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In order to begin a Biomedical Science or Computer Science Master’s Project or Proposal
you need to determine a topic and find an adviser to help you. If you are considering
conducting the project at Hood, you need to find a research adviser among the faculty.
This need not necessarily be the same person as your academic adviser. (You could also
do a project at an off-campus site, which is sometimes the student's work site, if that is a
better match for you).

In choosing a thesis you need to consider the following:
1. What topics are of interest to you?

2. What skills do you know or will you need to develop in order to be able to study the
topic(s) you have chosen? A good strategy is to have your project be a training ground
that you can use to develop the skills and practical knowledge to make you more
employable.

3. What are the time constraints? Can you work in the evenings and on weekends to
finish your thesis or will it require larger blocks of time? Can you work on a project full
time for a short period of time (e.g. a month in the summer)? Theses rarely fit into the
neat 3-hour, 1-day-a-week schedules like your classes did, so you will need to make some
adjustments for this.

Once you have given these questions some thought and arrived at less tentative answers,
contact potential advisers and make appointments with them to talk about where your
interests and theirs may overlap. You probably have some ideas about what topics most
faculty study from having them as instructors in classes or talking with them informally.
You can also do a literature search to see what they have published recently.

Once you and an adviser have mutually agreed to work together, your next step is to
write a proposal for the work you will do. An approved proposal is needed to allow you
to enroll in your culminating project.



ADMINISTRATIVE PROCEDURES

General Information

Students should carefully review the most current Hood College Catalog (also available
on the Hood College web site: www.hood.edu) and seek the advice of their academic
adviser before beginning their final project.

Project Adviser

The student is responsible for submitting a project proposal approved by the reading
committee (see below), and for securing an adviser to oversee the project. If the
proposed adviser is not a member of the Hood College faculty, the sponsoring department
must approve her or him. It is, in this case, the student's responsibility to forward a
curriculum vitae and three letters of recommendation in support of the adviser to the
department program director prior to registration for the project by the student. If the
adviser is on the faculty or staff of an accredited college or university and is engaged in
research, the sponsoring department, if requested, may waive the requirement for three
letters of recommendation. Advisers are approved by consent of the departmental
faculty. The Program Director, with the advice and consent of the program faculty,
generally reviews the adviser qualifications, and gives final approval of the proposal. It
is expected that the adviser will be a Ph.D., M.D., or D.V.M. experienced in the topic of
research.

The Graduate Council of Hood College must approve an adviser who does not hold the
Ph.D., M.D. or D.V.M degree. In such a case, the sponsoring department is asked to
submit a curriculum vitae and three letters of recommendation in support of the adviser to
the Dean of the Graduate School prior to registration for the project by the student. The
Graduate Council reviews credentials. Final approval of the adviser is made by the Dean
of the Graduate School, based upon the credentials of the proposed adviser and the
recommendation of the Graduate Council.

Registering for Project Credits

Students writing a project must register during the regular graduate school registration
period. Registration should occur prior to beginning the research. The actual course
number has a departmental prefix which is BMS/CS. To register for the course, students
must submit a written proposal to their reading committee for review and obtain
signatures of approval from their adviser (note the qualifications for adviser above),
Program Director, and Dean of the Graduate School. The approved proposal and
required signatures must be submitted to the Graduate School Office to complete the
registration process. The project requires planning on the part of the student well in
advance of the semester in which the student wishes to enroll. Students first develop the
proposal in consultation with the project advisor. Once the proposal is approved, the
student submits a “Permission to Enroll” form to the Graduate School and formally
enrolls in the thesis.


http://www.hood.edu/

The course can be a three or six-credit course. If the project is not completed within the
same semester for which it was originally registered, a grade of IP (In Progress) will be
assigned until the project has been completed, defended, and finalized.

Reading Committee

The approved adviser serves as chair of the reading committee. The adviser and the
student, in consultation, will identify at least two additional persons to serve on the
reading committee. At least one member of the committee must be a full-time
equivalency (AC) faculty member in the sponsoring department. Additional members of
the committee may be an AC faculty member in the degree program, another faculty
member from the department, or another professional working on the research topic. For
non-members of the faculty, a curriculum vitae and one letter of recommendation must be
submitted to the department chair or Program Director, who approves such a member.
The reading committee should be kept informed of progress on the project, and should
meet as required to help guide the research. The committee should meet at least once
before the project presentation.

