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1.
INTRODUCTION

Towards the end of the period of research, supervisors will begin thinking about possible examiners and research candidates will begin their thesis preparation.


In addition to the academic content of the thesis, the layout is also important and should conform to the British Standards BS4821 (1990) and to the University Regulations.


To assist in the preparation of the thesis a summary of the main points of the British Standard and the University regulations are given here.


Theses may be submitted for examination in temporary binding (e.g. spiral binding), but should still conform to the required layout.  A copy of the thesis for each examiner must be forwarded by the Director of Studies to the Academic Standards and Research Office at least one month before the viva.  It should not be sent directly to the examiner.


A copy of the final bound version must be supplied to the Academic Standards and Research Office to be forwarded to the University Library, and in the case of a PhD, an unbound copy of the final version must be supplied for transmission to the British Library.


Please pay careful attention to the layout details and to your responsibilities in connection with examinations which are detailed in the Handbooks for Students and Supervisors.

Jean Asicioglu-Hall
Depute Head of Academic Administration
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2.
THE BRITISH STANDARD

The following is a resume of the British Standard concerning the preparation of thesis.  The full British Standard is BS4821 (1990).  It is held on microfilm in the University Library (Ref G009 0968) and candidates should ensure that they consult it when preparing their thesis.  This is of particular importance for PhD theses which will be submitted in unbound format to the British Library for microfilming.


The 1972 British Standard on thesis preparation has been up-dated to take account of the wide use of computers with text-processing software by those with little or no knowledge of the conventions of typing or printing.

2.1
Definition of a Thesis

BS4821 defines a thesis as "[a] statement of investigation or Research, presenting the author’s findings and any conclusions reached, submitted in support of the author’s candidature for a higher degree, professional qualification or other award" (2.6).  Candidates "should bear in mind that theses are read, stored and copied, and should be designed and produced for such use" (3.1).  Please also bear in mind that "some of the non-book materials that form part of a thesis e.g. photographs and magnetic tape, may deteriorate rapidly if they are not of archival quality..." (3.3).

2.2
Presentation of Text and Illustrations

"It is essential that the presentation of a thesis follows the conventions of its particular discipline ... Italic, script and fancy typefaces should not be used merely for decorative effect.  Displayed quotations should not be set in italic, nor should capital letters be used for long passages.  Unusually wide line spacing, e.g. triple spacing should be avoided." (3.3)


"Consistent forms of language, spelling, numbering, symbols, etc. should be used throughout a thesis." (11)


"The thesis should be checked for spelling and accuracy, including cross-references and sequences of numbers.  The author of the thesis is responsible for any errors in it and should therefore make every effort to correct all errors before submitting the thesis for examination." (17.1)


"If the use of colour is essential in the text or illustrations of a thesis, the author should choose a method of production that facilitates the reproduction of colour.  Because copies for consultation are generally issued from microfilm, any page that contains colour should be headed ‘Original in Colour’." (4.2)
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"The text and, wherever possible, all the material of the thesis including illustrations, should be on A4-size paper." (4.4)


"Paper used for the text should be of a substance within the range of 70 g/m2 to 100 g/m2.  It should be white or of a colour that gives good contrast with the text, so that it is easy to read and reproduce." (4.5)

Text should be printed on one side only (recto: "right hand page of an open book") unless the paper is opaque enough to avoid show-through or "mostly on rectos; but occasionally on versos, e.g. to allow a diagram to face related text" (4.6).  "In the latter case, the verso should be numbered as the facing recto, e.g. ‘facing page 13’ or ‘fp 13’." (12.3.3)


"The thesis should be divided into appropriate units such as chapters, sections and sub-sections ... Every chapter should begin on a new page..." (4.6)


"Photographic prints should, if bound with the text, be on minimum weight photographic paper..." (4.7)


"If it is necessary to bind in an illustration on a paper size larger than A4, it should be produced on paper that can be folded to fit within the thesis ...  If possible, such an illustration should be mounted on an A4-size guard ...  The binder should be asked to advise if there are likely to be several large illustrations as they add to the difficulties of binding.  Illustrations should be not pasted across both pages of an open volume." (4.8)


"Material that cannot conveniently be bound near the related text, should be packaged in such a way that it can be bound with the thesis, stored in a pocket attached to the inside back cover of the appropriate volume". (5.1)


