
	

SOKA	UNIVERSITY	INTERNATIONAL	LANGUAGE	EDUCATION	PROGRAM	HANDBOOK	

Overview	
Purpose	
The aim of this handbook is to bring together in one place the key information you will need 
to navigate a path to successful completion of your graduate degree in TESOL at Soka 
University. As with any document of this type, some regulations and procedures currently 
may be in the process of revision; thus, it is always a good idea to check with your advisor or 
the ILE Program Chair to verify details related to any important decisions you may need to 
make about your individual program of study. 
 
Features	
The main sections of the handbook are as follows: 
Admission	to	the	Program	
Program	Outline	
Scholarly	Project	Overview	
Degree	Progress	Milestones	
Program	Policies	and	Expectations	
Academic	Integrity	
Additional	Information	

Admission	to	the	Program	
Prerequisites	
You must hold an undergraduate degree from an accredited college, university, or 
professional school with a minimum GPA equivalent of B/B+. However, your major area of 
study at the undergraduate level does not necessarily have to be related to English, 
linguistics, or education. The main thing is that you have a strong desire to teach English to 
speakers of other languages. 
 
English	Test	Scores	
English is the language of instruction for all of the courses in the ILE Masters program at 
Soka University. Whether or not your first language is English, it is essential that you are 
able to keep up with lectures, course readings, and class discussion, as well as being able to 
write in English with ease and precision. 
The minimum test scores are as follows:  

• TOEFL	iBT	60	
• IELTS	5.0-5.5	

Program	Outline	
Overview	
The ILE TESOL Program at Soka University consists of three basic components: (1) 
coursework, (2) teaching practicum, and (3) scholarly project. The following section offers 
the basic information on each of these three components. 
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Coursework	
Overview	
The coursework for the ILE TESOL program includes four categories of courses: (1) Core 
Required Courses, (2) Required Research Electives, (3) Core Elective Courses, and (4) 
Elective Courses. The following chart shows how the individual courses fit these categories. 
It also indicates the typical semester by semester course distribution for students that begin 
their degree program in April. 
 
Core	Required	courses:		
All ILE students are required to complete all the Core Required classes, at slightly different 
times in their programs based on their entry date (April or September), and include: 
 
Major	Courses		

o Sociolinguistics and Education 
o Principles of Second Language Acquisition I 
o Principles of Second Language Acquisition II 
o Second Language Teaching Methodology I 
o Second Language Teaching Methodology II 
o Syllabus and Curriculum Design 
o Research Proposal Writing in the Social Sciences 

 
Practicum	in	TESOL	

o Practicum in TESOL I 
o Practicum in TESOL II 

 
Required	Research	Elective	
Research	Supervision	

o Research in TESOL  
o Teaching and Learning Project in TESOL 

 
Core	Elective	courses:		
All ILE students are required to complete three of four of these Core Elective courses. The 
courses are offered only once per academic year, and include:  

o Pedagogical English Grammar 
o Research Methods in Second Language Education 
o Language and Culture in EFL Education 
o Study of Communication (Pragmatics) 
o  

Specialization	Elective	Courses:		
All ILE students are required to complete three of seven of Specialization Elective courses, 
and include: 
  

o Writing Skills for Graduate Students 
o English for Academic / Specific Purposes (EAP / ESP)  
o Pedagogical Pronunciation 
o Technology and Second Language Acquisition 
o English for Secondary Education 
o Educational Philosophy 
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o Language Testing and Assessment 
o Special Topics in TESOL I 
o Special Topics in TESOL II 

 
An example course of study for an ILE student entering the program in April is similar to the 
outline of courses below. The courses included would be similar for students entering in 
April or September while the sequence of courses would be slightly different. For a current 
course plan, download a Course Map for the current academic year from the ILE Program 
website.  

