet sites. When speaking with the instructor, the student claimed that the plagiarism was unintentional. Later, the student failed to meet with the judicial officer assigned the case so unilateral action was taken. The student was placed on probation through graduation and received a zero for the paper. Case closed.

Plagiarism 3:

11/15/00 - A first-year student with no prior disciplinary history was referred to SJA for alleged plagiarism on a paper. The instructor noticed on the final paper that the student had written a two-page description without any citation or reference. In a draft, the instructor had warned the student to cite sources and use quotation marks appropriately. It was obvious to the instructor that the student did not heed this warning. In a meeting with SJA staff, the student admitted to copying the material but said the plagiarism was unintentional. The student claimed to have misunderstood the rules and believed a single citation at the conclusion of the paper was sufficient. The student was placed on probation until spring 2001 and received a zero on the paper. This case is closed.

TEST: Do you know how to avoid plagiarism: true or false
?

1. Most plagiarism cases involve stealing information out of books.
False! Approximately 150 cases of plagiarism a year are referred to Student Judicial Affairs at UC Davis; at least half of these plagiarism cases involve the Internet.

2. The Internet, when used with caution, can be a useful source of information.
True! The Internet has become a major source of research for many students, but not all Web sites are created equal; some are more reliable than others.

3. You must give the source of another person's work whether that source is a published text, Web site, interview, public presentation, film, or other expression.
True!

4. One needs only to cite information taken from the Internet when it is from an academic journal. 
False! Always cite any information you take from the Internet. It's a good idea to print out a copy of the site if you need to provide it later, in case the Web site changes or the link becomes inactive.

5. If you plagiarize off some obscure Web site, no one will ever know.
False! Advancements in technology have enabled instructors to use plagiarism detection systems, such as that of Turnitin.com , in which your paper is scanned and compared with other documents on the Internet. If a particular phrase in your paper looks suspicious, instructors need simply to type that phrase in a search engine to check for plagiarism.

6. If you are using Internet sources, the best way to avoid plagiarism is to copy and paste the material into a word document and then cite it. 
False! Take notes of your sources, rather than cutting and pasting material from the Internet. Keep track whenever you take a direct quote, so that you don't forget this when you write your paper. Forcing yourself to put someone else's ideas in your own words strengthens your writing skills. 

7. Citation is not necessary if you are using artwork for an assignment. 
False! Another person's work means more than just the person's writing. It also includes a person's artwork, graphs, research strategy, or ideas.

Sources (and what to do with them) 

Throughout your university career you will be acquiring knowledge and expertise in a variety of academic disciplines.  To demonstrate this process of acquisition and assimilation you will often be asked to reproduce, analyze, critique and discuss what you have learned in the form of a written paper or project. Writing such a paper will confront you with how to acknowledge the information that you have acquired in a form that is appropriate to the requirements of honest scholarship, in general, and the specific requirements that the course has for such a paper. You will have learned how to do the specific tasks of quotation, paraphrase and summary in your Writing Program classes and thus may have avoided the more obvious mistakes of plagiarism.  However, often you will have to walk a fine line as to what constitutes “common knowledge” and which, therefore, does not need to be acknowledged, and what belongs to another person’s work, ideas or written style.  The rule of thumb is “if in doubt, cite!”  You don’t lose anything by citing the source properly and acknowledging the information you have taken from that source.  With the increased availability of electronic sources, both visual and textual, it has become more difficult to distinguish between public and private ownership of certain kinds of material.  However, you will be expected to be a responsible member of the intellectual community and you should acknowledge any sources whether print or electronic in a manner which conforms with the recognized rules of academic scholarship and those set by your teachers in class.

Remember too, that your professor is there to help you.  If you have any questions before submitting your paper or project, consult with the teacher of your class.  Be specific when you ask because often general guidelines will not cover all possible eventualities.

Five Basic rules That Can Easily Be Followed In Citing SOURCES
:

1. Direct Quotation. Any verbatim use of the text of a source, no matter how large or small the quotation, must be clearly acknowledged. Direct quotations must be placed in quotation marks or, if longer than three lines, clearly indented beyond the regular margin. The quotation must be accompanied, either within the text or in a footnote, by a precise indication of the source, identifying the author, title, and page numbers. Even if you use only a short phrase, or even one key word, you must use quotation marks in order to set off the borrowed language from your own, and cite the source.

