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INTRODUCTION
The Culminating Experience Outline

All students in a master’s program must compleatalminating experience as part of
their degree requirements. Typically, culminatingeriences are related to the Program
Learning Objectives of the master’s degree andessdiopics pertinent arly

Childhood Educatiommr Administration in Educational Settings.

Three OptionsThe culminating experience options in the progeaimthethesis project,
or comprehensive examination

* Thethesis/projecis considered to be a demonstration of a studem'stery of
the curricular requirements of the program and@&we that the student can
develop scholarly, valid, and useful knowledgehia tespective discipline.
Students who successfully complete the thesis/grpgrtion of the program
demonstrate a capacity to exercise analyticalsslalply theory and research, and
skillfully address practical professional issuamitarly as the comprehensive
examination path, the thesis/project completiotstbsth the depth and breadth of
a student cumulative knowledge. An oral presemtaticthe thesis/project is
required. Note: Théhesispath is recommended to those who consider pursuing
further graduate work.

» Thecomprehensive exandtion is an assessment of the student’s ability to
integrate the knowledge of the area, think critcahd independently, and
demonstrate mastery of the subject matter. Thdtsesiithe examination must
evidence critical analysis, appropriate organizgtand accuracy of
documentation. Similarly as the thesis/project ptté comprehensive
examination tests both the depth and breadth tafdest cumulative knowledge.
An oral presentation of the comprehensive exanonatssays is required.

Student Portfolio RequiremenSStudents are required to submit a completadfolio
prior to their oral presentation. A completed paitf contains at least one major
assignment from each course and a reflective asse$®f the student’s progression
through the program, the synthesis of knowledgd,the attainment of the program’s
learning outcomes. Course assignments are tolmeitad to the College’s online
course management system.

Oral PresentationAn oral presentatiorof the culminating experience is required. The
student presents his/her work to his/her committ@ece the culminating experience
work is ready for submittal, the student’s thesigjgct or comprehensive examination
committee chair schedules the presentation.



A. Thesis/Project Pathway

Thesis/Project: Process of Completion

The thesis/project is a plan-driven, significantensive, and independent endeavor. To
ensure a successful and timely completion, theesiiuid obliged:

* to meet with his/her advisor to discuss the topigeneral and select the members
of the thesis/project Committee;

» to set up a planning timeline with the Committeaichnd follow it;

» to submit a prospectus for approval by the thesigpt Committee prior to
beginning the thesis/project; once an approvedpeiss has been filed with the
Department of Graduate Studies, a student may pdotwethe development of the
thesis/project;

* to secure the human subject clearance, if necegs@y to collecting data or
starting research process;

* to allow sufficient time for revising drafts based Committee feedback;

» to submit the thesis/project, free of errors, ® Graduate Studies Office for its
evaluation and the oral presentation.

Note: Submission of the work on time does not guegraduation; acceptance of
the thesis/project by the Committee signals cotigpieof the program.

Timing The program is designed to give four units ofidréor thesis/project work as
part of the degree’s requirements. This is norm@dige through enrollment in EDUC
399 - Culminating Experience. It is important tomage the timing of the thesis process
in order to finish on a particular timeline. Fosiance, if he/she desires to finish the
thesis/project during the first quarter of EDUC 38 student should have an approved
prospectus filed with the Department of Graduateli®s prior to registration for the
course. As a general guideline, a student in ttusitson should plan on beginning the
thesis/project process and development of the paigp one to two quarters prior to
anticipated enrollment in EDUC 399. Therefore, latime student taking two courses
per quarter would need to begin the prospectusegsoim his/her fourth or fifth quarter of
the program.

Selecting a Thesis/Project Committee

The student is responsible for selecting the abfanis/her thesis/project committee from
the core faculty in the Department of Graduate iggithe Committee). The Committee
includes three members of the Humphreys Colleddifoe faculty. The chair of the
Department of Graduate Studies may grant an exaeptiowing for one Committee
member outside of the College, as long as subistitiserves a specific purpose or
provides expertise related to the topic of theitiipsoject.



Responsibilities of the Committee

The Committee is responsible for guidance and cglumgsduring the preparation of the
thesis/project. Its members suggest specific imgmuents in organization, form, and
content. The Committee also has the responsilfditgertifying that the student is
competent in the subject area contained in thedipesject and is able to communicate
his/her scholarly or creative efforts to otherdwmathigh degree of skill. The Committee
is authorized to approve theses/projects as metttengulminating experience
requirements of the program. Approval by the Corteaiindicates that the student’s
thesis/project represents scholarly work worthyhef master’'s degree, gives a clear and
accurate description of the work performed, andawons to standards of graduate-level
writing.

Prospectus Requirements

Each student submitspaospectudor approval prior to beginning the thesis/projédta
minimum, the prospectus includes a clear and @etaiéscription of the research/project,
a brief review of the literature and/or other rases, as well as a conceptualization of
the problem or research questions or the expedtedtoses of the project. Prospectus
approval is the responsibility of the Committeejahhevaluates the research questions or
objectives posed along with the methodological adey.

Upon prospectus approval, the student may proeettetdevelopment of the
thesis/project. Working closely with the Committgir, he/she will complete the
requirements of the approved thesis/project. Fous wf credit towards the program will
be granted upon successful completion of the thesiect. Based on the consent of
his/her advisor, a student will be enrolled in EDB®® - Culminating Experience and
will finish the remaining requirements of his/hbesis/project. The student must be
enrolled in this course continuously until all degrequirements have been fulfilled;
those who do not finish the requirements of thes®in one quarter receive an “IP”
grade. All students must finish the course withme gear of beginning it.