Laboratory Facilities

Hood College may not be able to provide laboratory facilities for all of the students
engaged in research. In cases where the student elects to do a project that requires the use
of laboratory facilities outside of Hood College, locating and receiving approval to use a
laboratory research facility is the responsibility of the student.

Oral Defense

An oral defense of the project is required and will be conducted by the reading committee
at an agreed upon date and at a specified location. To schedule a location on campus, the
Administrative Assistant for the student’s degree program should be contacted. Defense
dates should not be set until the project adviser and the reading committee approves the
draft. Defense dates are not permitted in the two weeks period prior to the final
submission date set by the Graduate School. At least two weeks before the oral defense
the student should submit the project, in final form, to the adviser, reading committee
members, Program Director and Dean of the Graduate School. The Dean of the Graduate
School and the Program Director should be invited to attend the defense, whether or not
they are members of the reading committee.

The candidate should expect to present the research and findings in a professional
manner, similar to presentations at a professional meeting. The use of well-prepared
graphs, charts, and other explanatory aids is encouraged. The candidate will be expected
to explain the research and to answer questions relating to the project topic. The oral
defense may be attended by members of the sponsoring department, the Dean of the
Graduate School, and others in the research group interested in the topic, subject to the
approval of the reading committee. Normally, the presentation of the data by the student
is an open event to faculty, students and other invitees. However, the question and



answer session is closed and attended only by the student, the reading committee
members, Program Director, Dean of the Graduate School, and (at their request)
members of the departmental graduate faculty.

Approval of Master's Project

The project is approved after the oral defense and after corrections recommended by the
project adviser and reading committee, Program Director and Dean of the Graduate
School have been completed. Signatures on the title page indicate approval. (Names of
individuals who sign the title page should be typed below the signature line.) Final
committee authorization and signatures of the Program Director and the Dean of the
Graduate School are required before the project is submitted to the library for binding.
Copies of the title page submitted to the Graduate School must bear original signatures,
Photocopies are not acceptable and will prevent final acceptance of the project.

Grade for Project

The project is graded "S" (satisfactory) or "U" (unsatisfactory). After the first semester
of research, the Adviser awards an interim grade of “IP”. The project adviser awards the
final grade. The grade of "S™ has no effect upon the student's grade point average. The
grade of "U" has the same effect as a grade of "F" (failure). A final grade of "U" on the
project usually results in the student's dismissal from the Master's degree program.

An unsatisfactory performance at the oral defense of the project may result in the
student's dismissal from the Master's Degree program. The Program Director, in
consultation with the adviser, the reading committee and the Dean of the Graduate
School, may allow the student one additional opportunity to defend the project.
Unsatisfactory performance at the retake will result in dismissal with no additional
opportunities to complete the degree.

PROJECT REQUIREMENTS FOR ALL STUDENTS

Copyright

Under the Copyright Act of 1976, the "copyright in the work of authorship™ becomes the
property of the author who created it. For further information, please refer to the
Copyright Office, Library of Congress, Washington, DC 20559.

Students completing a project must take care to obtain permission before using
copyrighted materials within their project. Permission to use copyrighted materials, for
example, tables and figures, must be obtained from the holder of the copyright. The
student needs to search carefully for the source of the copyright and obtain permission to
use the copyrighted materials in the document. The permission to use copyrighted
materials should be referenced in the project at the point where such materials are
presented. The student must retain copies of the copyright permissions, and supply them



to Hood College upon request. Students completing a project are able to facilitate the use
of their research and findings by including a copyright waiver as part of the document.

Copyright Waiver

In order to permit others to utilize the research and findings, the following statement
should appear in the document on the page immediately following the title page, with the
heading in standard format: “I do/do not authorize Hood College to lend this project, or
reproductions of it, in total or in part, at the request of other institutions or individuals for
the purpose of scholarly research.” Please circle do or do not.