2. Paraphrase. If you restate another person’s thoughts or ideas in your own words, you are paraphrasing. Paraphrasing does not relieve you of the responsibility to cite your source. You should never paraphrase in the effort to disguise someone else’s ideas as your own. If another author’s idea is particularly well put, quote it verbatim and use quotation marks to distinguish his or her words from your own. Paraphrase your source if you can restate the idea more clearly or simply, or if you want to place the idea in the flow of your own thoughts. If you paraphrase your source, you do not need to use quotation marks. However, you still do need to cite the source, either in your text or a footnote. You may even want to acknowledge your source in your own text ("Albert Einstein believed that…"). In such cases, you still need a footnote.

3. Summary. Summarizing is a looser form of paraphrasing. Typically, you may not follow your source as closely, rephrasing the actual sentences, but instead you may condense and rearrange the ideas in your source. Summarizing the ideas, arguments, or conclusions you find in your sources is perfectly acceptable; in fact, summary is an important tool of the scholar. Once again, however, it is vital to acknowledge your source -- perhaps with a footnote at the end of your paragraph. Taking good notes while doing your research will help you keep straight which ideas belong to which author, which is especially important if you are reviewing a series of interpretations or ideas on your subject.

4. Facts, Information, and Data. Often you will want to use facts or information you have found in your sources to support your own argument. Certainly, if the information can be found exclusively in the source you use, you must clearly acknowledge that source. For example, if you use data from a particular scientific experiment conducted and reported by a researcher, you must cite your source, probably a scientific journal or a Web site. Or if you use a piece of information discovered by another scholar in the course of his or her own research, you must acknowledge your source. Or perhaps you may find two conflicting pieces of information in your reading -- for example, two different estimates of the casualties in a natural catastrophe. Again, in such cases, be sure to cite your sources.

5. Supplementary Information. Occasionally, especially in a longer research paper, you may not be able to include all of the information or ideas from your research in the body of your own paper. In such cases, you may want to insert a note offering supplementary information rather than simply providing basic bibliographic information (author, title, date and place of publication, and page numbers). In such footnotes or endnotes, you might provide additional data to bolster your argument, or briefly present an alternative idea that you found in one of your sources, or even list two of three additional articles on some topic that your reader might find of interest. Such notes demonstrate the breadth and depth of your research, and permit you to include germane, but not essential, information or concepts without interrupting the flow of your own paper.

In all of these cases, proper citation requires that you indicate the source of any material immediately after its use in your paper. For direct quotations, the footnote (which may be a traditional footnote or the author’s name and page number in parenthesis) immediately follows the closing quotation marks; for a specific piece of information, the footnote should be placed as close as possible; for a paraphrase or a summary, the footnote may come at the end of the sentence or paragraph.

Simply listing a source in your bibliography is not adequate acknowledgment for specific use of that source in your paper. This point is extremely important and too often misunderstood by students. If you list a source in your bibliography, but do not properly place citations in the text of your paper, you can be charged with plagiarism. In Committee on Discipline hearings, students who did not set off verbatim quotations with quotation marks and footnotes, or who used ideas or information from a source without proper citation in the paper itself, sometimes argue their innocence because the source is listed in their bibliography. That puts the Committee in the difficult position of determining whether the error was a mistake based on misunderstanding the rules of citation or whether it was an intentional effort to deceive the reader. Either way, the student will be found responsible for the act of plagiarism.

For international students, it is especially important to review and understand the citation standards and expectations for institutions of higher learning in the United States. Students who have done their college preparation at schools in other countries may have learned research and paper-writing practices different from those at American Universities. For example, students from schools in east Asia may learn that copying directly from sources, without citation, is the proper way to write papers and do research. Students in France, preparing for the Baccalaureate examination, may be encouraged to memorize whole passages from secondary sources and copy them into papers and exam essays. Those cultural differences can sometimes lead to false assumptions about citation practices and expectations. Make sure you understand the University’s academic regulations and ask for assistance if you’re not sure
.