Year	1:	First	Semester	

• Sociolinguistics and Education 
• Pedagogical English Grammar 
• Research Methods in Second Language Education 
• Educational Philosophy 
• Writing Skills for Graduate students (Elective, recommended) 

Year	1:	Second	Semester	

• Principles of Second Language Acquisition I 
• Second Language Teaching Methodology I 
• Syllabus and Curriculum Design 
• Language and Culture in EFL Education 

Year	2:	First	Semester	

• Principles of Second Language Acquisition II 
• Second Language Teaching Methodology II 
• Research Proposal Writing in the Social Sciences 
• English for Academic/Professional Purposes (EAP/ESP) 

Year	2:	Second	Semester	

• Practicum in TESOL I 
• Practicum in TESOL II 
• Language Testing and Assessment 
• Research in TESOL or Teaching and Learning Project in TESOL 
 
Additional	Notes	on	Elective	Courses	
ILE students are welcome to enroll in additional Core Elective or Specialization Elective 
courses during their program based on their academic interests. However, it should be noted 
that, while in theory, you may take elective courses at any time during your program, it is not 
realistic to do so during the fourth semester which must be dedicated primarily to writing 
your thesis and completing the teaching practicum. 
 
It should also be noted that “Writing Skills for Graduate Students” is strongly recommended 
for all ILE students during their first semester as all of the ILE courses contain a significant 
writing component.  
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Teaching	Practicum	
Overview	
The teaching practicum takes place during the second semester of the second year of your 
program. Each student must successfully fulfill this requirement to receive a degree. 
Moreover, the practicum can be said to be the meeting place of the various strands of study in 
the TESOL program in that this is where you put into practice the ideas and skills you have 
been developing during the previous three semesters of coursework. The practicum consists 
of two components: Practicum in TESOL I and Practicum in TESOL II. In the first of these 
courses you learn how to develop effective lesson plans and specific teaching activities. In 
the second, you and one or two of your peers do actual teaching under the supervision of a 
full-time faculty member in a communicative undergraduate English class. 
 
Timing	and	preparation	
No later than the beginning of the third semester of your program, you must make an 
appointment to talk with each of the practicum supervisors. This is a chance for you and the 
supervisors to get to know each other better, as well as for you to consider who you would 
like to work with. As a rule, two to three students are assigned as a team to work with one 
practicum supervisor. 
 
Once you have spoken with each of the supervisors, you will create a prioritized list stating 
the supervisor and other students with whom you would like to work. After this information 
has been received, the TESOL Program Director will make assignments accordingly, 
negotiating any adjustments deemed necessary. 
 
Description	
Structure	
The teaching practicum offers you the opportunity to reflect on your own teaching 
philosophies and how you view the roles of the learner and curriculum. The practicum 
includes observing, co-teaching, receiving supervision and feedback, and developing content- 
and level-appropriate activities and lesson plans. 
 
Regulations	
Please consult with your practicum supervisor for specific information regarding his or her 
expectations, procedures, and so forth. 
 
Scholarly	Project	
General	Description	
This component of the ILE program can be fulfilled by successfully completing either a 
Research Thesis (RT) or a Teaching and Learning Project (TLP). The RT option follows a 
standard research paradigm based on the principles and methods of a quantitative, qualitative, 
or mixed-method research design. The TLP takes the form of a curriculum and materials 
design project which includes an extensive literature review and needs-analysis prior to 
beginning the curriculum design component. Please keep in mind that the TLP option is no 
less academically rigorous than the RT option. The decision of which type of scholarly 
project to undertake should be made only after carefully considering your personal academic 
background and interests, as well as your future career goals. In addition, it is imperative that 
you consult with your advisor and other faculty members in the ILE program before making a 
final decision. 
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Committee	Formation	and	Composition	
In addition to an advisor who serves as the chair of your thesis committee, two additional 
faculty members will serve on your committee. The process of selecting your advisor and 
committee members is described below. 
 
Selecting	an	Advisor	
Overview	
Along with choosing the type of scholarly project you will undertake and the topic it will 
explore, selecting the person who will serve as your advisor is among the most important 
decisions you will make during the first year in the ILE program. Furthermore, these 
decisions are related in two fundamental ways: (1) your advisor should be knowledgeable in 
the area of second language education you plan to explore, and (2) he or she should also be 
sympathetic to the type of project you plan to undertake. 
 
Getting	started	
During your first semester of study, the ILE Program Chair serves as a provisional advisor 
for each student to insure you are registered for a proper slate of classes. From the second 
semester, you will select an advisor who will serve as the chair of your thesis committee, as 
well as be your academic advisor for the remainder of the time you spend in the program. 
 
