[bookmark: _Toc406074100][bookmark: _GoBack][image: S:\Postgraduate Research Office\Templates & Logos\LOGO\uwtsd-logo-2015.jpg]












Appendix 1 of the Code of Practice for Research Degrees 2018-19

Guidelines in relation to the format and binding of the thesis




Appendix 1 of the Code of Practice for Research Degrees
Guidelines for the Format and Binding of the thesis
[bookmark: _Toc406074101][bookmark: _Toc141756459]1. 	Format of the Thesis

1.1 A student’s research for a research degree is to be completed by the presentation of a thesis embodying the methods and results of the research.

1.2 The thesis is to be written in Welsh or English. The use of brief quotations in other languages is permitted.

1.3 The length of a research thesis must be appropriate to the subject area but does not include the abstract, acknowledgments, table of contents, tabulated data, diagrams, essential footnotes or endnotes, references, notes on transliteration, any appendices, and the bibliography. Details on the word length of a thesis for each degree are set out in paragraph 9.3 of the Code of Practice for Research Degrees 2018/19.  Where appendices are included, these may, where appropriate, be presented as a separate volume to the thesis.

1.4 There is no specification for the internal format (structure) of the thesis, but the structure should be discussed with the supervisory team and is to be the structure most appropriate to the subject area. Examiners will expect a thesis to be well presented with a consistent system of indexing and referencing throughout the work.

1.5 The student holds copyright as author of all work submitted for assessment.  Each student must grant the University the right to publish the thesis, abstract or list of works, and/or to authorise its publication for any scholarly purpose with proper acknowledgement of authorship. Students own the copyright to their thesis and the rights to publish and distribute it, unless they have made arrangements to transfer copyright to a third party (e.g. a sponsor). By depositing the thesis in the library or the University Repository, students are not transferring copyright: they are allowing UWTSD to store a copy of their work, but they remain free to publish the thesis elsewhere.

1.6 When the thesis is added to the e-repository and / or made available in the library, it is considered ‘published’ by copyright law. It is the author’s responsibility to ensure copyright is cleared and / or permissions granted. If the thesis contains copyrighted material and the author is unable to obtain permission for the deposit e-copy / library copy then contact copyright@uwtsd.ac.uk for advice and to discuss options.

1.7 Standard formatting of thesis:

a) All copies of theses, whether for the purpose of examination or for deposit in libraries, must be presented in permanent and legible form in typescript or print and electronic format. All students must submit one electronic copy as well as the required number of hard copies.  The electronic copy should be in Adobe PDF format (see section 4 below).

b) The characters employed in the main text (but not necessarily in illustrations, maps, etc.) shall be not less than 12pt; characters employed in all other texts, notes, footnotes, etc., shall be not less than 10pt. Typing must be capable of photographic reproduction and of even quality with clear black characters. 

c) Theses are to be produced on UK A4 paper (297mm x 210mm) of good quality and sufficient opacity for normal reading (with a weight of 70 to 100gsm). Both sides of the paper may be used (double-sided) where this was appropriate and the quality of the paper used is sufficient to ensure that text is clearly legible on both sides (otherwise only one side of the paper should be used – single-sided).

d) If double-sided, where necessary a blank page should be left after each section of the preliminary sections (i to vi in paragraph 1.9 below) to ensure that each section starts on an odd page.

e) Text should be in a single column and left-aligned.

f) Double or one-and-a-half spacing is to be used in the main text and single spacing is be used in the summary and in any indented quotations and footnotes. 

g) Pages are to be numbered consecutively throughout the thesis from the start of the main body of the thesis, including all pages whether textual or otherwise. For multi-volume theses a single sequence of page numbering should be used. Page numbers should be Arabic numerals (1, 2, 3, 4, and so on) and located centrally at the bottom of the page. Preliminary pages (i to vi in paragraph 1.9 below) should be numbered using lower case Roman numerals (i, ii, iii, iv, and so on). 

h) A contents list and table of illustrations (if any) must be provided.

i) Drawings and sketches must be in black ink; unnecessary details are to be omitted and the scale is to be such that the minimum space between lines is not less than 1 mm. Colour graphics for charts, diagrams etc. and colour photographs may be used, but students must in all cases ensure that material is capable of being photocopied. Scanned images may be included in the electronic copy. Copies produced by xerographic or comparable permanent processes are acceptable. 



j) The full title of the thesis may be more than 94 characters (including spaces or symbols) however the short title for use on the spine must be no more than 94 characters (including spaces or symbols).  Both the full title and short title must be provided on the Notice of Candidature. 

