Resource F

Formatting
APA has an Electronic References format page with more examples and other formats at: http://www.apastyle.org/elecref.html
Formatting Your Report

The following points are offered to help you format your research report.
Headings

The suggested heading template includes the placement of the paper components for headings according to the 6th edition of the APA (2009) manual. 

First Level: Centered, Boldface, Uppercase and Lowercase

Second Level: Flush Left, Boldface, Uppercase and Lowercase

Third Level: Indented, boldface, lowercase heading with period.

Fourth Level:  Indented, boldface, italicized, lowercase heading with period.


Fifth Level: Indented, italicized, lowercase heading with period.
Style

Strive to articulate the structure of your paper with clarity and conciseness. Avoid overly long, or overly short, paragraphs. Set out all text double spaced 12 point, Times New Roman font. 

Common Errors

It is suggested you check your manuscript for the following style issues which are common errors:

Oxford comma

In order to have consistency throughout the book, please place a comma before the “and” or “or” in a list of 3 or more times.

Spacing between sentences

Insert two spaces after punctuation marks that end sentences.

Periods and commas

Periods and commas should be placed inside quotation marks, even within sentences and even with single technical terms. Semi-colons and colons, however, should be placed outside the quote marks.

Quotation of Sources

As per APA manual, quotes of fewer than 40 words should be incorporated into the text.  Direct quotes of 40 words or fewer are incorporated into the text, enclosed by double quotation marks.

Quotes of more than 40 words should be are in a block format and omit the quotation marks. 

Reference List

Referencing should be double spaced with no space in between references. It should follow the APA style, formatted with a hanging indent.

References in parenthesis should normally come before a period or comma. However, with indented quotes the opposite is the case: the parenthesis comes after the period.

With references, there is a comma before the “&” even when there are only 2 names.

When 2 authors are mentioned in the text there should be an “and” between their names, whereas in parentheses or in the bibliography it should be an “&.”

Please check that all references cited in the text are included in the reference section and that all references in the reference section are included in the text.  References should be complete with volume, issue, and page numbers for chapters and/or articles. The volume issue number is not included in continuous paged journals.

Journal

Clarke, A., & Erickson, G. (2004). Self-study: The fifth commonplace. Australian 
Journal of Education, 48, 199-211.
Whitehead, J. (1988). Creating a living educational theory from questions of the kind, 'How do I 

improve my practice?' Cambridge Journal of Education, 19(1), 41-52.

Knowles, J. G., & Cole, A. L. (1994). We're just like those we study: Letters and reflections on our first year as beginning professors. Curriculum Inquiry, 24(1), 27-54.

Book

Bullough, R.V., & Gitlin, A.D.  (2001).  Becoming a student of teaching: Linking knowledge 


production and practice (2nd Edition).  London: RoutledgeFalmer.

Chapter in Edited book

Hoban, G. (1997). Learning about learning in the context of a science methods course. In J. 

Loughran & T. Russell (Eds.), Teaching about Teaching: Purpose, Passion and Pedagogy in Teacher Education (pp. 133-139).  London: Falmer Press.
Chapter in Edited Book - with more than one author
Cochran-Smith, M., & Lytle, S. L. (2004). Practitioner inquiry, knowledge, and university 

culture. In J. J. Loughran, M. L. Hamilton, V. K. LaBoskey, & T. Russell (Eds.), International handbook of self-study of teaching and teacher education practices (Vol. 1, pp.601-649). Dordrecht: Kluwer Academic Publishers.
Conference Paper

Pinnegar, S. (1992, April). Student teaching as a teacher educator.  Paper presented at the 


Annual Meeting of the American Education Research Association, San Francisco.

Electronic Reference

Darling-Hammond, L., Holtzman, D.J., Gatlin, S.J., & Heilig, J.V. (2005) Does teacher 
preparation matter? Evidence about teacher certification, Teach for America, and teacher 


effectiveness. Education Policy Analysis Archives, 13 (42). Retrieved July 
15, 2008 from 


hppt://epaa.asu.edu/epaa/v13n42/

If an author cannot be identified, begin the reference with the title of the document.

Web Page

Education Commission of the States. (2003). Eight Questions on Teacher Preparation: What 


Does the Research Say? Retrieved July 15, 2008 from www.ecs.org/tpreport.