Selection	process	
Around the first week of June (for spring cohorts) or the first week of November (for autumn 
cohorts), you will make an appointment for an interview with each of the instructors in the 
ILE program who serve as thesis advisors for a Research Thesis or Teaching and Learning 
Project include Edwin Aloiau, Kazuko Fujimoto, Valerie Hansford, Lary MacDonald, Steven 
Morgan, Hideo Ozaki, and Richmond Stroupe. Valerie Hansford and Steven Morgan oversee 
only Teaching and Learning Projects. 
 
The	interview	
During the interview you will be asked to describe some possible topics that you might be 
interested in investigating, as well as the type of project you would like to undertake. By 
having to explain your proposal several times within a few days, and answering each 
professor’s questions about it, students often find this to be the point at which their topic first 
takes shape. Moreover, it is a chance for you and a prospective advisor to get a sense of how 
compatible you are in terms of interpersonal communication styles. 
  
Follow-up	
After completing all of the interviews, you will be asked to send the ILE Program Chair your 
first, second, and third choices for an advisor, and the assignments are generally announced 
the following week. After that, you are responsible for inviting two additional faculty 
members to serve on the committee. All full-time, core ILE faculty members are able to sit 
on committees. In addition, with the approval of your advisor and the university, qualified 
faculty member from outside of the university can also be selected as committee members. 
Please discuss details of this process with your advisor or the ILE Program Chair. 
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Selecting	additional	committee	members	
In addition to your advisor who also serves as the chair of your committee, you must invite 
two additional members of the ILE faculty to serve on your committee. Make certain that you 
can describe succinctly the way in which you believe he or she will contribute to your 
project. Once you have received the consent of your full committee, your advisor will 
forward this information to the ILE Program Chair. (Note: In some cases it is possible to 
include a committee member from outside Soka University. Please discuss this matter with 
your advisor.) 
 
Nature	of	the	Documents	
Research	Thesis	(RT)	
Students who choose the research-oriented track work with and advisor on the development 
of a formal research proposal and carry out that research under the supervision of 
experienced faculty members. The research project culminates in the writing of a formal 
thesis that presents your research project in written form and will ordinarily include the 
following five chapters: 
 

I. Introduction 
II. Review of the Literature 

III. Methods 
IV. Results (or Findings) 
V. Discussion 

 
Once again, your advisor will be the primary source of information on the particulars of 
writing the thesis. During the writing process you can also rely on your other committee 
members as well as the instructor of the Academic Writing class for advice. 
 
Teaching	and	Learning	Project	(TLP)	
Students who choose a more practice-oriented track complete a Teaching and Learning 
Project in TESOL that includes an in-depth investigation of curricular issues, implementation 
of a needs assessment methodology, data collection, resulting data analysis, and development 
of innovative teaching materials and curricula. Please consult with your advisor for the 
components and structure of the summative document that documents your TLP. 
 
Document	formatting	
The RT or TLP, as well as most of the other papers written during your degree program, must 
follow the Publication Manual of the American Psychological Association (6th edition). It is 
highly recommended that you purchase either a hardcopy or electronic version of the English 
edition of this important reference book. Both the Graduate School and the ILE program 
provide style sheets that will determine the “house rules” to meet Soka University standards 
which are to be followed in conjunction with APA style when creating the final version of 
your RT or TLP. A copy of the ILE style sheet along with sample cover page, table of 
contents, and heading formats will be found in the Appendix at the end of this handbook. 
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Degree	Progress	
Important	Paperwork	

Year 1 and Year 2 
 

Month 
Document Action / Recipient April 

Entry 
September 

Entry 
April and 

Sept 
Sept and 

April Registration Forms  to be signed by your advisor at the 
beginning of each semester 

April Sept Research Advising Planning 
Sheet 

to be signed by your advisor at the 
beginning of each academic year 

 
Year 2 / Semester 1 

 

June Dec Institutional Review Board 
Forms 

regarding approval of your 
research plan and ethics in research 

June Dec Abstracts and Research Plan for 
Research Thesis 

to be signed by your advisor and 
sent to Academic Affairs Office 

--- Dec (optional) Conference 
Presentation Abstract Proposal 

to JALT (Japan Association for 
Language Teaching) regional 
conferences 

July Jan Scholarly Project Proposal  to advisor and committee members 

--- Jan / Feb (optional) Conference 
Presentation Abstract Proposal 

to MELTA (Malaysia English 
Language Teaching Association) 
International Conference 