Thesis/Project Standards

» Thesis A written product of an in-depth study that viexsf originality, critical
thought, and thorough documentation with APA stylecluded in the thesis are
the identification of the problem, articulationtbe major assumptions,
explanation of the methodology and significancéhefresearch, analysis of the
data, and a conclusion and/or recommendation. iffshéd product must
evidence content mastery, critical and indepentenking, appropriate
organization and format, clarity of purpose, ancuaate and thorough
documentation. In light of those standards, thsithereparation might be a
valuable experience for those students who congigiesuing their further
education (Ph.D., Ed.D.). An oral presentationhef thesis to the thesis
Committee is required.



* Project A significant endeavor appropriate to the edwrsti professional fields.
Like the thesis, it will include originality, crial thought, and documentation
with APA style. Particular to this option will berationale for the project, its
significance, objectives, methodology, a conclugiad/or recommendation that
will be described and summarized in a written sunymghe student in
consultation with his/her Committee will decide tiegure, content, and the depth
of the project. An oral presentation of the projecthe project Committee is
required.

Theses/projects must be presented formally in decme with standard formatting
guidelines. Theses and bound projects are placégtifollege library and are available
to the public. Bound projects are treated as the#tesegard to format, binding, and
incorporation in the library.

Oral Presentation of the Results

When a student successfully completes the thesjsfdr he/she will be scheduled for a
public oral presentatiorof the results. The presentation provides an oppayt for the
student and his/her Committee to discuss the twigice thesis/project, and for the
student to clarify any remaining questions or conse

B. Comprehensive Examination Pathway
Comprehensive Examination: Process of Completion

The comprehensive examination is a plan-drivemiagnt, intensive, and independent
endeavor. To ensure a successful and timely cormopléhe student is obliged:

* to petition the Department of Graduate StudiesHercomprehensive
examination pathway;

* to form a comprehensive examination committee Gbmmittee);

* to set up a planning timeline with the Committeaichnd follow it

* to study thanain examination themes and resources

* to submit four comprehensive examination essags, df errors, to the Graduate
Studies Department for their evaluation and thé gmesentation.

Student’s Petition

The process begins with a student’s petition tepeithe comprehensive examination
pathway, submitted to the Department of Graduaidi&s. The student may petition for
this pathway as early as one quarter prior to arsdmticipated enroliment in EDUC 399
— Culminating Experience.



Selecting a Comprehensive Examination Committee

Upon the approval of the petition, the studenegponsible for selecting the chair of
his/her comprehensive examination committee froenctbre faculty in the Department of
Graduate Studies in a way similar to the formatba thesis/project Committee (see
above).

Responsibilities of the Committee

The Committee is responsible for developing twtsiiga)the main examination themes
and resourcesind (b)the specific examination topics/questioAdditionally, the
Committee sets up (#)e student’s examination schedaled (b)the evaluation rubrics
both documents will be made available to the studesr other responsibilities of the
Committee, see the Thesis/Project Pathway secfitnsoGuide, the part on the
Responsibilities of the Committee (above).

Comprehensive Examination Standards

The comprehensive examination is an assessmeim student’s ability to integrate the
knowledge of the area, think critically and indeghently, and demonstrate mastery of the
subject matter. The results of the examination raustence critical analysis, appropriate
organization, and accuracy of documentation. Shiyilas the thesis/project path, the
comprehensive examination tests both the deptlbezatith of a student cumulative
knowledge.

Individual Study of the Main Examination Themes and Resources

Upon petitioning for the comprehensive examinattbe, student will receive tHest of
the main examination themes and resoutodse studied in the anticipation of the
comprehensive examination during the following ¢eids). The student will have up to
one quarter for the home studytbé main examination themes and resourcEse
standard academic support services of the Collégbevavailable, including the
individual pre-examination consultations, alonghattie Graduate Studies Academic
Club open sessions.

Essay Writing

Upon enrolling in EDUC 399 — Culminating Experienttee student will receive the
above-mentionedst of specific examination topics/questidram which he/she will
choose four to answer in the format of four rededr@sed comprehensiessays

The student will have the following two consecutiveeks to work on the specific
examination topics/questions.is generally understood that the resulting fessays will
be based primarily on the previously assigh&tdf the main examination themes and
resourcesthough the student may utilize additional acadaity valid sources,

extending and updating the main list, as well aghler relevant professional experiences.



Each of these four essays will follow the strudtarad documentation patterns of the
American Psychological Association (APA). In getheeach essay will contain a
thesis/argument/issue statement, followed by i®ld@ment in a logical, concise
manner, reflecting the critical readings of variagsdemically valid resources. Each
essay will contain a brief conclusion or summaojlpived by a list of references cited in
the main body of the essay.

At the end of the second week, the student wilhstilall four essays electronically by
the date set up by the Committee.

Essay Evaluation by the Committee

During the following week of the quarter, the Corttee will evaluate each essay
individually on thepass/failbasis.

» Successful completion all four essaywill be necessary to graduate.

» A student who satisfactorily respondstum of the fourtopics/questionsvill be
allowed to rewrite and resubmit tfeal-graded essays. The time conditions for
the retake will be specified by the student’s Cottesi in general, the student
will have one week for rewriting and resubmittinftloe two essays classified as
failed.

* A student who satisfactorily answéess than twaf the fourtopics/questions
will receive an “IP” grade in EDUC 399. He/she Wik required to petition to
retake the entire comprehensive examination iméhé quarter. In this instance,
new examinatiotopics/questionsvill be generated by the Committee for the next
attempt of the comprehensive examination.