Acknowledgment of Hood College in Publications

The Graduate School of Hood College should be acknowledged in publications that result
from research. A simple statement of acknowledgment is sufficient. An appropriate
example would be "Research reported in this document was originally published in a
Master's degree project sponsored by the Department of and submitted
to The Graduate School of Hood College in Frederick, Maryland.”

Thesis Paper and Printing

The original copy of the project for the Hood College Library must be on plain bright
white thesis paper, which is available from the Hood College Bookstore or office supply
stores. A second identical copy, for the sponsoring department, is also required. The
minimum requirement is a 20 Ib., 25% rag or cotton content paper. Additional
copies may be made at the discretion of the student. However, waiting for the reading
committee's final approval before producing multiple copies will help to avoid
unnecessary expense. The project should be typed or produced on a high quality printer.
Both official project documents (for the Library and the Department) must be originals,
not photocopies. Font sizes of 12 point are recommended for project work. Standard
typefaces should be used, either proportional or monospace. Justification at the right
margin is optional. Reduction of Tables or Figures such that type size is smaller than 10
point is not acceptable.

Headings, Spacing, and Margins

Section headings should contain all uppercase letters, be boldface, and centered at the top
of a new page. All text should be double spaced with a left hand margin of 1.5 inches
(3.8 cm.) and with right, top, and bottom margins of 1.0 inch (2.5 cm.). The Graduate
School will not accept projects that violate these margin requirements.

The one exception to this is on a "facing” legend page where the right margin (adjacent to
the spine) is 1.5 inches and the left margin (toward the outer edge) is 1 inch. The margin
requirements apply to all tables and figures as well as pages with text. A facing figure
legend page and the figure together have one page number.

Binding and Distribution

The original typed or printed project copy becomes the property of the Hood College
Beneficial-Hodson Library. The sponsoring department retains the second copy for its
files. Title pages for both of these copies must bear original signatures (not photocopies)



of the adviser, reading committee members, Program Director, and Graduate School
Dean. Additional copies may be bound at the student’s request for an additional fee. All
final copies are to be submitted to the Graduate School prior to the published deadline for
each academic semester. The Graduate School will send the project to the Library for
binding and archiving. Instructions for binding and guidelines for archiving have been
published by the Hood College Beneficial-Hodson Library and are included in this
document. The student is responsible for all fees associated with the binding and
archiving of their project.

Deadlines

The importance of observing published deadlines for final submission of the completed
and approved project cannot be overemphasized. Students are urged to follow closely
and carefully the published dates for submission. Arrangements for the oral defense or
presentation should be made early enough to allow time for completion of required
corrections. This will enable the candidate to earn the Master's Degree at the earliest
possible date. Past experience has shown that the most common reason for candidates to
receive their diplomas later than anticipated is because of poor planning with respect to
the deadlines.

As a general guideline, all projects are due in final form with signed cover pages to the
Graduate School two weeks prior to the last day of classes in the fall or spring semester.
However, be sure to check the Catalog or contact the Graduate School to confirm the
assigned date each term.

PROJECT GUIDELINES FOR MASTER’S DEGREE STUDENTS AT HOOD
COLLEGE

Preliminary pages

All of the below-named sections should begin on separate pages and must be double-
spaced. The preliminary pages should be numbered in lower case Roman numerals
located at the bottom center of each page. The title page is counted as page “i” but is not
numbered. The preliminary pages should appear in the order specified below.

Title page (see sample page in this document)

Statement of Use and Copyright waiver (see example page)

Abstract

Dedication (this page is optional)

Acknowledgements and Sponsorship

List of Tables — should include the page location of each table, and

short legends

g. List of Figures — should include the page location of each Figure, and
short legends

h. List of Abbreviations (optional)

0P OO0 OT

Main body of the text



The main body of the text should be numbered in Arabic numerals located at the bottom
center of each page. The first page is counted as page “1” but is not numbered. If you
use chapters, each chapter should begin on a new page.

Content Sections
Section headings should be centered, capitalized, and should begin on a new page.
Content sections are presented according to the following guidelines:

Abstract -- The abstract should be a short, concise summary of the project outlining the
purpose of the work, the rationale and method, and highlighting the most significant
findings. The maximum length of the abstract is 150 words.