If you are still in doubt, you can also consult a tutor at the AUC Writing Center, which is located at 5 Youssef el Guindi, 1st floor Flat 13 (above the AUC Clinic). Phone 797-6322 and 797-6324, e-mail: wcenter@aucegypt.edu, webpage: http://www.aucegypt.edu/academic/eclt/wp/wcenter.html
© Copyright

Overview of Copyright Development

1. What is copyright? 

copyright  n. The exclusive right to reproduce or authorize others to reproduce artistic, dramatic, literary, or musical works. It is conferred by the Copyright, Designs and Patents Act 1988, which also extends to sound broadcasting, cinematograph films, and television broadcasts (including cable television). Copyright lasts for the author's lifetime plus 70 years from the end of the year in which he died; it can be assigned or transmitted on death. EU directive 93/98 requires all EU states to ensure that the duration of copyright is the life of the author plus 70 years. Copyright protection for sound recordings lasts for 50 years from the date of their publication; for broadcasts it is 50 years from the end of the year in which the broadcast took place. Directive 91/250 requires all EU member states to protect computer software by copyright law. The principal remedies for breach of copyright (known as piracy) are an action for damages and account of profits or an injunction. It is a criminal offence knowingly to make or deal in articles that infringe a copyright. See also Berne Convention; hacking.

"copyright n."  A Dictionary of Law. Ed. Elizabeth A. Martin. Oxford University Press, 2002. Oxford Reference Online. Oxford University Press.  American University in Cairo.  21 September 2004 http://www.oxfordreference.com/views/ENTRY.html?subview=Main&entry=t49.e821.
2. What is meant by “intellectual property rights”?

intellectual property  Intangible property that includes patents, trade marks, copyright, and registered and unregistered design rights.

"intellectual property"  A Dictionary of Law. Ed. Elizabeth A. Martin. Oxford University Press, 2002. Oxford Reference Online. Oxford University Press.  American University in Cairo.  21 September 2004 http://www.oxfordreference.com/views/ENTRY.html?subview=Main&entry=t49.e1863.
3. What is TRIPS?

TRIPS  The Agreement on Trade Related Aspects of Intellectual Property Rights 1994: the international agreement on intellectual property rights that arose from the Uruguay Round of the General Agreement on Tariffs and Trade (see World Trade Organization). It is designed to reduce distortions and impediments to international trade while taking account of the need to promote effective protection of intellectual property rights. It also aims to ensure that measures to enforce these rights do not themselves become barriers to legitimate trade. TRIPS sets out how participating nations will protect intellectual property rights: for copyright they should comply with some provisions of the Berne Convention; computer programs and databases will also be protected by copyright. Trade marks and patents should be protected in accordance with the Paris Convention for the Protection of Intellectual Property (1971), with additional protection for designs and the layout of integrated circuits. Developed countries were given until 1 January 1996 to bring their legislation into conformity with TRIPS. Developing countries were given until 2000, and the least developed countries an additional six years.

"TRIPS"  A Dictionary of Law. Ed. Elizabeth A. Martin. Oxford University Press, 2002. Oxford Reference Online. Oxford University Press.  American University in Cairo.  21 September 2004 http://www.oxfordreference.com/views/ENTRY.html?subview=Main&entry=t49.e3774.

4. What is the Berne Convention?

Berne Convention The Berne Convention for the Protection of Literary and Artistic Works: an international convention of September 1886 that sets out ground rules for protection of copyright at national level; it has since been amended several times. Many nations are signatories to the Convention, including the UK and, more recently, the United States. See also TRIPS.

"Berne Convention"  A Dictionary of Law. Ed. Elizabeth A. Martin. Oxford University Press, 2002. Oxford Reference Online. Oxford University Press.  American University in Cairo.  21 September 2004 http://www.oxfordreference.com/views/ENTRY.html?subview=Main&entry=t49.e336.

5. Why do I have to apply US Copyright Law in Egypt and what does all this mean to me as an RA or TA?

The American University in Cairo (AUC) is an American institution incorporated in Delaware with offices in New York, therefore it is subject to litigation in both states.  AUC follows American copyright law, and Egyptian law where applicable.  U.S. Federal copyright law, as contained in the Copyright Act of 1976 and subsequent amendments (17 U.S.C. et seq.), protects original works of authorship and governs their reproduction.