Oral Presentation of the Results

When a student successfully completes the exaramdtie/she will be scheduled by the
Committee for a publioral presentatiorof the results. Typically, the presentation will
take place during the following two weeks of theuder. The presentation provides an
opportunity for the student and his/her committediscuss thépics/questions
addressed in the essays, and to clarify any rengapuestions or concerns.
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CHAPTER 1

SUGGESTIONS FOR WRITING THE PROSPECTUS
AND THE THESIS/PROJECT

Prospectus

In general, the prospectus is a description ohthen features of the forthcoming work.
In academia, it is a conceptual outline of theigipsoject or another major assignment,
submitted by a student for professional discusaiwh official approval.

The prospectus preparation starts with the selectiadhe thesis/project topic. The
topic should reflect student’s professional andpeal interests and experience and
fill a niche within a body of the previous research

At a minimum, the prospectus of 7-10 pages, whighowtline the future research,
will contain the following:

» Proposed title of the thesis/project.

» Statement of the major research problem, hypothesuestion:
The area of inquiry is expressed specifically,idvig vague terms; the obvious
fact that the prospectus is a plan based on tigest's current understanding of
the issues under inquiry should not justify anrnegse prospectus statement.

» Discussion of the importance of research:
The prospectus demonstrates that the researacpijin some way significant
to a major activity in the field of education.

» Analysis of significant prior research:
This part supports the statement of the problemothesis, or question by
characterizing its theoretical and methodologicatfework. It cites the key
research resources, mostly published texts, atifiggssheir selection.

* Outline of the possible research approach or metogy:
The prospectus characterizes the chosen methgdatabalternative
approaches (if applicable), and the principal mdshand techniques (e.qg., library
research, archival research, observational resesucveys, interviews, public
records analysis, and specific laboratory methods)

» Outcomes of the research:
The student offers his/her rationale of the priofemm the point of its expected
scholarly and practical applications and contidng

The Thesis/Project
The thesis/project content and organization follbwmphreys College’s specific

requirements that are, in general, derived fromAimerican Psychological Association
(APA) documentation style.
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Note: Humphreys College’s requirements for thesegpts take precedence over
those for thePublication Manual of the American Psychologicaksciation(6™
ed., 2010), unless stated otherwise in this guide.

The thesis copy consists of four basic parts: Pielry Pages; Chapters; References;
and Appendices. The project copy follows a simstaucture with the emphasis upon the
practical documentation placed mainly in the app=zsdpart.

Preliminary Pages: Chapters:
» Title Page [. Introduction
« Certification of Approval Page Il. Review of the Literature
« Dedication Page (optional) Ill. - Methodology
- Acknowledgement Page IV. Results
(optional) V. Discussion and
« Table of Contents Recommendations

» List of Tables
» List of Figures
e Summary

References

Appendices

Preliminary Pages

Title Page The title clearly informs about the main and sdpgent themes of the thesis.
It does not contain any abbreviations. Typicalg title does not exceed 12 words. The
title is centered between the left and right masgand positioned in the upper half of the

page.

The title page contains the author’'s name (firsb@amiddle initial/s, last name); all titles
and degrees are omitted. If the name containsfix $efg., Jr. and 1), the name and the
suffix are separated by a space rather than bynaneo The name is positioned in the
lower part of the page, above the date of the shegbmission.

In the middle of the page, place the prescribestant about the author’s college
affiliation and the purpose of the thesis (see AyipeA of this instruction).

Certification of Approval Page. This page contains the statements prescribeleby t
college in a format displayed in Appendix A.

Dedication Page The dedication page is optional.
Acknowledgement PageThe acknowledgement page is also optional. it caamtain

information about a grant or other financial supporabout a substantial assistance
provided by author’s instructors, colleagues, fgmmlembers, or friends.
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Table of Contents The table of contents follows the format includedppendix A of
this instruction).

List of Tables. If the thesis contains more than one table, tlilear makes the List of
Tables. Titles of the tables must be identical whibse used in the main text of the thesis.

List of Figures. If the thesis contains more than one figure aor makes the List of
Figures. Titles of the figures must be identicatwthose used in the main text of the
thesis.

Summary. The summary contains a succinct description ettiesis content and
relevance. Similarly as a research report abstitaethesis summary represents the
germane features of the completed work. At leasgnveys the following elements:

* The main research problem (hypothesis, questioissae) addressed in the
thesis.

» The principal research methods, techniques, antegroes.

* The key results and findings.

* The substantial conclusions, recommendations, pplications.

In general, the summary should contain the basicets and terms (keywords).

The APA abstract-composing guidelines apply hdreRublication Manual of the
American Psychological AssociatidBection 2.4); the thesis summary is supposeeé to b
accurate; non-evaluative; coherent; readable; andise. Recommended summary
length ranges between 120 and 350 words, onlyyrasaleeding a page.

Chapters
l. Introduction

The opening chapter clearly identifies (a) the aesle problem (hypothesis, issue,
argument, objective) addressed by the thesis, [@nithé¢ research strategy.

To achieve this goal, the introduction explains

» the problem’s importance and unique relevancegint lof the previous research;
* the links between the problem and chosen reseamategy; and
» the theoretical and practical outcomes.

In general, theéhesiswill address the problem either irbasicor appliedresearch
manner. By its practical nature, thejectwill gear primarily toward applied research
resources, methods, and outcomes. In case thedppBearch involves a dispute of
controversial issues, the author seeks an objedialanced position. The critical charge
must be always based on factual evidence.