Introduction -- This section is used to describe the rationale for the project and to provide
an overview of previously published relevant work that serves as a foundation and
prelude to the project. Thus, it encompasses the introduction, rationale, and review of the
primary literature often used in grant proposals and publications. If a hypothesis is being
tested, it is often stated explicitly in the introduction. The introduction should make clear
the significance of the research in the context of the wider body of scientific knowledge,
and it should have a clear statement of purpose. The review of the literature should be
current and thorough, encompassing all pertinent references. Subheadings may be used,
and are helpful for organizing the information. In general, it is better to err in favor of
excess length than to abbreviate this section. Tables and figures may be used in the
introduction.

Materials and Methods -- This section should describe in detail all of the methods,
protocols, reagents, etc. used to conduct the research. In a thesis, as contrasted to a
journal article, the purpose of this section is to provide enough information so that
another scientifically knowledgeable person could duplicate your data with only the
thesis available as an information source. Tables and figures may be included in this
section (see below). This section should make clear all of the procedures performed by
the candidate, as well as sources of reagents not prepared by the candidate. This section
should describe data collection and analysis methods (e.g. description of statistical
analyses). Use of abbreviations is acceptable, but must be used consistently.
Abbreviations should be tabulated in the preliminary pages (see above). Numbers should
be spelled out only if they begin a sentence.

Results -- This section presents a comprehensive picture of all the research results and
data. More data is included in a thesis than in a scientific paper. The supporting data,
e.g., toxicity curves with neomycin-resistance, are included -- whereas in a paper the
results would be described briefly. Preliminary standardization of an assay, e.g., ELISA,
would be incorporated so that someone reading the thesis would be instructed and fully
informed. This section usually contains tables and figures, which should be on the page
immediately following their first mention in the text. It is also permissible to
incorporate tables and figures into the text at the point where they are mentioned. Tables



and figures are numbered consecutively (Arabic numerals) throughout the thesis
document. Numbering for tables and figures is independent (start at Table 1 and Figure
1, etc.). Each table or figure has a legend and a title, and is listed by page number in the
contents pages. If space for the legend is a problem, the facing page method can be
used. In this case, the figure and its legend share one page number. Each figure or table
is interpreted and explained in the text. Do not expect the reader to look at numbers in a
table and extrapolate. Write out descriptions of all the tabular and figure data as part of
the text, along with appropriate comments and observations relating to collection of the
data.

Discussion -- Having presented the actual data in the results section, this section is for
critique and interpretation. Describe conclusions and compare findings with other
reported data. Where there is agreement, use it for validation. Where there is
disagreement, suggest reasons and explanations. Suggest future directions for research.

Endnote ®, a commercial reference management software program, is available to all
Hood College students. This software package can manage reference and bibliographic
material.

References Within the Text -- Reference citations within the text should be as follows:
(Note that the year of publication is followed by small letter if more than one article is
published in a single year.) Single author - (Boyd 1985); Two authors - (Rossio and
Hirschhorn 1991); Multiple authors - (O'Brien et al. 1987a; O’Brien et al. 1987b).

References in Reference Section -- The list of references in the references section should
be single spaced and arranged alphabetically by first author. No numbering should be
used. Include the names of all authors and editors, as well as full titles, and starting and
ending page numbers. Examples of appropriate reference format can be found below.

Internet references -- References to pages on the World Wide Web should not normally
be used, since such references often change or become unavailable. In certain cases, e.g.,
Genbank references, where it is likely that the cited material will be continuously
available, such references are permitted.

Appendices -- Some data may be included in appendices if the data are (a) not original
work of the candidate, but required to understand the project, (b) useful, but not results of
research (tables of common data), or (c) so extensive it may interrupt the flow of the
thesis or project (e.g., many photographs or specialized graphics). It is unusual to use an
appendix in a thesis. One common usage, however, is to place reprints of journal articles
describing research in an appendix.






REFERENCE FORMAT FOR PROJECTS AT HOOD COLLEGE
This is a sample from a Biomedical Science project.
Journal Article:

Boyd AL. 1985. Expression of cloned genes microinjected into cultured mouse and
human cells. Anal Gene Tech 2:1-9.