· Fair Use

· Public Domain

· Technology, Education and Copyright Harmonization Act (TEACH)

A. Fair Use
The Fair Use exemption of the Copyright Act allows limited copying of copyrighted works, without the permission of the copyright holder, for certain purposes such as comment, criticism, teaching, news reporting, or research. In addition to those specific uses, other use may be permitted if it meets the test’s criteria. The test below determines whether copying meets the fair use exemption requirements. All four criteria must be considered and successfully met:

1. The purpose and character of the use, including whether such use is of a commercial nature or is for nonprofit educational purposes;

2. the nature of the copyrighted work;

3. the amount and substantiality of the portion used in relation to the copyrighted work as a whole; and

4. the effect of the use upon the potential market for or value of the copyrighted work.

17 U.S.C. §107 (US Copyright Law)

Fair Use Test

	FACTOR
	PROBABLY FAIR USE
	PROBABLY NOT FAIR USE

	PURPOSE OF USE
	Nonprofit

Educational

Personal

Teaching

Criticism & Research

News Reporting

Create a new Work
	Commercial

For Entertainment

Not a New Work

	NATURE OF WORK TO BE USED
	Reference

Factual

Published
	Creative Work

Unpublished

	AMOUNT USED
	Small Amount Relative to the Whole Work
	Large Amount

Heart of the Work

	MARKET EFFECT
	No Effect on Market for Original Licensing/Permissions Not Available
	Hurts Market or Potential market of the Original.

Work is made generally available.


LLT Copyright Compliance Committee

Libraries and Learning Technologies Copyright Guidelines

Draft August 10, 2004

Appendix 4

Copyright is not the only protection for intellectual property. Databases and other resources, licensed by the University, may include specific contractual terms that affect their use and may be more stringent than copyright law. Works in the public domain, such as US government documents, are not protected by copyright law and may be copied freely. 

See also: 
http://www.loc.gov/overview


http://www.lib.purdue.edu/uco/fair_use/index.html
B.  Public Domain 

A creative work enters the public domain when (1) the term of copyright for the work has expired (2) the author has failed to satisfy statutory formalities to perfect the copyright (3) the work is a work of the US Government or (4) there has never been a copyright. Materials in the public domain may be freely used by everyone.

C. Technology, Education and Copyright Harmonization Act (TEACH)

The TEACH Act was passed to address particular copyright challenges in the field of distance education in the United States. For more information on this see The TEACH Toolkit:

http://www.lib.ncsu.edu/scc/legislative/teachkit/overview.html
6. Where can I go to find out more?

Additional weblinks:


Local:
A. University IP Policy  (recommended to be developed0

B. AUC/vendor/Software licensing agreements http://www.aucegypt.edu/acs/licenprog.html
C. Academic Integrity Code http://www.aucegypt.edu/resources/acadintegrity/
Internet:

A. Collection of National Copyright Laws (UNESCO) http://portal.unesco.org/culture/en/ev.phpURL_ID=14076&URL_DO=DO_TOPIC&URL_SECTION=201.html
B. B. WIPO - World Intellectual Property Organization – Geneva http://www.wipo.int/copyright/en  
C. International Copyright Issues http://www.ala.org/ala/washoff/WOissues/copyrightb/intlcopyright/Default2660.htm
D. Fair Use of Copyrighted Materials http://www.utsystem.edu/ogc/intellectualproperty/copypol2.htm
E. Copyright Management Center - Fair Use Issues http://www.copyright.iupui.edu/fairuse.htm
F. The International Intellectual Property Alliance (IIPA) http://www.iipa.com/ http://www.iipa.com/rbc/1997/rbc_egypt_301_97.html
G. Abu-Ghazaleh Intellectual Property (AGIP) http://www.agip.com/countries/egypt/c.htm
H. What is Copyright Protection? http://whatiscopyright.org/
Examples relevant to AUC

1. Book/Periodical Materials

The Library’s mediated copying policy allows staff to make one (1) copy, per patron, of the following: 

· A chapter from a book,

· An article from a periodical or newspaper,

· A short story, short essay or short poem,

· A chart, graph, diagram, drawing, cartoon, or picture from a book,    periodical or newspaper.  

The following materials will not be placed on Reserve:

1. Copying that is created or replaces or substitutes for anthologies, compilations, or collective works.

2. Copying of or from works intended to be “consumable” in the course of study or teaching, such as workbooks, exercises, standardized test booklets, etc.
3. Copying that substitute for the purchasing of books, publisher’s reprints, or periodicals.
4. Copying that has been directed by higher authorities, not the individual instructor’s direction.
5. Copied materials that are reused from year to year without obtaining copyright permission.

