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Forms and documents
· Forms and documents relating to the Master’s thesis can be downloaded from the faculty web site at www.his.no
 or obtained from the faculty office. The documents listed below are normally included in the printed handout of these guidelines. 
Master’s Thesis Regulations
Master’s Thesis Registration
Title page – Master’s Thesis
Agreement concerning external master's thesis / bachelor's paper.
· Additional agreement concerning financial utilization 

GUIDE TO WRITING THE MASTER'S THESIS

This guide is based on the Master’s Thesis Regulations adopted by "Kvalitetsutvalget" (The Quality Committee) on October 2, 2006 and put into effect by the Dean's administrative decision. This guide gives supplementary comments to these regulations and advice on how you as a student should get started on and carry out the work on your thesis. The guide covers master's theses of 30 and 60 ECTS.

Starting your Master’s thesis

· The work on the Master’s thesis normally begins in the last semester/year of study, depending on the study program you have entered. The Master's thesis carries 30 credits (ECTS), which corresponds to approximately 4 1/2  months of full time work. For those who will have to write a Master's thesis of 60 credits/ECTS the workload is stipulated to 9 months. Before you start, you need to find someone to take the academic responsibility as well as a supervisor for your thesis. Your thesis will be assigned to you by the University of Stavanger and possibly in cooperation with a commercial institution or another external party.
· In the 8th or 9th  semester, the department will present a list of suggested topics for Master's theses from instructors/supervisors, or others who may be entitled to do so. These suggestions can usually be downloaded from the relevant department web site. Students are encouraged to take the initiative in proposing topics and supervisors. Students who wish to approach a company, government department/institution etc, may do so personally, through the student associations, or through the university academic staff. A person with academic responsibility must be appointed for all Master’s theses, and in general this person must be employed at the University of Stavanger. You should get in touch with the academic faculty sooner than later to discuss your choice of thesis

Before you start

· Before you start on the actual thesis, you should spend a few weeks on preliminary studies and planning. Typically, this includes:

· Outlining the thesis statement – background, objective and main contents, as well as procedure.
· Working out a preliminary thesis title.
· Working out a preliminary plan of progress.
· Collecting relevant information (from e.g. the library). The library offers courses on how to search for literature.
Assignment of Master’s thesis topic

In consultation with your supervisor and the person who has the academic responsibility you work out the problem and the topic for your thesis. To do this, you need to fill out the form ”Master’s Thesis Registration” and submit it to the faculty office/"servicetorget" IPT. 
In order to begin the work on your Master's thesis you must have fulfilled all requirements for the master program and have completed 45 ECTS of the by September 1. Make sure that your  Bachelor certificate has been issued.

The faculty have available some office facilities for students writing their Master’s thesis. For further information, please contact the faculty office.
If you are writing your thesis in collaboration with an external institution, you may need to set up an agreement between yourself, the person with academic responsibility and the company/institution. 
Carrying out the work on your thesis

It is important for both the student and the supervisor/person with academic responsibility that the cooperation runs smoothly during the project period. One way to ensure this is to set up regular meetings allowing the student to present and discuss his/her work as it progresses. It is a golden rule that the student should have prepared something that can serve as a starting point for the discussion with the supervisor/person with academic responsibility. You should start the writing process as early as possible. Make a preliminary table of contents for the thesis. As your work progresses, the various chapters and subchapters are gradually filled in. In the beginning, the text is often incomplete and in the form of notes and keywords. You should write down all your ideas and thoughts as you move along. They are otherwise easily forgotten. You may experience times of frustration during the project period – feelings of being stuck and going nowhere. In times like these it might be of help to look at subchapters that are almost finished.
By focusing on the final product, the report, you will save valuable time and ensure constructive communication between yourself and the supervisor/person with academic responsibility
Many students experience ”computer problems”, often when working on large files. Many of these problems could be avoided by splitting the file into smaller ones (e.g. one file for each chapter), performing frequent backups, and avoiding complex figures and tables in the text.
It is important to have a time schedule for your project to make sure you always keep track of where you are. The Master’s thesis should also give students an experience in solving a task within a given time frame. A good working method is to keep a journal of your discussions with your supervisor/informants, literature, investigations, tests and results.
Form