13

The introduction of an empirically oriented thesisludes the hypothesis statement about
the main problem, argument, and/or question. krsfa rationale of the chosen approach.
The work might address the main hypothesis alonl saveral less substantial ones.

It is expected that the introduction is writterailgoncise, clear style.
Il. Review of the Literature

The literature review includes works relevant te tdentral theme of the thesis/project
and its research methodology. In some cases—depeodé¢he specifics of the thesis—
the literature review requires a relatively deegidrical account documenting author’s
complex understanding of the origins and furtherettgpments of the problem. Another
criterion determining the literature review scopéhe unique value of the chosen
resources for the understanding of the specifieetspunder inquiry.

Generally, the literature review summarizes angéwaphrases the substantial results and
methods of previous research in light of the thpEs. The essential purpose of it is to
clarify the scholarly pertinent background of thedis.

[1l. Methodology

While the introduction and the review of literatstate the problem, explain the purpose
of the thesis/project, and its cumulative histdrarad theoretical foundations, the
methodologyhapter explains how the research was done irpérigcular work. It also
offers the definitions of the main concepts, ad aglthe operational definitions of the
used variables. This methodology chapter fulfike interconnected goals: it ensures that
the research methods and results are objectivaliwis the future replication or update
of the research.

It is recommended that that the methodology chapteivided into several parts. Each of
them is briefly subtitled; if needed, even subsaiare subtitles into logically structured
units. Even more specific methodological informatioay be placed in appendices.

In case the subjects of the thesis/project are huesearch participants, the author
informs about the nature and criteria of the samsplection and its members’
involvement. The basic group/subgroup charactessticlude the data on participants’
age, gender, ethnicity and/or race, educationpsgoinomic status, and any other data
relevant to the research problem.

The methodology chapter reveals sampling procedimesiding the selection criteria. If
relevant, the chapter informs about the technicalimstances of the data collection - for
example, locations, financial arrangements, anetgaheasures. The chapter further
discusses the statistical relevancy of the sanipée gower, and precision.

If applicable, another part of the methodology ¢bagefines the definitions of all
primary and secondary outcome measures and cesriat
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The chapter informs about the methods, techniqures procedures of the data collecting,
including questionnaires, interviews, and obseoveti

The author is expected to include the informatibaw the research design and the
experimental manipulations and interventions.

Note: For more information on the methodology ¢bgonsult théublication
Manual of the American Psychological Associati®action 2.06.

V. Results

The purpose of this chapter is to summarize the datl the results of their analysis, as
reported in the previous methodology chapter. $hremary leads to valid conclusions.

It is important that the summary stems from alutess regardless of their positive or
negative outcomes; even though the outcomes dsuppiort the hypothesis stated in the
introduction, they are supposed to be incorporatede result chapter.

Both the quantitative and qualitative data analysist be objective, complete, and
accurate.

If the thesis/project author uses statistical pdoces, it is not necessary to explain them,
nor is it needed to define the basic statisticakepts. The exception would apply, when
the use of a particular method requires a spacsdfication.

For a more detailed instruction concerning stasind data analysis; ancillary
analyses; participant flow; intervention and maagion fidelity; baseline data;
and adverse events, consult Bxélication Manual of the American
Psychological Associatigibection 2.7.

V. Discussion and Recommendations

After stating the hypothesis (argument, issue, lerapin the introductory section of the
thesis/project, clarifying and justifying the mettadogy, and presenting the research
results, the author is ready to discuss the thieatetnd/or practical implications of the
findings.

The discussion and recommendations chapter ustailsists of three major sections:

» Theopeningpart compares the initial hypothesis to the ultenaisearch results.
In case of a discrepancy, the author attemptsptagxit post ho¢ while taking
into account the rationale for the original assuond, for example, the results of
previously conducted research, as reflected iralitee.

» Themiddlesection offers a more detailed interpretationjwat#on, and
gualification of the results. It is an opportunityoffer ideas about the resulting
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applications in both the further research and/aeumpractical, real-life
conditions.

» Theclosingpart of this chapter may summarize the principadifigs on the
utmost generalized level, highlight the overallidi#y of the work, including its
replicability. It may also identify the open resdaproblems deserving attention
in the future, especially those open problemsrislt from the author’s current
findings.

In general, the discussion section is an intelldieatment of the problems under
inquiry; it does not contain any new pieces ofdatinformation. In this respect, the
author should strive to connect the discussion telnapith the introduction, and present
the fact-based evidence in the other sectionseofttlsis/project.

Note: For more information on the discussion awmmendations chapter,
consult thePublication Manual of the American Psychologicakéciation
Section 2.08.

References

The references section is a highly standardizecptetmlist of published scholarly works
and other sources, cited in the text of the thegéct. The list acknowledges the sources
and enables their location.

This section always starts on a new page. All estare double-spaced and printed in a
hanging indent format.

Note: For more information on the references sactionsult théublication
Manual of the American Psychological AssociatiGhapters 6 and 7.

Appendices

A thesis/project copy may have one appendix or rmppendices. Each appendix starts
on a separate page.

The appendices are distinguished by capital le(fgppendix A, Appendix B...). Their
order is determined by the reference position endhapter section of the thesis/project.
Each appendix is identified by a title (includingalings and subheadings, if needed),
though the in-text references are limited to theetdibels (Appendix A, Appendix B...).