"To allow for binding, reading, reproduction and microfilming, the margin on the binding edge of the page, i.e. the left-hand edge of a recto and the right-hand edge of a verso, should be not less than 40 mm.  Other margins should be not less that 15 mm.  The character size and line length should also be taken into account when deciding margin width.  Running heads and page numbers should be within the recommended margins.  The margins around all illustrations and off-prints should normally be no smaller than those of the text, if they are bound into the thesis." (4.9)


"The size of character used in the main text, including displayed matter, should be not less than 2.0 mm for capitals and 1.5 mm for x-height (height of lower-case x)." (7.1)
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"Unless an advanced typesetting system is used, text should be set with even spacing between words because unequal spaces between words tend to impede reading." (7.2)


"Lines should be between 60 and 70 characters long, including word spaces." (7.3)


"Page numbers should be visibly clear of the text, preferably in the top outer corner of each page." (12.2)  "The pages of the thesis should be numbered in a single sequence beginning with the title page, which should be counted but not numbered, and including pages that carry tables, illustrations, appendices, etc.  The use of blank pages should be avoided if possible.  If there are any, they should carry the work 'BLANK' and the page number." (12.3.1)


"Running heads are desirable but not essential ...  They should give the author's name, with initials, year of submission and chapter number or heading.  A running head should form the top line of the page, well clear of all other matter, and , if possible, be set in a smaller size than the main text.  A running head should not appear on preliminary pages or chapter openings and may be omitted form page with full-page illustrations." (9.3)


"Footnotes should be clearly separated from the main text and from each other.  They may be in a smaller character size than the main text and more closely spaced." (13.2)


"In typescript or printout, one-and-a-half line spacing should be used, although double spacing may be used if necessary." (7.4)


"Paragraphs should be set in one of the following ways:


(a)
flush left with an additional line space between paragraphs, e.g. in one-and-a-half line spacing, three line spaces between paragraphs;


or


(b)
indented 5 mm to 10 mm with no additional space between paragraphs; opening paragraphs and those that follow headings are not indented.


"Method (a) should be used if paragraphs are numbered."


"Arabic numerals should normally be used for numbering all sequences within a thesis." (12.1)
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"If tables are used within a thesis ... they should be designed with care." (8.1)


"If there are ... few tables, each should appear as near as possible to the first reference to it in the text.  If there are ... many tables, they may be collected together at the end of the text, possibly as an appendix." (8.2)


"Each table should have a number and title, which should appear beneath the table." (8.4)

2.3
Bibliography

"A bibliographical reference should be given for every work, published or unpublished, cited in the text." (14.1)  "Authors should seek advice about the preferred systems for their disciplines." (14.2 to 14.4)


"The bibliography, if present, should list all sources consulted in writing the thesis, but not necessarily all material relevant to it. " (14.5.1)


"A consistent form of presentation should be used for all bibliographical references throughout the thesis.  As a general rule, all titles of books and periodicals should be set in italic, or underlined if the method of production does not allow the use of italic.  Certain disciplines have their own rules and it is essential that authors seek advice to ensure that they are using the correct conventions." (14.6)

2.4
Thesis Cover, Spine and Title page

"The title of the thesis should be given on the cover.  Titles or words in non-roman characters should be converted to the Roman alphabet.  Arabic numerals are acceptable, but other symbols in non-roman characters, e.g. some mathematical symbols, should not be used in spine or cover titles." (6.3)


"The candidate's name should be in the form registered with the examining body." (6.4). A specimen thesis cover showing the appropriate layout is shown on page 133.

"Any lettering on the spine and cover should be large enough to be legible when the volume is on a library shelf.  Normally, lettering of 8 mm capital height will be required if the lettering is all in capitals and 10 mm capital height if capitals and lower case are used." (6.5)

The spine should bear the surname and initials of the candidate, the year of submission and the volume number if the work consists of more than one volume." (6.6)
"The title page of every volume should give the following information in the order listed: (see page 134).
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(a)
the full title of the thesis and any subtitle;


(b)
the total number of volumes, if more than one, and the number of the particular volume;


(c)
the full name of the author, followed, if desired, by any qualifications and distinctions;

(d) the qualification for which the thesis is submitted;

(e) the name of the organisation to which the thesis is submitted;

(f)  [the department, faculty or organisation in which the research was conducted*]

(g) the month and year of submission." (15.2)**
2.5
Other Sections

"The abstract should follow the title page.  It should provide a synopsis of the thesis, stating the nature and scope of work undertaken and the contribution made to knowledge in the subject treated.  It should appear on its own on a single page." (15.4) (See University Regulation 13.2)