 
Year 2 / Semester 2 

 

Sep --- (optional) Conference 
Presentation Abstract Proposal 

to Cambodia TESOL International 
Conference 

Sep April Abstracts and Research Plan for 
Teaching and Learning Project 

to be signed by your advisor and 
sent to Academic Affairs Office 

Oct / Nov June 

Abstract, handout, and 
PowerPoint for Graduate 
Student Presentations (in early 
December) 

to advisor 

Dec June Final Draft to advisor and committee members 

Jan July Completed document 
to Academic Affairs Office, to 
advisor and committee members 
for defense meeting 

Feb July Final revisions 
 
to Academic Affairs Office 
 

	
Graduation	Deadlines	
Please refer to the current Graduate School Handbook for the exact dates for the year in 
which you will graduate. 
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Program	Policies	&	Expectations	
Policies	
Course	load	
In order to successfully complete the ILE graduate program within the recommended two-
year time frame, you must be prepared to have sufficient time to take a minimum of four 
courses (eight credits) per semester. The exact sequence of courses will depend on whether 
you have taken the April or September option for the startup of your program of study. For 
the first semester, the ILE Program Chair will make certain that you are registered for a full 
slate of courses based on the time of year you are beginning your program, and the courses 
being offered that term. From the second semester of your program, it is your responsibility 
to consult with your advisor to make certain you are registered for the number and type 
classes required for graduation. 
   
Leaves	of	absence	
Under certain circumstances related to health, finances, family, or personal matters, students 
enrolled in the ILE Program may apply for a leave of absence for one or two semesters. This 
decision should be made in consultation with your advisor and the ILE Program Chair. The 
forms to request a leave of absence from the program are available from the Graduate School 
Office. 
 
Expectations		
Class	Attendance	
Being accepted as a graduate student in a two-year Master’s program implies certain 
responsibilities that you may not have experienced in your undergraduate studies. Among 
these is the obligation to attend every class meeting of each course for which you are 
registered. Since many of you come to the ILE graduate program with undergraduate degrees 
in fields other than TESOL, linguistics, or education, much of the subject matter covered in 
your courses will be covering entirely new ground. 
 
The consequence of missing a single class can be to put you in the position of missing a 
major set of concepts and/or skills that will be essential to the successful completion of your 
thesis and becoming an effective language teacher. For any ILE graduate course, an 
attendance rate lower than 70% will result in a grade of “N”, representing No Credit, for the 
course, and you will be required to enroll in that course again the next time it is offered (or a 
similar course in the case of an elective course that fulfills the requirement) prior to your 
graduation. However, please note the attendance policy in each individual class: some ILE 
faculty members have instituted higher expectations and minimums of attendance in their 
particular course. It is the responsibility of each student to be aware of and meet these 
requirements in each class. 
 
Class	preparedness	&	participation	
In addition to class attendance, it is paramount that you spend sufficient time and effort to be 
well-prepared for each class. Even if English is your first (or almost first) language, that is no 
guarantee that you can “wing it” in class without having studied the assigned readings ahead 
of time, and then reviewing them afterwards. Taking effective notes before, during, and after 
class is one of the surest ways to master some of the rather complex concepts that most of 
you will be meeting for the first time. 
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Timeliness	of	homework	
The third aspect of this triad of expectations is that you do your absolute best to complete and 
submit assignments, both major and minor, in a timely manner. The fact that there are only 
fifteen class meetings per semester for each course means that it is of the utmost importance 
for assignments to be received and returned in a certain sequence and according to the 
prescribed timeline. The fact that there are only fifteen class meetings per semester for each 
course means that it is of the utmost importance for assignments to be received and returned 
in a certain sequence and according to the prescribed timeline. Depending on the policy of 
individual faculty members, late assignments may not be accepted, or may be accepted with a 
significant decrease in the grade, which may in turn affect your overall grade for the course. 
Repeated late submission of assignments, or not submitting assignments, can result in a grade 
of "N", representing No Credit, for the course, and you will be required to enroll in that 
course again the next time it is offered (or similar course in the case of an elective course that 
fulfills the requirement) prior to your graduation. 
   