The appendix/appendices section may include péaihdocuments, as well as tables,
figures, and displayed equations. Each of thosetextnal documents is identified by the
appropriate appendix letter followed by a numbepd@ndix Al, Appendix A2...).

Note: For more information on the appendix sectemmsult thdPublication
Manual of the American Psychological Associati®action 2.13.
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Thesis/Project Preparation: Ethical and Legal Rules

In spite of the fact that your thesis/project i$ pemarily designed for publication in
print or on the Web, the ethical and legal prinegpbutlined in latest edition of the
Publication Manual of the American Psychologicatdaationapply to both students’
research and scientific writing style.

The first rule isaccuracyof scientific knowledge. The ultimate value of tiesearch
method is its verifiability. The author does nojustl the data to his/her hypothesis. To
prevent such a manipulation, the researcher aardll methods, techniques, and
procedures in the methodology chapter of the theesigct, and constantly refers to the
sources. The skilled reader should be able toyw#rd author’s findings and conclusions
by repeating the research path.

Graduate program participants are obliged to aechaw data and procedure-related
documents for at leaBive yearsafter the acceptance of the thesis/project by Husys
College.

The second set of ethical and legal rules excladggorm ofplagiarism Under any
circumstances a student does not use somebodg aleads, including those expressing
ideas, as his/her own.

» Tocite verbatimthe author uses quotation marks or the blockajioot format.

* To paraphrasea source by summarizing and/or restating its cdntea author
identifies the source by acknowledging it. (Example explained in the sixth
edition of thePublication Manual of the American Psychologicasddation
(APA, 2010), the use of scientific method enabtesepeat observations for the
sake of their verification.)

Similar documentation rules, securing the cleantifieation of sources, apply to the use
of research modeland their rationales, both published and relataggersonal
communications. If the author develops an origieakarch model, it should be clearly
stated in the introduction and explained in thehm@blogy section of the thesis/project.

The third set of ethical and legal standards ptstee rights and confidentiality of
research participantand deals witlhe conflict of interestWhen the research involves
humans, the student avoids any disclosure of cenfidl information. The student must
follow the College’s rules concerning confidentialprotection and consult the latest
edition of thePublication Manual of the American Psychologicatédation Section
1.11.

In some cases, especially in preparation of maspgogranprojects students are
expected to prevent ampnflict of interestMost frequently, this conflict is manifested as
appositive and/or negative bias in the interpretatf facts and evidence. The author is
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obliged to disclose any personal or professiorfdiadions that might be interpreted as a
source of the conflict of interest.

For more information, consult thublication Manual of the American
Psychological Associatigisections 1.7-1.12.

How to Credit Your Sources

Any research-based report is a unique attemptrtriboite to the processes of gaining
and communicating knowledge. Readers of a thesigffirshould be able to identify the
author’s contribution in the context of previouplyblished works.

Research reporting is always based on the ackngetadnt of previous research results
in a standardized manner. The documentation stde@ae codified in the publication
manuals issued by various professional associaindsagencies (e.g., the American
Psychological Association, the Modern Language Aission of America, the University
of Chicago Press, and the American Sociologicabgisgion). The graduate studies
program in education at Humphreys College adaptedatest American Psychological
Association’s standards for crediting sources Rbblication Manual of the American
Psychological AssociatigrChapter 6).

The courses of graduate studies and thesis/pnojeparation are based ontical
readingof literature. To explore the backgrounds and disnens of the specific theme,
the student is expected to become acquainted Witblevant publications, though only
some of them will be directly cited in the finalrs®sn of the thesis/project manuscript.
The decision depends on the value of definitioasa,chypotheses, arguments, and other
ideas for a particular thesis/project theme.

Another rule of graduate-level work is that thedstot has personally read the cited
works. Only under a few clearly justified circumstas, is it permissible to “quote a
guote” or paraphrase without reading the originalrse. Usually such a meta-
communication borders with the violation of ethinales. Those circumstances include
second-hand citations from rare, lost, or destrgmdces. In such a case, the student
clearly states that the original quote was takemfthe source at hand (as cited in...).

The only exception from the source-crediting regunent is the use of ideas, facts, and
figures considered “common knowledge.” This vagxearession refers to the general
level of knowledge expected to be common to a Hyodefined target audience or the
specific scholarly work. Common knowledge may uide the references to the basic
natural and social phenomena, generally undisplgéditions of terms, popular
proverbs, and well-known passages from classitabliure and religious texts. Since the
concept of common knowledge is relativistic, thedeint should always cite the source
when in doubt.

The thesis/project author is obligedcite all works that influenced his/her research and
writing process. The works referenced (cited) mniain body of the thesis/project
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includeideas(e.qg., theories, research methods and results;@mzept definitions) and
facts(scientifically relevant research data and oth&rmation pertinent to the
thesis/project theme and methodology).

It is both a legal and ethical requirement tha¢aeshers credit their sources, both texts
and personal communications, to avpldgiarism Theexact wordsare surrounded by
guotation marks; in-text references are also isgegtich time when he author
paraphraseghe original text or data. The paraphrasing inetud summary of the cited
text and rearrangement of words. The same rulkeeokbhown-source acknowledgement
applies to thelesign and structuref the whole research project and all its subghnt
parts. The source acknowledgement does not dimamstriginality value of the
resulting work. Actually, it elevates it — makirtgclearly a firm part of the intellectual
inquiry progress.