"The list of contents should follow the abstract." (15.5)


"The list of illustrations and tables should follow the list of contents." (15.6)


"A list of any material intended to be removed should follow the lists of illustrations..." (15.7)


"The preface should precede the acknowledgement, if both are included separately.  The preface or acknowledgement should include reasons for undertaking the study as well as acknowledgement of assistance, for example, support such as scholarships and grants, consultations and discussions with supervisors and colleagues.  If there is no preface, the acknowledgement should have its own heading." (15.8)


"Appendices may consist of material of considerable length or of lists, documents, commentaries, tables or other evidence that, if included in the main text, would interrupt its flow." (16.2)

"If there is a glossary, it should follow the text and any appendices." (16.3)


"The list of references should follow the glossary." (16.4)

"The bibliography, if any, should follow the list of references." (16.5)
2.6
Sequence

"In a single-volume thesis, material should be arranged in the following sequence:-


Title and subtitle


Correction sheet


Abstract (on separate page)


List of contents


List of tables, illustrations, etc.


List of accompanying material


Preface


Acknowledgement


Author's declaration


Definitions


Text, divided into chapters, sections, etc.


Appendices (in single-volume thesis)


Glossary


List of references


Bibliography


Index" (18)

2.7
Copies and Distribution
A  copy  of   the  thesis  will  be   required  for  each  examiner  and  whilst this may, in   the  first   instance,  be   temporarily   bound,  the  contents   should  be   legible and  of   the  same  standard  as  a  bound  copy.    The minimum requirement will be one bound copy of the final version for the University Library, and in the case of a PhD, one unbound copy for the British Library.  Please also check with your supervisors, examiners and Department as to the number of copies they may wish to retain.  (See University Regulation 13.7)
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3.
THE UNIVERSITY REGULATIONS

The regulations on theses can be found at Section 13 in the Regulations and are shown below.
13
THESIS/PORTFOLIO
13.1
Except with the specific permission of the Higher Degrees Committee the thesis/portfolio shall be presented in English (see paragraph 3.5).

13.2
There shall be an abstract of approximately 300 words bound into the thesis/portfolio which shall provide a synopsis of the thesis/portfolio stating the nature and scope of the work undertaken and of the contribution made to the knowledge of the subject treated.  A loose copy of the abstract shall be submitted with the thesis/portfolio.  The loose copy of the abstract shall have the name of the author, the degree for which the thesis/portfolio is submitted, and the title of the thesis/portfolio as a heading.  One unbound copy of a PhD/Prof.D thesis/portfolio is required for transmission to the British Library following the award of the degree.

13.3
The thesis/portfolio shall include a statement of the candidate’s objectives and shall acknowledge published or other sources of material consulted (including an appropriate bibliography) and any assistance received.

13.4
Where a candidate’s programme of study is part of a collaborative group project, the thesis/portfolio shall indicate clearly the candidate’s individual contribution and the extent of the collaboration.

13.5
The candidate shall be free to publish material in advance of the thesis/portfolio but reference shall be made in the thesis/portfolio to any such work.  Copies of published material should either be bound in with the thesis/portfolio or placed in an adequately secured pocket at the end of the thesis.

13.6
The text of the thesis/portfolio should normally not exceed the following length (excluding ancillary data):


for a PhD or Prof.D in Science, Engineering, Art and Design       40,000 words


for an MPhil or Prof.M in Science, Engineering, Art and Design 20,000 words


for a PhD or Prof.D in Arts, Social Sciences and Education          80,000 words


for a MPhil or Prof.M in Arts, Social Sciences and Education      40,000 words


Where the thesis/portfolio is accompanied by material in other than written form or the programme of study involves creative writing or the preparation of a scholarly edition, the written thesis/portfolio should normally be within the range:


for a PhD/Prof.D                                               
       30,000 - 40,000 words


for an MPhil/Prof.M                                       

      15,000 - 20,000 words
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13.7
Following the award of the degree the Secretary to Higher Degrees Committee shall:


a
with the student’s signed authorisation, send one unbound non-returnable copy of a PhD/Prof.D thesis/portfolio to the British Library which will retain a copy on microfilm; and


b
lodge one copy of the thesis/portfolio in the library of the University and in the library of any Collaborating Establishment.