Making	and	keeping	appointments	with	faculty	members	
One final word: all of our graduate faculty members are dedicated to taking the time to assist 
each one of our students in every way possible to be successful in their studies. However, 
each of the ILE program faculty members has a demanding teaching load of both graduate 
and undergraduate classes in addition to administrative responsibilities and other professional 
activities such as research. Remember this fact when making appointments for one-on-one 
conferences during their office hours. Be certain to show up on time, and to cancel an 
appointment only in cases of truly unavoidable circumstances.  

Academic	Integrity	
Plagiarism	
General	Remarks	
What exactly is plagiarism, and what can be done to prevent it? The following information is 
offered as a way to help you understand more about this serious matter. 
 
Types	
Intentional	
The situation that most of us think of when we hear the “p-word” is that someone has simply 
copied in whole or in part the exact words of another writer and then tried to pass it off as his 
or her own work. This type of plagiarism is rather simple to understand, and represents a 
devious, selfish act of out-and-out intellectual theft. It also applies to the appropriation of 
ideas and/or data that rightfully belong to others (whether individual researchers, 
organizations, or other students) and then claiming or implying that the ideas etc. is your 
original work. 
 
An act that falls under the category of intentional plagiarism is that of submitting a paper, or 
portion of a paper, that has been ghostwritten by another person whether or not any money 
has changed hands, and whether or not the original writer is aware of your plan to submit it as 
your own work. In short, intentional plagiarism is willingly and knowingly representing 
someone else’s writing as your own, and it is not tolerated in any form at Soka University, 
either within or without the ILE program. 
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Inadvertent	
The classic cases of intentional plagiarism outlined above are fortunately rather rare. The 
more common situations fall into a category that can be called inadvertent plagiarism. Rather 
than being the result of a desire to reap the benefits of academic research and/or writing 
without putting in the hard work, inadvertent or unintentional plagiarism usually comes from 
someone not following the accepted protocols for citation and documentation of sources. 
Moreover, though the reasons for improper documentation may be several—lack of 
information, lack of understanding, carelessness, undue haste—the outcome is the same: the 
author has represented someone else’s work as his or her own. Thus, the end result is the 
same as plagiarism done intentionally and is equally unacceptable in the eyes of the academic 
community. 
 
Self-plagiarism	
Self-plagiarism is a term used to describe the situation when someone has “recycled” an 
entire paper or substantial portions of a paper that have been submitted previously for credit 
in another class, or has previously been published in another journal. It should be noted that 
this is not the same as using the same set of original data derived from a research project as 
the basis of different papers. 
 
Consequences	
Warning	&	reparation	
In most cases, when a professor alerts you that an assignment you have turned in contains 
uncited text, ideas, media, etc. taken from another source, you will be given a warning and a 
chance to make reparation. However, the burden of proof falls with you the student to 
demonstrate that this incident of plagiarism was unintentional. If you are ever in doubt as to 
whether something you have written could be considered plagiarized, ask your instructor 
prior to handing in the assignment. 
 
Failure	
In cases where the occurrence of plagiarism seems to have been intentional, or the result of 
carelessness with regard to citation practice, you will most likely fail the assignment. If 
further infringements of this type can result in your failing the entire course. 
 
Expulsion	
In extremely rare cases in which a student has systematically and intentionally used the 
words, ideas, scholarly or creative work that is not their own may be subject to expulsion 
from the university. 
                                                                                                                                                                                                                  
Prevention	
General	guidelines	
As with many things in life, the best cure for the problem of plagiarism is to prevent it from 
happening in the first place. There are three situations in which plagiarism most often occurs: 
(1) when making direct and indirect quotations, (2) when paraphrasing, and (3) when 
referring to the ideas of others. These and other techniques are studied extensively in the 
Academic Writing course. Additionally, the Online Writing Lab (OWL) at Purdue University 
offers an excellent starting point for understanding and preventing plagiarism: 
https://owl.english.purdue.edu/owl/resource/589/1/ 
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Using	proper	citation	style	
Direct	and	indirect	quotations	
Making a direct quotation is a simple way to include the words of another writer and indicate 
which portion of the text belongs to them, and which belongs to you. 

Example	
According to Palladino and Wade (2010), “a flexible mind is a healthy mind” (p. 147). 
 

Indirect	quotations:	Paraphrasing	
When making an indirect quotation, you do not use quotation marks and the original words 
are adapted through the technique of paraphrasing. 