Under limited circumstances, researchers migladoeised o$elf-plagiarism
when claiming that their previously published w@lan original. With the
exception of minor descriptive passages, the aushabliged to refer to the
original source of his/her own duplicated ideastds, and data used within the
otherwise new study. The thesis [project] linkedhe previoushpublishedwork
of the same author, must clearly delineate thgirmal text and its scholarly value
from the new work.

For more information about plagiarism and seligmaism, see thBublication
Manual of the American Psychological AssociatiBactions 1.10 and 6.01.

To avoidplagiarism authors have two documentation choices: quotimbparaphrasing.

Quoting and Paraphrasing

Quoting. The direct quotations used in the text of theigithesis are always
acknowledged by

* the author’'s name;
» year of publication; and
* page(s) or paragraph number.

For technical detailseethe Publication Manual of the American Psychological
Association Sections 6.03 and 6.05.

The author arranges th@ect quotationsn the following manner:
* Quotations that contaiess than 40 wordare included in the text narrative

within the appropriate paragraph. The quoted &xeparated from the author’s
text by the double quotation marks. The parenthkteference starts immediately
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after the closing quotation marks, regardless wdratie quoted text concludes
the sentence or is inserted inside the sentence.

* For the quotations that includ® or more wordsthe author usestdock
guotationformat. The double-spaced block starts on a neev It is indented a
half inch from the left margin. The block is notcérsed in the quotation marks.
Each line starting a new paragraph within the bisakdented an additional half
inch.

The information about the source of the block quetecated in parentheses after the
closing punctuation mark. The source citation idelithe author’'s name, the year of
publication, and the page (or paragraph) numbemétad is placed after this
parenthetical citation.

When the source of the block quote is cited agtagbdhe author’s narrative preceding
the quote, the parenthetical reference is reduzéuetpage (or similar) information.

If the block quotation contains secondary quotetene, enclose such material by a pair
of double quotation marks.

Paraphrasing. The thesis/project author dosat always need tquotethe sources
directly. Instead, he/she may choos@aoaphrase—or simply refe—to somebody
else’s ideas or facts. The paraphrasing does gatreethe use of quotation marks, yet,
the original meaning and specific context must les@rved.

To link the paraphrased content to the referenceoseof the thesis, the author informs
about a page or paragraph (section) location obtiggnal source, following the
documentation rules applied to the direct quotati@bove).

All documentation-style manuals underscore the @fimtaccuracyrequirement. It
includes the original source errors and misprifigssignal their occurrence, the thesis
author inserts the Latin woslc (italicized) in brackets after the erroneous gtiota
[sic].

The thesis author is permitted to make certain gbarfrom the source without
explaining them:

* in a direct quotation to change the first lettettaf first word from a lowercase
letter to an upper case — and vice versa;

» to change the punctuation mark at the end of tln¢egusentence for the sake of
logical sentence syntax;

» to switch single quotation marks into double quotamarks — and vice versa.

In the following instances, any departure fromgbarce originality must be explained:
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» to markthe omission of a part of the original sentenase three spaced ellipsis
points (. . .);

» to markthe omission between two sentencsg four points; the first of them
enclose the first quoted sentence while the folhmuthree spaced ellipsis points
stand for the omitted text. The use of the ellipgimitsat the beginning or end of
a quotationindicates that you quote only a part of a sentence

* toinsertany necessary explanatory material inside theajoot, use brackets;

* toemphasiza specific part within a quotation, use italicgart the words
emphasis addeenclosed in the brackets, immediately after thicized words.

In case you need to quae original text that includes a citatipit is not necessary to
list the work cited in the reference section. Sachitation within a quotation” is not
considered a primary source.

Obviously, a responsible thesis author attemptedd the secondary sources for the sake
of contextual and factual accuracy.

The full disclosure of the source origin is recormhed also for paraphrasing the
principal ideasrelevant to the thesis. The reference, even th@gugmot presented as a
direct quote, should allow for easy identificatmfirthe original source.

Frequently, online research sourcesndbcontain any page information. To lead to your
source, use paragraph numbers, marked in the petexa reference gsara., additional
techniques are presented in Bhgblication Manual of the American Psychological
Associationsection 6.05.

In-text references are always linked to the alphabe reference list. Each source used in
the thesis must appear at least twice — once @sentry in the reference list and once in
the text in the author-date citation format. Thikof@ing exceptions apply: (a) references
to major classical worksare made in text only because their sectionstarelardized

(e.g., theOld andNew TestamenGreek and Roman classics, Dante Alighidbigine
Comedypr William ShakespeareSonnety the author of the thesis/project identifies
his/her source in the initial citation by the versused; (b) references to unpublished
personal communicatior(private correspondence, interviews or converaajiare cited

in the text only because they cannot be recovéredrludes them for the reference list.

For specific rules of the in-text reference citingnsult the following sections of
thePublication Manual of the American Psychologicakéciation

. One Work by One Author (6.11);
. One Work by Multiple Authors (6.12);
. Groups of Authors (6.13);

. Authors with the Same Surname (6.14);
. Works with No Identified Author or with an Anonymeéuthor (6.15);
. Two or More Works within the Same Parentheses §6.17

. Secondary Sources (6.17);
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. Classical Works (6.18).
Footnotes

Footnotes serve two specific purposes: (a) to extiea maircontent informatiorand (b)
to confirm thathe copyright permissiowas granted.

The value of content footnotes depends on theawveglcy to the main course of
discussion. A particular footnote deals with one f& one idea. In case a footnote is
more complex, the author should attempt to incafeoits content into the main body of
the thesis or to the appendix section. The footnaterial should not overwhelm the text
by unsubstantiated digressions.

