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SYLLABUS

ORLD 490 Course Pack

Copyright © 2009 by
Biola University

""Leadership is constantly changing, and survivors learn to change with it."

"Yesterday, natural resources defined power. Today, knowledge is power.
Yesterday, leaders commanded and controlled. Today, leaders empower and
coach. Yesterday, leaders were warriors. Today, they are facilitators.
Yesterday, managers directed. Today, managers delegate. Yesterday,

supervisors flourished. Today, supervisors vanish."

Dr. Denis Waitley, The Toastmaster, December 2000.
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ORLD 490 - Research Project
Research of Organizational Leadership and Change

OVERVIEW

Course Goal:

Students will learn how to conduct research and present the findings by utilizing a
structured guideline (APA'S Edition). This course will intrduce students to research

that links biblical studies with secular practices. Students will focus on one specific
aspect of leadership and identify three interrelated behavioral characteristics/principles.

LEARNING OUTCOMES
Students will understand maj@adership theories and practices:
o Increased knowledge in the specific area of leadership.
o Value research on leaderOs ability to effect change.
o Apply analytical skills.
o Integrate biblical truth with secular literature.

Students will be able to apply bitédl knowledge to a leadership issue:
o Integrating biblical truth to redife situations.
o Applying critical Christian thinking to a leadership issue.
o Develop an observational action plan, based on Christian values, logic and
integrity.

Students will demastrate college level writing skills as measured by the BOLD
ProgramOs Writing Competency Guide:
o Demonstrate the ability to think critically through effective writing and oral
communication.
o Develop a well organized written manuscript that reflects bagermediate, or
advanced writing skills.
o Exhibit the writerOs ability to use language effectively and construct sentences
appropriately.

Students will demonstrate public speaking competency as measured by the Oral
Presentation Guide:
o Prepare and deliverfare-minute presentation on the findings of this study.
o Develop basic speaking skills by effectively articulating findings.
o Demonstrate proper usage of visual aids.



Prior to Session One

Read Cours@ack.

Download and view the PowerPoint Pres¢ion:
<http://www.biola.edu/academics/professiestidies/bold/current_students/>

Purchas®Undergraduate Writing Guide: Writing Tools for the Adult Student
(APA 5 Edition),available on Amazon.com.
Pre-select a research topic from the list on page 15,
linked to the leader you plan to observe during this research module.

Research Project 490 ORLD course will be presented in the following format:
Session One (in class) * on-time attendance Date:

Presentation ahe course expectations, specifically chapters one and two.
Preparatory discussion of the Oral Presentation.
Write the first draft of chapter one in class.

Session Two (via email) Progress Report Date:

** Email thedraft of chapter one to eactsubgroup member; cc Faculty.
possible

Session Three (in class) * on-time attendance Date:

** Email chapters 1-2 (draft), including reference pages.
possible- Faculty edit.

Discuss and plan chapter$3

Discuss the preparation for OObserving the Leader in Action.O

Process expectations for the Oral Presentations.

Session Four (via email) Date:

** Email revisedchapters 1-2, plus draft ofchapters 3-4.
possible- Faculty edit.

Session Five (in class) * on-time attendance Date:

Oral presentations of the projects and findings.
possible

** E-mail Final Project prior to class time.
possible- Faculty graded.

*Attendance points are awarded based on arriving on time (6 pm).
**E-mails are due prior to 6 pm (PDT) each designated date.
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GRADING STANDARDS

The Research Project is a significant accomplishment and demonstrates proficiency in
research and writing. The project will be edited and returned to the student
electronically. For this reason, students must have access to a computer with a
compatible software package, i.e., Microsoft Word 98 or a more recent version, plus

an email account. Each Education Center has computers available for use.

Assignments must be submitted electronically by 6:00 pm on teeldat Late work

will be not accepted. The instructor must approve exceptions to this policy before the
due date. (See Student Handbook: Academic Policies and Procedures, Attendance and
Coursework Expectations at;
<http:/www.biola.edu/academics/professlstudies/bold/current_students/handbook>

POSSIBLE ACCUMULATED POINTS GRADING SCALE
Class attendance 20 10095 = A 7674 = C
Edit submissions 20 9490 = A- 7370 = C-
Oral presentation 10 8987 = B+ 6968 = D+
Final documen 50 8684 =B 67-65 = D
Total points possible 100 8380 = B- 64-63 = D-
(2 bonus pts. for reading syllabus and viewing 7977 = C+ 620 = F

PowerPoinfprior to session one

Grading Standards for Written Work: Biola University desires to maintain theghest
standards with respect to the composition of all written work. As a result, any student
paper exhibiting poor grammar, spelling errors, typographical errors, or other substandard
academic expression shall have the overall grade for that paperdedecedingly.