Example	
According to Palladino and Wade (2010), flexibility of mind is one of the keys to good 
mental health (p. 147). 
 

Ideas	
When ideas or concepts are attributed to a particular individual, you should also give a proper 
citation. 

Example	
One of Carl Jung’s greatest contributions to the field of psychology was his concept of 
the collective unconscious (Jung, 1996, p. 43). 

 
Computer	tools	
Plagiarism	detection	software	
A number of free and paid services are available that help students (and teachers) to scan 
papers for potential cases of plagiarism, often referred to as “unoriginal material”. Some of 
the programs also include extensive spelling, grammar check, and even writing coaching 
functions as well. Please check with the instructor of the Academic Writing class for 
information on how to gain affordable access to one of these services. 
   
Copyrighted	Material	
The use of copyrighted material such as photos, audio files, music, computer programs, 
artistic or literary works in your papers, presentations, or thesis must be handled in a legal 
and ethical manner. The concept of “fair use” as it is known in North America and Europe is 
still evolving in Japanese copyright law. If you have any questions, please consult the 
instructor of your course, or your advisor. Also, the website of CRIC (Copyright Research 
Information Center) is a useful resource. http://www.cric.or.jp/english/clj/cl2.html 
 
Informed	Consent	
It is a standard operating procedure for researchers of all types to request participants to sign 
a statement that they understand such issues as anonymity and liability. In the case of 
research done with participants under the age of 21, you must secure the written consent of 
their parents or legal guardians. If you plan to give a presentation at an international 
conference or submit your writing for publication, it is absolutely necessary to have 
documentation that you followed proper informed consent protocols. The university has strict 
requirements and standard procedures for all research conducted inside or outside the 
university, including research or data collection for theses or teaching and learning projects 
that can be found in the Graduate Schools Handbook. For additional information and 
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assistance in interpreting these requirements, please consult with your advisor and the 
instructor for the Research and Proposal Writing in the Social Sciences course. 
 
The university has also instituted a Research Ethics Education module that must be 
completed within the first year of your program of study. Please consult with your advisor on 
the procedures for fulfilling this requirement. 

Additional	Information	
Visiting	Scholar	Program	
Beginning fall term 2016, the ILE: TESOL program will inaugurate a new Visiting Faculty 
Member Program. Through this initiative, internationally known scholars and practitioners in 
the field of second language education will be invited to spend a semester at Soka University, 
usually teaching an elective course related to their areas of specialization. It is highly 
recommended that you avail yourself of the opportunity to take at least one elective course 
with these world-class scholars and practitioners. 
 
Conference	Presentation	Opportunities	
Due to ongoing relations between Soka University’s ILE program and regional TESOL 
organizations in Cambodia and Thailand, our graduate students are often able to give 
presentations at the annual CamTESOL and ThaiTESOL conferences. For more in formation 
on these opportunities, please consult with the ILE Program Chair. 
The university provides subsidies for travel expenses to attend these conferences if you are 
selected to give a presentation by the sponsoring organization. Please check the Graduate 
School Handbook for further information. 
 
Assistant	Lecturer	Positions	
Each year a limited number of Assistant Lecturer positions are available for students who 
have just graduated from the ILE program. These positions are normally offered as a yearly 
renewable contract for a maximum of three years. In essence, the AL positions are an entry 
level job teaching a set number of undergraduate English classes per semester. There are 
obviously fewer vacancies every year than graduates, so everyone is not guaranteed a place in 
this program. If you are interested in knowing more about these positions, please discuss the 
matter with your advisor and the ILE Program Chair.   
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Appendices	
1. Document Specifications for the Research Thesis and Teaching and Learning Project 

	
  

ILE: TESOL Teaching and Learning Projects (TLPs) and the Research Thesis (RT): 
Word and Page Requirements 

1.  Choose one of the four font and sizes (Margins of 1” on all sides of the text): 

Font Size Approximate number of words 

per page 

Approximate number of lines 

per page 

Times New Roman 11.5 357 25 

Century 11 322 25 

Century 10.5 344 26 

Calibi 11 345 24 

 

2.  Total number of pages is a guide; Emphasis should be placed on the number of words (as is the practice at the 

university). 