Generally, copyright permission footnotes are plame the same page as the reference to
the copyrighted source. They refer to:

» the source of a lengthy quotation;
» scale and test items;
» reprinted or adopted figures and tables.

For more copyright-acknowledgment rules, condwdtRublication Manual of
the American Psychological Associati@ection 2.12.

For the consecutive numbering of footnotes, usersapipt Arabic numerals. To refer to
a footnote, place it in a parenthetical note, withasing the superscript, e.g., (see
Footnote 3).

The footnotes might be also listed in a separatiéose titled Footnotes, starting on a
new page, following the reference section.



22

CHAPTER 2
COMPREHENSIVE EXAMINATION: STUDY SUGGESTIONS

This chapter addresses some of the most relevpat®sof your individual preparation
for the comprehensive examination. The suggesfmimy the basic outline, as
presented in the Introduction to this Guide:

I. How to study thenain examination themes and resourpesvided by your
committee.
II. How to write, document, and format your examinagssays.
lll. How to prepare for theral presentatiorof your results to the examination
committee.

As stated in the Introduction to this Guide, simijlaas the thesis/project patie
comprehensive examinatitests both the depth and breadth of your cum@ativ
knowledge. Specifically, the examination commitigk assess your ability

* tointegrate knowledge of the study area;
» to think critically and independently;
* to demonstrate a mastery of the subject matter.

Additionally, the master’s program graduate is siggal to demonstrate adequate skills in
the fields of

» critical analysis applications;

* appropriate organization of the writing assignments
e accuracy of documentation;

» oral presentation of the results

How to Study theMain Examination Themes and Resources
Provided by your Committee

Q: When and under which circumstances will | receie mylist of the main
examination themes and resources?

A: You may petition for theomprehensive examination pathwasyearly as one quarter
prior to your planned enrollment in EDUC 399 — Cudating Experience.

You will receive thdist of the main examination themes and resoutcdxe studied in
anticipation of theomprehensive examinatioluring the following quarter(s) upon the
petitioning. Your examination schedule will be sptby your comprehensive
examination committee.

Q: How does my examination committee seletihe main examination themes?
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A: Your committee will derivehe main examinations themiesm the learning outcomes
of the advanced-degree program you chose to sexdral years ago. Naturally, you will
feel familiar with the committee’s themes. By nguwur basic coursework is completed;
you have pursued in-depth study of both theoretiodl applied concepts, with a focus on
the skills of reflective practitioners and professil leaders. By setting thlieemesthe
committee wants to remind you about the depth aeddih of the academic field of your
choice. The ultimate goal is to assess your cuivel&khowledge and your ability to
apply it. Thethemeswill reflect both the core subjects as well as yeonphasis area
(ECE or Educational Administration). Along withe main examinations themes and
resourcesyou will receive the commission&valuation rubricsthe rubrics will help

you in focusing on the examination criteria frore trery beginning of your culminating
experience.

Q: What are the committee’s criteria for the seleabn of the main examination
resources? Will | be able to utilize the set of my textbook®

A: The committee is aware that by now you possasndire collection of program-
related textbooks; you should keep all of them lyaatbng with your well-organized
class and reading notes, writing assignments, emlatabase access instructions, syllabi,
or important class handouts. However, most of yexitbooks have been focused on the
particular subject matter of individual coursese omprehensive nature of the
examination requires studying additional, more garigal resources, mostly books. This
is the reason why your committee will release tbiedf thoseaesourcesalong with the
main examination themes

Q: Once | receivethe main examination themes and resources, how should |
approach them?

A: Under a typical scenario, you will have morerthan weeks to study the themes and
resources individually. Your preparation shoulddbgen by the Comprehensive
Examination Standards, as stated in the Introdad¢tdhis Guide:

The comprehensive examination is an assessm#rd sfudent’s ability to
integrate the knowledge of the area, think criticand independently, and
demonstrate mastery of the subject matter. Thdtsesf the examination must
evidence critical analysis, appropriate organipatj and accuracy of
documentation. Similarly as the thesis/projectp#ite comprehensive
examination tests both the depth and breadthstéident cumulative knowledge.

Q: Now, a more specific question: How to approachhie books listed in themain
examination themes and resources?

A: In practical terms, you shoutéad each of the books with the intentléarn as much
as possible about teain examination themeso understand which parts of the books
are most relevant to the themes, you might befrefit the following “reading to learn”
tips.
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* Become acquainted with the author/s professiongtdgraund and intent.

» Understand the main thesis/argument/issue of tb& bod its structure.

» Study all parts of the books that are relevanh&nain examination themes
thoroughly.

» Become familiar with the technical terminologynéeded, consult additional
resources to clarify definitions.

* Annotate the most relevant sections of each bagikgusystematically marked
index cards, or a similar annotation technique y@ay have developed during
your studies.

* Make sure your reading notes are carefully compaselclearly marked,
distinguishing between (a) direct quotations ardogvaphrases — in order to
prevent unintended plagiarism. (The College’s hamate, including the anti-
plagiarism policy, applies to the graduate progranfsll.)

* Keep in mind that your reading notes might becdmeeniost convenient APA
documentation tool during the upcoming writing ofly final essays.

» If time permits, try to outline or even draft prelhary brief essays on the
substantial concepts and issues stemming frorm#ie examination themes
while incorporating selective direct quotes angyaraphrases from original
sources — all cited in the APA style.

» Compose a preliminary APA-formatt&eferencesist of all academically valid
sources you used during your preparation so thatglthe essay writing you will
not need to worry about formatting technicalities.