· Master’s theses can have very different forms. Many theses include an experimental part, whereas others are purely theoretical A thesis could be an overview project taking an overall approach to a specific topic based on various literary sources, or it could be a study that includes comments and discussions. A thesis could also be about solving a particular problem or developing a product, or it could be a more stringent research project where the aim is to investigate one or more issues that have not already been dealt with in full in the literature.
· In general, the thesis should consist of a clearly defined message be well structured, readable and the information should be easy to find. Arguments for and against a given statement should be presented logically. Fellow students with the same background should be able to read the presentations and understand the message without having to refer to supplementary information. Quotes from the textbooks regarding general theories and knowledge should be limited. Students are encouraged to set up a comprehensive list of references. 
· Because the Master’s theses are so different, it is difficult to set up a template for procedures and reporting. Normally, the thesis will result in a report. An example of a report setup is provided below. Bear in mind that this is an example, and that in most cases it should be adjusted to fit the individual thesis. The various departments may also have their own examples or template requirements. Consult your supervisor  to determine how your thesis should be carried out and documented.
On a more general level, many theses have a similar structure
· Initially the introduction outlines the background for the thesis, the aim of the thesis and the contents.
· This is followed by an outline of relevant theory existing methods and models that are of significance to the thesis, laboratory setup etc.
· The next step is to present analyses/experiments/developments and the results of these For non-experimental theses, the results could include (further) development of principles, methods and models.
· A discussion of the results you have arrived at should be included. How do the results compare to existing theory methods and models? 
· What conclusions may be drawn?
How the contents should be organised often depends on the thesis topic. If your project includes several thesis statements the best method would be to follow up one statement with theory results and discussion before moving on to the next one.
Example of a report setup
Title page(s): The title page should include the title of your thesis, author, date/year, field of study and name of institution (UiS and collaborating company/institution, if any). Remember to fill out the form ” HYPERLINK "LINK" 

Title page – Master’s Thesis” and insert this as page 1.
Abstract: The abstract should not be dependent on the rest of the text for good understanding and contain a brief presentation of the thesis statement and the work performed. Main results and important conclusions should also be included. You should spend a considerable amount of time writing a good abstract because this is what most people will read. The abstract should be short.
Table of Contents: The table of contents is a list of all the chapters and subchapters with page numbers. A list of symbols and abbreviations can be added at the end of the table of contents.
Acknowledgements: If you wish to thank institutions and/or persons who have been of great help during the project, this may be done in the acknowledgements. You may use the first-person mode (“I”) in this section The first person is not recommended in the actual report

Introduction: The introduction could consist of several sections. The purpose is to give a short presentation of the background for the thesis, e.g. why it is important to examine this issue. Furthermore, you should describe what the thesis is about, what you intend to do, what has been done (experiments, search for literature, interviews etc), and how the report is built up.
Theory: This section outlines the theories, methods, models, equations, etc. that are relevant to the thesis. Remember to provide a list of references to where you found the information.
Experiments: Include the equipment that you use (e.g. in the form of illustrations), chemicals and experimental methods. You should also include descriptions of methods for literature search, interviews, development of methods and models etc. Generally speaking, the description of experiments or analyses, including appendices, should provide detailed information and be verifiable. 
Results: All results should be presented. What was the outcome of the experiments, analyses, literature search and interviews? What kind of method or model did you arrive at? Calculations and estimates (if any) of uncertainty should be included at this point. Tables (with text above) and figures (with text below) are recommended. Reference to formulas, models and literature should be made in the theory section. It is often more appropriate to discuss and comment on the result as you move along. If this is the case, the results and discussion should be dealt with in the same chapter.
Discussion: This is where your results are evaluated and interpreted. It would be a good idea to compare your findings to other available results. Discuss possible sources of error and the implications of these. A good thesis is recognized by a reflective discussion. The discussion must focus on significant results and observations Avoid making the impression that you have solved every single detail. Be honest – do not try to cover up simplifications/mistakes that you have made at one point and later found to be unfortunate. Instead you should provide an explanation for your choice and comment on it.
Conclusion: Give a brief summary of the results in your thesis and what they are able to tell us. Conclusions can often be integrated in the results/discussion or abstract.
References: 
1. To avoid any doubt concerning incorrect use of quotations, all references must be cited correctly. This also applies to the internet as a source.

2. The “References” section is a list of books, articles, manuals etc. that are referred to in the report.  It is very important that you always distinguish between your own contribution to the text and that of other sources. For example, if you quote from an article, the reader must be made aware of this. Phrases such as: ”( this section is largely retrieved from (”, ”( this section is inspired by (” can be used to give a correct description of the facts of the matter. If you quote whole sentences, the source must be cited. Make a note of your sources as you work. It can be difficult to trace them later on. Each reference item should consist of three elements:
3. The name of the author(s)
4. The title of the book/article etc.
(1) Publisher information
(2) When quoting, the source must be cited accurately (page reference given).
(3) The following examples show the most common way to present references. To quote these references in the text, you use the number in brackets, for example [1], [2,3] or [1-3]. The final reference [4], refers to a book that has been downloaded from the Internet.
(4) Bræk, R., Hygen, J., Høyseter, S., Johansen, T., og Scott, P., Håndbok i systemarbeid. Tapir, Trondheim, 1983
(5) Johannesen, K. Biotester med oljehydrokarboner-metodikk for kontinuerlig ekstraksjon og dosering. Symposium om økotoksikologi. Trondheim, Forurensing og Hav. 1978 (6.-7. nov.), 289-293.
(6) Grahl-Nielsen, O., Stavland, J.T., Wilhelmsen, S., Aromatic hydrocarbons in bentic organisms from areas polluted by iranian crude oil. J. Fish. Res. Board Can., 1978, 35, 615-623.
· Wilde, G.J.S. Target Risk. [online]. Queen’s University Kingston, Ontario, Canada. Available from: <http://pavlov.psyc.queensu.ca/target/
>. [Downloaded 20/5 –01] 1994.
The University Library offers instruction in the use of sources.