O'Brien SJ, Joslin P, Smith GL, Wolfe R, Shaffer N, Heath E, Ott-Joslin J, Rawal PP,
Bhatterachajee KK, Martenson JS. 1987a. Evidence for African origins of founders of the
Asiatic lion species survival plan. Zoo Biol 6:99-116.

O'Brien SJ, Martenson JS, Packer C, Herbst L, Devos L, Joslin P, Ott-Joslin J, Wildt D,
Bush M. 1987b. Biochemical genetic variation in geographic isolates of African and
Asian lions. Natl. Geog Res 3:114-124.

Commito JA, Boncavage EM. 1989. Suspension feeders and coexisting infauna: An
enhancement counterexample. J Exp Marine Biol Ecol 125:33-42.

Rossi AMK, Hirschhorn RR. 1991. Expression of growth-regulated genes in normal and
SV40-transformed hamster fibroblasts. J Cell Biochem 47:165-173.

White J, Boyd AL, Carter S, Ozer H. 1992. Cooperativity of SV40 T antigen and RAS in
progressive stages of transformation of human fibroblasts. Exp Cell Res 203:157-163.

Book Chapter:

Vessey SH, Meikle DB. 1984. Free-living rhesus monkeys: Adult male interactions
with infants and juveniles. In: Taub D, editor. Primate Paternalism. New York: Van
Nostrand Reinhold Company, Inc. p 113-126.

Boyd A, Glaser R. 1987. Mapping EBV early antigens in human cells after

microinjection of subgenomic DNA clones. In: Levine P, Glaser R, editors. Epstein-Barr
and Human Diseases. Clifton, NJ: Humana Press. p 145-149.

References:

1. Council of Biology Editors. 1994 .CBE Style Manual (6th Ed.). New York:
Cambridge University Press.



This is a sample from a Computer Science project:

REFERENCES

1. The LOCO-I Lossless Image Compression Algorithm: Principals and
Standardization into JPEG-LS, in HP Publication No. HPL-98-193R1.

1998, Hewlett Packard: Palo Alto, CA.
2. Advameg, 1., JPEG image compression FAQ. 1999.

3. Cruz, D.S., et al., The JPEG-2000 stili image compression. 2001,

Joint Photographic Experts Group: VVancouver, 8C, Canada.

4. Gurzick, D. and W.R. Ford. Using Pattern Reduction to
Accommodate Variability of Expression in Natural Language

Processing. in AVIOS 2006. 2006: Applied Voice Input Output Society.

5. Howard, P.G., The design and analysis of efficient lossless data
compression systems, in Computer Science. 1993, Brown University:

Providence, RI.

6. Huffman, D., A Method for the Construction of Minimum

Redundancy Codes. Proc. IRE, 1952. 40(9).
7. Kapoor, D., The.div loss less image compression algorithm.

8. m.a.goldburg, et al., Application of wavelet compression to

digitized radiographs. 1995.



APPENDICES

Copyright Letter Example

Date

Holder of Copyright
Street Address
City, State Zip

Dear Holder of Copyright:
I am a graduate student in the Biomedical Science or Computer Science Master's degree
program at Hood College in Frederick Maryland. My project is . lam

requesting permission to include in my project the following material:

(Include all relevant information about your request: title, page numbers, year of
publication, etc.)

If permission is granted, proper acknowledgement and credit will be incorporated in the
document.

Sincerely,

Your Name
Contact Information



Sample Title Page
THE IMPACT OF A 10% SALARY INCREASE AT HOOD COLLEGE UPON
THE ECONOMY OF FREDERICK COUNTY, MARYLAND
by
Marjorie Smith
B.A. (University of Maryland) 1983
Field Work Project or Mock Grant Proposal or Software Engineering Project
Submitted in partial satisfaction of the requirements
for the degree of
MASTER OF SCIENCE
in
BIOMEDICAL Science OR COMPUTER SCIENCE
in the
GRADUATE SCHOOL
of

HOOD COLLEGE

May 2009
Accepted:
(Type Name) (Type Name)
Committee Member Director, Biomedical Science Program

(Type Name)
Committee Member

Allen P. Flora, Ph.D.
Dean of the Graduate School

(Type Name)
Thesis Adviser



Title Page Signature Guidelines

Names of the individuals signing the title page should be typed in the space below their
signature line, above their title.