3.  In all cases, relevant formatting guidelines as stated in the most recent version of the APA Publication Manual should 

be followed: 

American Psychological Association. (2010). Publication manual of the American Psychological Association (6
th

 

ed.) Washington, DC: American Psychological Association. 

4.  Any questions regarding formatting should be addressed to the advisor or Program Chair. 

5.  In case of a conflict in referencing guidelines, Soka University regulations and requirements should be followed in all 

cases. 

 

Specific guidelines for Teaching and Learning Projects 

x 14-18,000 words, not including References / Appendices 

x 40-50 pages text, not including References / Appendices 

x Assumption of 4 - 10 pages of supporting material per week for 15 week designed course, included in the 

Appendices (Assuming two 90 minute periods) 

x Assumption of 2 - 5 pages of supporting material per week for 30 week designed supplemental materials, 

included in the Appendices 

x Total: min 100 - max 200 pages (including References / Appendices) 

 

Specific guidelines for Research Thesis 

x 17,000 – 25,000 words, not including References / Appendices 

x 50 – 70 pages text, not including References / Appendices 

x Assumption of Appendices included 

x Total: min 60 pages ~ (including References / Appendices) 

 

 
Revised RS_2011_06_13 



	
Page	14	

	

	 	SGM	2016.9.12	
	

2. Sample Title Page	

	
  

The Change of Mark Twain's View of Animals

-The Influence of Charles Darwin- 
t

A Thesis

Presented to

The Graduate School of Letters

Soka University

In Partial FulfiIlment

of the Requirements for the Degree

Master of Arts

by

06M1102

Kobayashi Taeko

January 2008
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3. Sample Table of Contents	

	
  

Table of Contents: Example 
 
 
This is how your Table of Contents (TOC) should look after it’s printed.   

x Your TOC should be the last item that you develop for your Research Project (so that all the pages 
numbers are set and do not have to be changed later). If you make any changes to your Research 
Project, be sure and go back and make sure the changes have not affected the page numbers, and 
make sure that the page numbers listed in the TOC match those of the pages in your Research project. 

x You should use a different file from the rest of your Research Project, so that numbering the TOC 
pages is easier.   
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4. Heading Formatting	

	
 
 
 
 
  

Heading Formatting: ILE Research Thesis and Teaching and Learning Projects 
 
The heading formatting for ILE Research Thesis and Teaching and Learning Projects is adapted from the 
APA Publication Manual, 6th edition. Please note the following examples and descriptions: 
 

Level One Heading (Times New Roman, 11.5 pt., bold, centered) 

The headings for ILE Research Theses and Teaching and Learning Projects are adapted from the 

APA Publication Manual, 6th edition; however, there are some differences. Capitalize the first letter of 

all words which have four letters or more or are proper names for the title and tables as well as Level 1 

and Level 2 headings. The first letter of articles, prepositions, and conjunctions of three letters or less 

should be in lowercase. This heading format should be used for the Introduction, Literature Review, 

Methodology, Results, Discussion, Conclusion, etc. Skip a line before Level Two Headings. 

 

Level Two Heading (Times New Roman, 11.5 pt., bold, indented, left)  

Please avoid the use of the first person (I, we, me, us, my, our). The example here is formatted in 

Times New Roman 11.5, but the same formatting can be used with any of the four font styles / sizes 

outlined in the handout: ILE: TESOL Teaching and Learning Projects (TLPs) and the Research Thesis (RT): 

Word and Page Requirements. Do not skip a line before Level Three Headings. 

Level three heading (Times New Roman, 11.5 pt., bold, indented, left, beginning of the 

paragraph).  Level 3 and Level 4 headings should be written in sentence case: Only the first letter of the 

first word, proper nouns, and the first word following a colon are capitalized. These two level headings 

end with a period; the paragraph follows after two spaces. Do not skip a line before Level Four Headings. 

Level four heading (Times New Roman, 11.5 pt., bold, italics, indented left, beginning of the 

paragraph). Level 4 headings are similar to Level 3 headings, but additionally they are in italics. Level 4 

headings should be written in sentence case: Only the first letter of the first word, proper nouns, and 

the first word following a colon are capitalized. These two level headings end with a period; the 

paragraph follows after two spaces. Use no more than 4 levels of headings. Do not number headings. 



	
Page	17	

	

	 	SGM	2016.9.12	
	

NOTES 