13.8
Where the Higher Degrees Committee has agreed that the confidential nature of the candidate’s work is such as to preclude the thesis/portfolio being made freely available in the library of the University (and Collaborating Establishment, if any) and, in the case of a PhD/Prof.D, the British Library, the thesis/portfolio shall, immediately on completion of the programme of work, be retained by the University on restricted access and, for a time not exceeding the approved period (see paragraph 3.8), shall only be made available to those who were directly involved in the project.


The Higher Degrees Committee shall normally only approve an application for confidentiality in order to enable a patent application to be lodged or to protect commercially or politically sensitive material. A thesis/portfolio shall not be restricted in this way in order to protect research leads. While the normal maximum period of confidentiality is two years, in exceptional circumstances the Higher Degrees Committee may approve a longer period. Where a sorter period would be adequate the Higher Degrees Committee shall not automatically grant confidentiality for two years.


With regard to the protection of confidentiality and/or anonymity of research participants, the Director of Studies and the candidate are jointly responsible for ensuring that the full content of the thesis/portfolio can enter the public domain without compromising ethical principles. There can be no provision for post examination removal of sections of the thesis for reasons of sensitivity of the data.

13.9
The copies of the thesis/portfolio submitted for examination shall remain the property of the University but the copyright in the thesis/portfolio shall be vested in the candidate.

13.10
The following requirements shall be adhered to in the format of the submitted thesis/portfolio.  Where a candidate desires fuller guidance, reference may be made to the British Standards Institution specification BS 4821 (1990).  Where the University’s regulations differ from BS 4821 in points of detail, a candidate may follow either:

a
Theses/portfolio shall normally be in A4 format; the Higher Degrees Committee may give permission for a thesis/portfolio to be submitted in another format where it is satisfied that the contents of the thesis/portfolio can be better expressed in that format; a candidate using a format larger than A4 should note that the production of microfiche copies and full-size enlargements may not be feasible;


b
copies of the thesis/portfolio shall be presented in a permanent and legible form either in typescript or print; where copies are produced by photocopying processes, these shall be of a permanent nature; where word processor and printing devices are used, the printer shall be capable of producing text of a satisfactory quality; the size of character used in the main text, including displayed matter and notes, shall not be less than 2.0 mm for capitals and 1.5 mm for x-height (that is, the height of lower-case x);
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c
the thesis/portfolio shall be printed on the recto side of the page only; the paper shall be white and within the range 70 g/m2 to 100 g/m2;


d
the margin at the left-hand binding edge of the page shall not be less than 40 mm; other margins shall not be less than 15 mm;


e
one-and-a-half spacing or double where necessary shall be used in the typescript except for indented quotations or footnotes where single spacing may be used;


f
pages shall be numbered consecutively through the main text including photographs and/or diagrams included as whole pages;


g
the title page* shall give the following information:


i
the full title of the thesis/portfolio;


j
the full name of the author;


k
that the degree is awarded by the University;


l
the award for which the degree is submitted in partial fulfilment of its requirements;


m
the Collaborating Establishment(s), if any; and 


n
the month and year of submission.

13.11
The University library copy shall be bound as follows:


a
the binding shall be of a fixed type so that leaves cannot be removed or replaced; the front and the rear boards shall have sufficient rigidity to support the weight of the work when standing upright; and


b
in at least 31 pt type (8 mm capital height) when all the lettering is in capitals and 44 pt (10 mm capital height) when capitals and lower case are used, the outside front board shall bear the title of the work, the name and initials of the candidate, the qualification, and the year of submission; the same information (excluding the title of the work) shall be shown on the spine of the work, reading downwards.
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4
THESIS BINDING

The following binders may be contacted in Glasgow:-

A Cameron
(Bookbinders)

73 Robertson Street

GLASGOW

G4 8QD

Tel: 041 - 221 3732

M Downie & Son
(Bookbinders and Printers)

Unit G

Purdon Street

Partick

GLASGOW

G11 6AF

Tel: 041 - 339 0333

J S Heron Ltd
5 Queen's Street

GLASGOW

G4

Tel: 041 - 332 1883
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[Specimen thesis cover]

THE ORIGINS OF HOT CROSS BUNS

JEAN MURRAY

A thesis submitted in partial fulfillment of the

requirements of Glasgow Caledonian University

for the degree of Master [or Doctor] of Philosophy

This research programme was carried out in collaboration 

with the Dickie Institute of Food Technology, Renfrew

March                                                                                               
2000
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* 	Any collaborating establishment should appear here.  See page 134





** **	In the case of a resubmitted or amended thesis, the date on the title page, cover and spine must be the date of resubmission.
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*  See specimen title page on page 22.