1.8 The minimum widths of margins are to be:

Inside margin 			40mm
Top and outside margin   		15mm
Bottom margin	 		20mm

	If double-sided, margins should be set to “mirrored” (so that the inside margin alternates between left and right).
	
1.9 The thesis must contain within its binding:

1. Front title page (see below for wording)
1. The declaration page signed by the student (see end of this appendix for example), a) showing to what extent the work submitted is the result of the candidate’s own investigation; b) certifying that the work has not already been accepted in substance for any degree and is not being concurrently submitted in candidature for any degree; c) regarding the availability of the thesis (see paragraph 1.13 below).
1. An abstract not exceeding 300 words to be located at the front of the  thesis;
1. Table of contents
1. Abbreviations / Translations (if applicable)
1. Table of Illustrations (if applicable)
1. Main body of thesis
1. Bibliography (depending on the nature of the discipline)
1. Appendixes (if applicable)

1.10 The thesis must contain on its title page:

i. The title;
ii. The author’s full name and any qualifications (optional);
iii. Supervised by: [the names of all members of the supervisory team];
iv. Submitted in partial fulfilment for the award of the degree of [degree for which it is offered];
v. University of Wales Trinity Saint David;
vi. Year.

Note: for students studying at a collaborative partner institution, the title page must contain:

i. The title;
ii. The author’s full name and any qualifications (optional);
iii. Supervised by: [the names of all members of the supervisory team];
iv. This research was undertaken under the auspices of [collaborative partner institution name];
v. Submitted in partial fulfilment for the award of the degree of [degree for which it is offered];
vi. University of Wales Trinity Saint David;
vii. Year.

Note: for students studying at the University, but enrolled for University of Wales awards, the title page must contain:

i. The title;
ii. The author’s full name and any qualifications (optional);
iii. Supervised by: [the names of all members of the supervisory team];
iv. This research was undertaken under the auspices of University of Wales Trinity Saint David;
v. Submitted in partial fulfilment for the award of the degree of [degree for which it is offered];
vi. University of Wales;
vii. Year.

















Example 1 – Title page for research undertaken at the University of Wales Trinity Saint David:

Title


Name (with qualifications)


Supervised by: AAAAA, BBBB, CCCC


Submitted in partial fulfilment for the award of the degree of XXXX


University of Wales Trinity Saint David


2018

Example 2 – Title page for research undertaken at a collaborative partner institution:

Title


Name (with qualifications)


Supervised by: AAAAA, BBBB, CCCC


This research was undertaken under the auspices of
the [name of COLLABORATIVE PARTNER INSTITUTION]


Submitted in partial fulfilment for the award of the degree of XXX


University of Wales Trinity Saint David


2018











Example 3 – Title page for research undertaken at the University of Wales Trinity Saint David but awarded by the University of Wales

Title


Name (with qualifications)


Supervised by: AAAAA, BBBB, CCCC


This research was undertaken under the auspices of
the University of Wales Trinity Saint David


Submitted in partial fulfilment for the award of the degree of XXX 


University of Wales


2018





























1.11 Students may submit material not bound with the thesis if such material constitutes the most appropriate method of presenting the information concerned. Such material could include diagrams, maps and similar documents, or other material such as audio or video recordings, slides, films, etc. A list of such separate items is to be provided in the thesis. Electronic copies of this additional material should be included alongside the electronic copy of the thesis. 