2. Internet: Isn’t everything on the Internet free?!?

Case 1: OWL  http://owl.english.purdue.edu/handouts/print/research/r_plagiar.html
Case2: Gasaway  http://www.unc.edu/~unclng/publis-d.htm
3. Other materials (videos, films, music, recordings, software)

The Copyright Laws cover use of these materials in the following categories: 
· In-class use, wider audience

· Guidelines for Faculty
For instance:
· You must request any off-air recordings to be made by CTMS staff.

· You may only request a specific off-air recording once, regardless of the number of times the material is actually broadcast. 

· You may not request the off-air recording to be physically or electronically altered or combined with others to form anthologies. You do not have to show the entire material. 

· The copy of the material will be erased 45 days after it was first recorded, but you may only show the material during the first 10 days after its recording. 

· If you require more than one copy for legitimate needs, a limited number may be reproduced. Each such additional copy shall be subject to all provisions governing the original recording.

·  Audiovisual materials may be shown to classes for educational purposes only

4.  WebCT

Using Materials That Are Not Your Own on WebCT: 

· If you have not created the materials, the materials may not be a major part of the course, but only a supplement in order to qualify for a fair use exemption. 

· If you use supplementary copies without the author’s permission, you may only do so for one semester. If you wish to reuse materials, you must get permission.

You may copy one of the following but it must include a copyright notice and meet all of the specified provisions of brevity, spontaneity, and cumulative effect (list provided by CLT): 

a) chapter of book

b) article from periodical or newspaper

c) short story, short essay, or short poem, whether or not from collected works
d) chart, graph, diagram, drawing, cartoon or picture from book or periodical or newspaper

5. Software

All software must be licensed. Owners of software copyrights have the same rights as owners of other copyrighted works. The law does not require copyright symbols or statements of copyright ownership. All software is copyrighted unless otherwise specifically stated.



� http://www.dissertationsandtheses.com/hypothesis.html


� http://home.sandiego.edu/~gevans/cyberlaw/appendix.html


� http://home.sandiego.edu/~gevans/cyberlaw/appendix.html


� http://www.athabascau.ca/html/services/counselling/writing/writing.rtf


� http://www.writing.ku.edu/students/docs/prewriting.html


� http://www.aucegypt.edu/academic/tefl/studyskills/writingskills.htm


� � HYPERLINK "http://www2.actden.com/writ_den/tips/essay/intro.htm" ��http://www2.actden.com/writ_den/tips/essay/intro.htm�l


� httm� HYPERLINK "http://www.iss.stthomas.edu/studyguides/wrtstr1.htm" �://www.iss.stthomas.edu/studyguides/wrtstr1.htm�l


� http://home.sandiego.edu/~gevans/cyberlaw/appendix.html


� http://www.aucegypt.edu/academic/tefl/studyskills/writingskills.htm


� http://www.athabascau.ca/html/services/counselling/writing/writing.rtf


� The Art of Writing Proposals: Some Candid Suggestions for Applicants to Social Science Research Council Competitions. By Adam Przeworski and Frank Salomon 


� http://www.aucegypt.edu/students/downloads/thesisguidelines.pdf


� http://www.aucegypt.edu/academic/tefl/studyskills/writingskills.htm


� http://home.sandiego.edu/~gevans/cyberlaw/appendix.html


� http://www.aucegypt.edu/students/downloads/thesisguidelines.pdf


� http://www.uio.no/studier/program/devgeo-master/thesis.doc.pdf


� http://home.sandiego.edu/~gevans/cyberlaw/appendix.html


� � HYPERLINK "http://www.columbia.edu/cu/cup/cgos/idx_basic.html" ��http://www.columbia.edu/cu/cup/cgos/idx_basic.html� 








� http://www.aucegypt.edu/students/downloads/thesisguidelines.pdf


� Ethical Guidelines for International Comparative Social Science Research in the Framework of MOST.  MOST (Management of Social Transformations) Clearing House.  15 Sept. 2004 <� HYPERLINK "http://www.unesco.org/most/ethical.htm" ��http://www.unesco.org/most/ethical.htm�>.