HOOD COLLEGE BENEFICIAL-HODSON LIBRARY

Instructions for Binding

The following procedures apply to Masters’ Theses, BMS Mock Grant Proposals, BMS
Masters Field Work Projects, and Computer Science projects, all of which are to be
submitted to the Hood College Library for binding. A minimum of two copies (one for
permanent storage in the Library, and one for the originating Department) will be
submitted for binding, and should conform to the guidelines enumerated below.

All pages must have at least 1 % inch left margins, and 1 inch upper, bottom, and right
margins. These are minimum figures. Photocopies should have the same margins as
originals. When making photocopies, special care should be taken when placing the
original on the machine so that copies are neither off center nor out of alignment.

Page sequences should be correct and verified. The bindery will not correct pagination
errors. Pagination should be uniform and consecutive, i.e., all preliminary pages should
appear in Roman numerals in one sequence, and beginning with the title page (which is
“page 1,” but is not numbered), all content pages should appear in Arabic numerals in
one sequence. If folded pages are included, then these should be folded at least one inch
from the right margin to prevent their being cut during the trimming process at the
bindery.

Supplementary materials, such as separate electronic disks or large maps or charts that
are not to be bound into the finished “book,” should be accompanied by an explanation of
how they will be used in relation to the project. E.g., an accompanying CD with raw
statistical data might have a note appended stating “Raw statistics, submitted as
supporting documentation.” This helps the Library, as it prepares the materials for the
bindery, to determine the best way for the bindery to incorporate these materials into the
book.

If photographs are included, they should be firmly glued to standard 8 1/2 inch x 11-inch
pages, and should not move on the page when handled. Full-page photographs come out
of the bindery process best. Page protectors may NOT be used because they prevent
trimming.

Lightweight papers must be avoided, both for the original and for copies; 20-pound bond
paper is the minimum requirement. Paper should be “bright white” in color. Extraneous
decorations should not be added to any page. Only the text (which includes, as
applicable, charts, tables, illustrations, etc.) should appear on the pages.

The Library asks that the following procedures be observed:

e Projects ready for binding should be submitted to the Graduate Office in file
folders or a box to protect the pages. Please be sure that formatting guidelines



have been followed and that all necessary documentation accompanies your
submission. Upon receipt, projects will be forwarded to the Library Collection
Development Services Department. Binding orders are sent from the Library
when a minimum order has been accumulated, therefore, there may be a delay of
several months from submission to the Graduate Office until projects are shipped
to the bindery while the minimum number of items for binding is accumulated.

The Library will retain one original copy (with original signatures on the title
page), and the originating department will retain the second.

The author’s full name, address, telephone number and e-mail address should be
included with each copy to be bound.

The cost to the author for binding is $20.00 per copy. Multiple copies should be
pre-sorted into complete documents, so that each copy of your project has all of
the requisite elements in its proper place. Materials submitted to the Library go
out with the next bindery shipment and are usually returned to the Library within
five weeks of shipment. Payment for binding is to be made to the Graduate
School, and checks for binding should be made payable to Hood College.

Students should consider whether they will be in a position to pick up personal
copies from the library when the binding is completed. If not, they can request
that personal copies be mailed to them. There is a charge of $5.00 per copy for
this service. Mailing charges can be included in the total for binding services, so
only one check is necessary. As noted above, payment should be made to the
Graduate School, with checks payable to Hood College.

Upon receipt from the bindery, the Library's copy of the Master’s Project (Thesis,
Mock Grant Proposal, or Field Work Project,) is cataloged under author, title, and
appropriate subject entries. It is then shelved alphabetically by author's last name
in the Master’s Project section and is available for use only in the Library.

If the student has ordered additional personal copies of the thesis or project, he or
she will be notified by letter when the bound copies are received. It is expected
that the student will pick the materials up from the library upon notification.