· Appendices: The purpose of appendices is to include detailed information that is useful. Examples of this could be a particular theory concerning parts of the thesis statement, or a presentation of raw data from parts of the experiments that have been performed (e.g. detailed calculations and deductions, program listing, flow charts, file descriptions, chemical data). Tables and figures should be placed in the text where they thematically belong. Alternatively, some of them could be included in the form of an appendix. Readers should be able to extract precise information from tables and figures without having to look for explanatory information elsewhere in the thesis.
Conclusion

Before submitting your thesis you should perform the following quality assurance routines:
· Ask someone to proofread your thesis
· Double check page numbers and references 
· Make sure all references tables and  figures are included and that they are rendered and referred to correctly
· Go over the title page, abstract, acknowledgements and table of contents to ensure that there are no mistakes or ambiguities.
The thesis should be submitted to the faculty office/"Servicetorg" IPT and delivered electronically and in 4 bound copies. Please do not submit spiral bound or binder copies.

· Access to the paper will normally be “Open”, but if special conditions apply, papers may be kept confidential for up to 2 years. For papers with restricted access, the title page must be printed on red paper. See Regulations for Master's thesis - property rights.
· Deadline for submission is June 15. 
Applications for postponement of submission
· Papers that are not submitted by the set deadline will receive a failing grade (F). The student may then be assigned a new thesis topic but only once.
Students who risk being unable to meet the deadline for submission, may apply for an extended deadline in accordance with his or her supervisor and the person with academic responsibility. Please note that an extended deadline will only be granted if good cause is shown, and must be due to conditions beyond the student’s control. A long waiting list for literature and equipment is not necessarily reason enough.
· A written application for extended deadline must be submitted no later than 14 days prior to the stated deadline, and must include a doctor’s certificate or similar documentation.
Assessment of Master’s theses
The grade is determined by an external examiner and the person who has the academic responsibility.  The examination results will be announced within 12 weeks after submission.  The following qualities are considered:
· Ability to plan, discuss and document a thesis statement within a given time frame.
· Ability to work independently.
· Ability to communicate and organize the information. 

· Quality of the report.
· Originality and reflection. This means displaying a wealth of ideas, inventiveness, elegance and a sense of combination.
· The degree of difficulty.
	A
	Excellent
	· An excellent performance with outstanding independent contribution.   Relatively high degree of originality.  New results or excellent modeling work.  Unambiguous and stringent presentation.  Publishable material.

	B
	Very good
	A very good performance.  High degree of independent thinking.  Good perception of the material.  Very good presentation. 

	C
	Good
	· A good performance.  Reasonable degree of independent thinking.   Adequate perception of the material.  Good presentation.    

	D
	Satisfactory
	A satisfactory performance.  Limited independent contribution.  Conventional use of standard methodology or surface approach to fairly accessible material.  Acceptable presentation.

	E
	Sufficient
	Documented effort to a sufficient extent.  Surface approach or routine work with very limited degree of independent thinking.  Uneven presentation.

	F
	Not sufficient
	Fail


PRIVATE 
Appendix – Language hints for the written report
Keep the reader in mind:
· Who are you writing for? 
· Adapt your choice of words to the reader. 
· Use precise and familiar words wherever you can. 
· Use words and letters sparingly.
· Explain technical terms and other difficult words. 
Focus on the topic:
· Organize your text according to the main points. 
· Say one thing at a time. 
· Use conjunctions (and, or, that etc.) consciously. They demonstrate coherence in the text. 
· To write is to think. Are your thoughts coming through? 
Keep your mind on the text:
· Beware of abstract phrases. 
· Rephrase if you are unhappy with the sentence. 
· Play the sentences over in your head. Read them out loud if you wish. 
· Ask others for advice on language.
· Get proofreading help. 
Stylistic advice:
· Use full sentences. Avoid the first-person mode (“I”)
· Long and complex sentences should be split up. Don't be afraid of the full stop mark! 
· The verb should be placed early in the sentence. 
· Use the active voice whenever suitable. 
· Use up-to-date dictionaries and other reference guides. 
· Keep in mind
· Stick to official rules for spelling and grammar
· Remember to weed out "English division of words" (e.g. lamme lår, ananas biter).
· Use Norwegian words, not English.
· Finally remember the "to write is to socialize with others."
We must not only speak

so that our audience can understand us,

but so that they cannot misunderstand us"
Quintilian (35-100 A.D.)

You will find more about usage under Norsk språkråd  http://www.sprakrad.no 
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