Generally, this project will be deemed substandard and ineligible to receive an OAO grade
when it averages three or more compositional errors per page. Students needing
assistance in writing skills are encouraged to contact the Biotm@/Genter at (562)
903-4826.

The final manuscript will be no less than 15 pages, and no more than 30 pages of written material.

Students desiring accommodations on the basis of phyisiaating or psychological
disability for this class are to contact Disability Services. Disability Services is located
Learning Center (upstairs in the Biola Library) and can be reached by calling 562.906.
extension 4542 from on campus.

Disability Assistance

Research Project 490, Biola University
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RESEARCH PROJECT MODEL OVERVIEW

Chapter 1 Statement and dgeription of leadership and change:
What are the current leadership issues?

Chapter 2 Survey of norChristian literature:
A study of the leadership issue, documenting how secular
literature describes specific behavioral characteristics.

Chapter 3 Survey of Biblical Literature and conclusions:
How the Bible and Christian commentary authors help understand the
leadership issue from a Scriptural basis.

Chapter 4 A plan for observing a leader:
In light of the above, what specific stepslwlile researcher implement to
observe the designated leader in action?

Chapter 5 Conclusions and recommendations:
What are the conclusions and findings of this study, and recommendations
for further study?

AppendicesPresentation of raw teand supporting documents

The Research Model

This model starts with a research statement and usually ends up with another research
statement. So you might say research is always going around in circles.

Research statement (Leadership and Change)
Literature search
Study analysis and conclusions

The Research (Thesis) Statement
Forming a research statement is the first step in the research process. After all, the

purpose of research is to find answers. Start with a statement that is capable of
suppoting a leaderOs ability to create change and is worth addressing.

Research Project 490, Biola University
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Empirical Research

Empirical research is based on observations. When scientists use the empirical approach,
they strive to avoid misleading results and poor interpretations. The Heynpthis is
found in thewhy, who, andhow.

¥ The question ofvhy establishes the need for the study.

¥ The question ofvho establishes from whom the data will be collected.

¥ The question ofiowdetermines the method used to collect the data.
Four Major Souces of Research Ideas

There are four major sources of research ideas: intuition, theory, existing research, and
personal experience.

Intuition.
Common sense, like an informal theory, gives us general rules from which we can
deduce a specific hypothesihese hypotheses help us understand the world and
predict what will happen next.

Deduction is applying a general rule to a specific situation.
Theory.
Using theory to generate a research idea has some advantages. First, a theory tends to
be more internly consistent than common sense. A theory usually does not
contradict itself, but common sense often does. Second, theories tend to be more
consistent than common sense with existing facts. Third, theories are not restricted to
making common sense atiitively obvious predictions.

To be useful in generating research ideas, a theory must make a prediction that can be
verified through objective observation. Consider the statement OIf you live a good

life, you will go to heaven.O Although this isragiction about future events, it

cannot be scientifically tested; because we cannot find any observable, physical
evidence that would help us determine whether a person has gone to heaven.

Existing research.

The third major source of research ideas isteg research. You can find a study

that interests you and conduct either an exact replication of that study or a conceptual
replication. A conceptual replication repeats the study with a different group of
subjects, a different measure of the varigpte a different research method.

Personal experience.

Possibly the best source for a research project is your own personal experience.
Examine the organizations where you work and volunteer in relation to the leaderOs
influence on change. Is there agtion you have wondered about? Is there a
problem that needs a solution? Is that organization operating at peak performance?

Research Project 490, Biola University
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11
s it missing opportunities? Organizational issues do not occur spontarié thesjy
have a history. Lack of training, lackioterest, too much interest, etc., can cause
problems.

Literature Search

Most research does not exist in a vacuum. Rather, it is reported in literature, reviewed
and evaluated by people in the field, and used by all kinds of people as a source of

information. The goal is for your research project to become part of the huge volume of
information available to the public. A library research guide is available to you at each of

the Biola Educational Centers, which contains some very useful informatipriritng
or publishing with nofBiola University publishing firms.

Reasons to Conduct a Literature Seardte primary reason is to demonstrate that you
have a thorough command of the field you are studying. Here are some other good
reasons.

To experence the process of academic research

To provide a comprehensive and current literature review of the topic

To find operational definitions of your measures (variables)

To determine whether your study has already been conducted

To provide the basic ratioleafor your research

To see how your idea might contribute to existing knowledge

K K K K K K

Six Steps for a Successful Research Project

Define the leadership issue

The first step in any research project is to define the issue. If you do not know what

you are doking for, it is unlikely that you will find it. Answer the following
guestions before starting any research:

¥ What am | trying to accomplish?