» Ask for individual consultation, of needed.

Q: Besides being a master’s program student, | amwaorking professional in the
field of education. To which extend am | supposedtuse my practical experiences?

A: Similarly as during your previous regular cowsek, your professional experiences,
if properly incorporated in the academic contexdyranrich your study performance.
Some of thespecific examination topics/questiomghich will be released upon your
enrollment in the EDUC 399 course, will give yoaheance to apply your expertise in the
comprehensivessaysin a broader sense, you are already well awatetltle graduate
program seeks to approach topics from various petses so that students may achieve
both understanding of particular topics and theacap to reflect on and analyze the
relationships among#teory, analysis andpractice This principle applies to the entire
program, including your culminating experience.

Q: Understandably, themain examination resources will be mostly printed
publications, an equivalent of theGreat Books in Education. However, during my
studies, | am frequently using not only printed butalsoonline resources.

A: Yes, the list of books you will receive alongtivithemain examination themesll
represent a “golden fund” of the education-reldiiedature. However, during the two-
week planning and composing of your examinatesaysou will be welcome to utilize
anyadditionalresources of academic value. They may includenlytyour textbooks or
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printed journal studies but also the relevant enfiesources. The committee expects that
you will demonstrate not only the comprehensivevidedge of the advanced program-
related facts and ideas but also your heuristitsski

Q: I am aware that | will have up to one quarter fa the home study ofthe main
examination themes and resources. Will | have access to Humphreys’ Library and
Learning Center, online databases, computer laboraties, and other services?

A: In the course of the culminating experience,ugour enrollment in the program-
related courses, you will have full access to thygpsrt services of the College. You will
be also welcome to ask for the individual pre-exsation consultations. The Graduate
StudiesAcademic Clulwill hold its regular open sessions for small-gramonsultations.

How to Write, Document, and Format your ExaminationEssays
Q: When will | receive my set of thespecific examination topics/questions?

A: As stated in the Introduction to this Guide, ommrolling in EDUC 399 —
Culminating Experience, each student will recehe dbove-mentionddst of specific
examination topics/questionistom that list, you will choose fotimpics/questiongo
answer in the format of four research-based congmslieessays

Q: How much time will | have to complete my four conprehensiveessays?

A: Under the standard circumstances, once you leanrtiie EDUC 399 course and the
committee releases yolist of specific examination topics/questipypsu will have the
following two consecutive weeks of the quarteraplan, (b) draft, (c) revise, and (d)
complete theessaysYou will be obliged to submit all folgssayslectronically at the
end of the second week. The exact submission aeaftiay and hour) will be set by
your committee in advance.

Q: Will the committee determine the documentation ad style format of the four
essays?

A: So far, in all your regular writing assignmentsnpleted during the graduate program
at Humphreys College, you have applied the gemela$ of the American Psychological
Association (APA) documentation and formatting. Yave become well acquainted
with them. Therefore, each of the four comprehansixaminatioressaywill follow the
structural and documentation patterns of the APA.

Q: What will be the minimum requirements for the stucture and size of theessays?

A: In general, each of the foessaywill contain at least
* an opening thesis/argument/issue statement;
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» the main body of the essay, developing the opestiaigment in a logical, concise
manner, and reflecting the critical readings ofas academically valid
resources;

» a brief conclusion restating the opening thesisffar@nt/issue and summarizing
the major points;

» alist of references cited in the main body ofdéksay.

The committee expects that each of the #sgayswvill have between 12 and 15 double-
spaced pages, following the APA format. In your anterest, you should develop and
follow a detailed plan for both stages of the culating experience: (a) the individual
study of thanain examination themes and resourard (b)the writing of the four
essaysesponding to thepecific examination topics/questiok®ep in mind that
especially during the two-week essay-writing peod might take some extraordinary
measures and adjust your professional, family,mardonal commitments.

Q: To which extend will | be able to utilize my previous term papers, literature
reviews, and similar academic assignments, as acteg during my master’'s
program coursework, in the comprehensive examinatius essays?

A: The committee will expect that you submit farrginal essays responding to the
specificexamination topics/questiomsth an academic vigor reflecting the advanced-
degree expectations. Since your previous work kasrbe a partial depository of your
knowledge and skills, it may serve as one of tlelamically valid resources for your
final essaysMake sure you have your main coursework assigismeadily available in
clearly marked electronic and/or printed files.

Q: I expect that the specific examination topics/questions, released upon my
enrollment in EDUC 399, will give me a chance to oorporate my own professional
experiences from the field of education.

A: As stated in the Introduction to this Guideisigenerally understood that the four
essaysill be basegrimarily on the previously assignéidt of the main examination
themes and resourcethough you may

» utilize additional academically valid sources;

» extend and update thist of the main examination themes and resoyrces

» apply your own relevant professional experiencexder to support the
thesis/argument/issue statements of the essays.

How to Prepare for theOral Presentation of your Results to the Examination
Committee

Q: As | understood, once | successfully complete ¢hfour essays and receive all
passing grades, | will be invited for aroral presentation of the results.
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A: Under the standard circumstances, your exangnaommittee will schedule troeal
presentatiorwithin the following two weeks of your enrollmentthe EDUC 399 course.
The presentation will take place on the Collegenses. It will be open to public. Both
you and the committee will have an opportunity iscdss theopics/questionaddressed
in theessaysand to clarify any remaining questions or conseAdditionally, the
committee might be interested in a concise oralrsarmg of your culminating academic
experience from the points of view of the main tdrajes and opportunities.