1.12 A thesis submitted for a research degree shall normally be openly available and subject to no security or restriction of access. Instruction in relation to the request of restriction of access to the thesis can be found in paragraph 9.2 of the Code of Practice of Research Degrees 2018/19. There can be no restriction of access to the submission for the degree of PhD by Published Works.

1.13 On submission of the thesis, a student is to be required to sign a declaration (see end of this appendix for examples) indicating:	Comment by Elizabeth Cook: There are two versions available on the web page to avoid signing for a bar in error

Declaration 1

1. that the thesis, if successful, may be made available for inter-library loan or  photocopying (subject to the law of copyright), and that the title and summary may be available to outside organisations;
1. that the University may store electronically, copy or translate the thesis to any approved medium or format for the purpose of future preservation and accessibility.
	That the thesis deposited in the digital repository will be accessible to a wide variety of people and institutions, including automated agents and search engines. 
	That once the thesis is deposited, the item and its metadata may be incorporated into public access catalogues or services, such as national databases of electronic theses.
Or

Declaration 2

1. that the thesis, if successful, may be made so available after the expiry of a bar on photocopying and/or access.


The title and summary of the thesis are normally freely available. 

*	Please note that in relation to the electronic storage of theses in the field of Creative Writing only the abstract would be stored in a separate Eprints (e-repository) collection and that such theses would be indexed electronically as abstracts only.

2. [bookmark: _Toc406074102][bookmark: _Toc141756460]Binding of the Thesis

Temporary binding

2.1. A student submitting a higher degrees thesis for examination may submit the thesis in temporary binding. After examination all copies of the thesis for library storage are to be permanently bound.

2.2. Theses in ring binding, spiral binding or other non-approved bindings will not be accepted. For examination, all copies must have the leaves securely fixed in a spine (i.e. fixed so that the pages remain secure in the covers when the volume is opened fully). A thesis that is temporarily bound must be sufficiently secure to withstand transit. 

2.3. The title page of the thesis (see paragraph 1.10 above) is used as the front cover of the temporarily bound thesis.



Example of cover for temporarily bound thesis:

	
The Role of Terminological Inexactitude in Academia





William Balderdash BA (Hons), MA





Supervisors: Professor Ian Good, Dr Sheila Better, Dr Theseus Best 







Submitted in partial fulfilment for the award of the degree of Doctor of Philosophy

University of Wales Trinity Saint David

2018




Permanent binding 

2.4. Following a successful examination and/or the satisfactory completion of revisions to the thesis, the thesis must be permanently bound for library deposition. Permanent binding requires that the thesis is bound in the manner of a hardback book. The boards are to have sufficient rigidity to support the weight of the work when it is standing upon a shelf. The permanently bound volumes must bear on the spine the surname and initials of the student, the short title of the work (not to exceed 94 characters, including spaces and symbols), the name of the degree for which it was submitted and the year of submission in a form that cannot be erased or detached. This information must be printed along the spine in such a way as to be readable when the volume is lying flat with the front cover uppermost. If the work consists of more than one volume the spine must also bear the number of each volume. The same information is to appear on the front cover of the thesis again in a form that cannot be erased or detached. 

2.5. The thesis cover should be a dark colour with printed lettering on the spine and front cover in gold.





Example of cover and spine for permanently bound thesis:


	NOTE: this is the SHORT TITLE of the thesis (no more than 94 characters including spaces and/or symbols)

	W. Balderdash             The Role of Terminological Inexactitude in Academia            PhD   2018        
	
	
University of Wales Trinity Saint David


The Role of Terminological Inexactitude in AcademiaNOTE: this is the FULL TITLE of the thesis





William Balderdash


PhD, 2018













3. Submitting Thesis for Printing and/or Binding

3.1. Student may print and bind their thesis using commercial printers and binders, or may use the University Print Unit. Students can submit their thesis to the University Print Unit for binding in two ways; either by supplying the hard copy for the Print Unit to bind or by sending a digital copy for the Print Unit to print and bind.