� Ethical Issues. 9, May, 2004. University of Manchester Graduate School of Social Sciences. 15 Sept. 2004 <� HYPERLINK "http://les1.man.ac.uk/graduateschool/current/taught_stud/handbook/ethics_01.htm" ��http://les1.man.ac.uk/graduateschool/current/taught_stud/handbook/ethics_01.htm�>.





�Bloch, Alice. "Carrying out a survey of refugees: Some methodological considerations and guidelines." Journal of Refugee Studies  12:4 (1999), pp.


� Friendship vs. Authorship . 1995-2004. Online Ethics Center for Engineering and Science.


15 Sept. 2004 <� HYPERLINK "http://onlineethics.org/reseth/appe/vol6/friendship.html" ��http://onlineethics.org/reseth/appe/vol6/friendship.html�>.


� The Graduate Student Laborer. 1995-2004. Online Ethics Center for Engineering and Science.


15 Sept. 2004 <� HYPERLINK "http://onlineethics.org/reseth/appe/vol6/laborer.html" ��http://onlineethics.org/reseth/appe/vol6/laborer.html�>.


� Making the Grade. 1995-2004. Online Ethics Center for Engineering and Science. 15 Sept. 2004 <� HYPERLINK "http://onlineethics.org/reseth/appe/vol6/grade.html" ��http://onlineethics.org/reseth/appe/vol6/grade.html�>.


�Too Much help is Not Enough. 1995-2004. Online Ethics Center for Engineering and Science.


15 Sept. 2004 <� HYPERLINK "http://onlineethics.org/reseth/appe/vol6" ��http://onlineethics.org/reseth/appe/vol6�>.


�Why do students plagiarize or cheat? . 10 October 2003.  American University in Cairo Academic Integrity. 17 Sept. 2004 <� HYPERLINK "http://www.aucegypt.edu/resources/acadintegrity/students/Whydostudentscheat.html" ��http://www.aucegypt.edu/resources/acadintegrity/students/Whydostudentscheat.html�>.


�Academic Writing. 10 October 2003. American University in Cairo Academic Integrity. 17 Sept. 2004 <� HYPERLINK "http://www.aucegypt.edu/resources/acadintegrity/students/AcademicWriting.html" ��http://www.aucegypt.edu/resources/acadintegrity/students/AcademicWriting.html�>.


�Avoiding Plagiarism. 1995-2004. OWL at Purdue University. 21 Sept. 2004 


� HYPERLINK "http://owl.english.purdue.edu/handouts/print/research/r_plagiar.html3" ��http://owl.english.purdue.edu/handouts/print/research/r_plagiar.html�				


�J ones, Andy. “Plagiarism Cases Cited in The California Aggie. IN Responsible Use of  the Web: A Workshop for Undergraduates.� HYPERLINK "http://cai.ucdavis.edu/aggieplagiarism.html" ��� 18 Sept. 2004 � HYPERLINK "http://cai.ucdavis.edu/aggieplagiarism.html" ��http://cai.ucdavis.edu/aggieplagiarism.html�>.


�“You Know How to Avoid Plagiarism: true or false? (No cheating!)”. 5 March 2003. In the Spotlight: Bits & Bytes. 18 Sept. 2004 <� HYPERLINK "http://scg.ucdavis.edu/bitsbytes/00503.cfm" ��http://scg.ucdavis.edu/bitsbytes/00503.cfm�>.


�Sources (and what to do with them). 10 October 2003. American University in Cairo Academic Integrity. 17 Sept. 2004


<� HYPERLINK "http://www.aucegypt.edu/resources/acadintegrity/students/Sourceswhattodo.html" ��http://www.aucegypt.edu/resources/acadintegrity/students/Sourceswhattodo.html�>





� When to Cite Sources. 2003. Academic Integrity at Princeton. 18 Sept. 2004 <� HYPERLINK "http://www.princeton.edu/pr/pub/omtegrity/pages/citing.html" ��http://www.princeton.edu/pr/pub/omtegrity/pages/citing.html�>.


� When to Cite Sources. 2003. Academic Integrity at Princeton. 18 Sept. 2004 <� HYPERLINK "http://www.princeton.edu/pr/pub/omtegrity/pages/citing.html" ��http://www.princeton.edu/pr/pub/omtegrity/pages/citing.html�>.	


� LLT Copyright Compliance Committee.  Libraries & Learning Technologies Copyright Guidelines. Draft, August 10, 2004, p. 3.
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