Note: as page setup, pagination and fonts are inconsistent between machines, where a digital copy is sent for printing it must be sent as a PDF file (see section 4 below).

3.2. The University Print Unit can offer a choice of black and white or colour printing. All files will be printed in black and white unless students indicate otherwise.

3.3. The University Print Unit offers two kinds of binding:

a. Temporary: a heat sealed adhesive strip is wrapped around the spine. A maximum of 275 pages (depending on thickness of paper) can be bound into each volume.

b. Hardback including gold foil: This is used for the final submission of thesis. The cover and spine can have gold foil print applied within certain limitations and a maximum of 270 pages (depending on thickness of paper) can be bound into each volume.

4. [bookmark: _Toc406074103]Submission of the thesis

4.1. Before the maximum submission date a student must submit to the Academic Office (Postgraduate Research): 

1. two copies of the thesis, either in temporary or permanent binding, and any separate material such as non-textual artefacts (as approved by the Research Degrees Committee);
1. one electronic copy of the thesis in PDF format;
1. an additional loose copy of the abstract (point iii in paragraph 1.9 above) transcribed onto the Notice of Candidature form;
1. a signed statement regarding the availability of the thesis;
1. one completed “Notice of Candidature” form (available from the Academic Office (Postgraduate Research.

4.2. For corrections and amendments, students must submit one hard copy of the thesis and one electronic copy (as well as the items as specified under iii-v).  For resubmissions, students must submit to the Academic Office (Postgraduate Research)  two hard copies of the thesis and one electronic copy (as well as the items specified under iii-v).

4.3. If a student submits a thesis for binding or printing and binding to the University Print Unit (see Section 3 above) and, at the same time, sends a copy of the thesis as a PDF file to the Academic Office (Postgraduate Research), then the date that the electronic copy of thesis is received will count as the actual date of submission. If a student prints and binds their thesis using commercial printers and binders, then the actual date of submission will be the date that the Academic Office (Postgraduate Research) receives copies of the bound thesis. 



DECLARATION 1


[bookmark: _Toc406074104]DECLARATION SHEET
 	This sheet MUST be signed and included within the thesis

This work has not previously been accepted in substance for any degree and is not being concurrently submitted in candidature for any degree.	

Signed ...................................................................... (student)	

Date ........................................................................	

STATEMENT 1	
This thesis is the result of my own investigations, except where otherwise stated. Where correction services have been used the extent and nature of the correction is clearly marked in a footnote(s). Other sources are acknowledged by footnotes giving explicit references. A bibliography is appended.

Signed ..................................................................... (student)	

Date ........................................................................	

STATEMENT 2	
I hereby give consent for my thesis, if accepted, to be available for photocopying and for inter-library loan, and for the title and summary to be made available to outside organisations.	

Signed ..................................................................... (student)	

Date ........................................................................

STATEMENT 3
I hereby give consent for my thesis, if accepted, to be available for deposit in the University’s digital repository.

Signed ..................................................................... (student)	

Date ........................................................................









DECLARATION 2
DECLARATION SHEET
 	This sheet MUST be signed and included within the thesis

This work has not previously been accepted in substance for any degree and is not being concurrently submitted in candidature for any degree.	

Signed ...................................................................... (student)	

Date ........................................................................	

STATEMENT 1	
This thesis is the result of my own investigations, except where otherwise stated. Where correction services have been used the extent and nature of the correction is clearly marked in a footnote(s). Other sources are acknowledged by footnotes giving explicit references. A bibliography is appended.

Signed ..................................................................... (student)	

Date ........................................................................	

STATEMENT 2	
I hereby give consent for my thesis, if accepted, to be available for photocopying and for inter-library loan, and for the title and summary to be made available to outside organisations.	

Signed ..................................................................... (student)	

Date ........................................................................

STATEMENT 3

I hereby give consent for my thesis, if accepted, to be available for photocopying and for inter-library loans after expiry of a bar on access approved by the University.

Signed ..................................................................... (student)

	Date ........................................................................
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