¥ What information do | need?

¥ How much time and money do | have?

Understand the vocabulary of the leadershgues

Generate a list of key words and phrases to use as search terms. Learn the
vocabulary of your research area. If necessary, use dictionaries, encyclopedias,
textbooks, and handbooks.

Determine appropriate sources for your search
Select the comercial database, internet search engine, or consumer service that is
most likely to include the type of information you are looking for.

Create your search strategy statement
Using your keyword list and simple search logic, prepare your setatements.

Research Project 490, Biola University
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Library and online literature review
The effort expended in stepsdlwill minimize your search costs and maximize the
results of your search.

Refine your search
Remember, searching is interactive. You can greatly improve your seautis by
modifying your strategy as you go.

Research Project 490, Biola University
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CHAPTER ONE
Statement and Description of the Leadership Issue
Introduction

All chapters must include an introduction, which briefly introduces the reader to the
content that will be included in this chept

What is the area of leadership that will be addressed?

Chapter one of your project states the purpose and provides a description of the issue.
Review the history and background of the situation, and detail the scope and limits of
your project. Chgater one will identify the importance (significance) of the issue and
demonstrate your full knowledge of the setting (organizational or community) in which
the issue is researched.

Statement of the Leadership Issue (Thesis Statement)

Focus on one specific aspect of leadership that you desire to enhance your learning.

Almost all assignments, no matter how complicated, can be reduced to a single question.
Your first step, then, is to distill the assignment into a specific question. For example, this
reseach assignment is, OWrite a manuscript for Biola University explaining the potential
benefits of leadership impacting change.O Turn the request into a question like, OWhat
are the potential benefits of the leaderOs ability to initiate change?0 Aftavgchdsen

the question, your essay will answer this question. You are now prepared to compose
one or two complete sentences answering that question.

Example: Q: QWhat are the potential benefits of leadership and char]ge?(')
A: OThe potential benefits demaders impacting change . .. O
OR
A: OEmpowering leaders to impact change will improve . .. O

The answer to the question is the thesis statement for the essay.
Statement of Purpose
In one or two short paragraphs, state two issues as cleadgsiblp:
¥ The purpose of your project (what you hope to observe and document).
¥ How you intend to accomplish that purpose.
Describe the purpose in terms of measurable quantities. Think of the purpose as the goal

or overall objective of the project. Then mention, but do not discuss in detail, the means
for accomplishing the purpose.

Research Project 490, Biola University
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The Setting

In this section, briefly describe the organization or community in which the leader of
your project will be interviewed. Include such things as the geograpboedion, size in
terms of personnel or members, and the organization's purpose or type of business.

Describe in detail all the aspects of the issue as it relates to your organization or community.
Include symptoms, as well as the possible and mosaptelinderlying causes.

History and Background of the Situation

In describing the history of the leadership issue, state how long it has existed, how it has
changed over time, and what major events have influenced it. Describe the groups
involved in oraffected by the situation. Who are they? How many are involved, and in
which organizational unit or geographical location? Your leadership issue may be
widespread or have its own history outside your organization, but in this chapter you
should confing/ourself to the specified organization or community.

Scope of the Project

Clearly and specifically state the limits or scope of what you will be addressing in your
project. You may need to modify this section when you have completed your literature
review, because that information may cause you to change your $8epery

conscientious to include those aspects, which are important to the leadership issue, but
will not be addressed in the research study.

Importance of the Project

In this final sedbn, indicate why your project is important to the organization. Explain
what special or unique benefits will be derived from the project. Be specific in your
analysis, so the reader can immediately grasp why you consider this project important.
Do notdescribe the importance in national or global (macro) terms. Instead, limit your
focus to the setting you have identified (micro).

Conclusion

No new material should be expressed in the concllisiather a summary of the main
thoughts. Provide a onetwo paragraph synopsis of the content in this chapter.

Research Project 490, Biola University
Dr. Dean Kroeker



15
Possible Issues to Research

How the Leader Creates Effective Change

How Leaders Effectively Guide Through a Crisis

How the Leader Builds a Healthy Team

Leadership Team Development

Effecting Transfamational Institutional Change
Successful Habits of a Visionary Leader

How the Leader Motivates the Staff

Cultural Implications for Change

Facing the Futur®Change Process

Leadership Challenge: Getting Things Done in Organizations
The Art and Practice dhfluencing Organizational Change

KKK KKK KKK KK

Formatting Notes

Headings should follow the guidelines as presented in this course syllabus. Follow APA
formatting style see OFormatting the ProjectO at the end of this course pack.

Research Project 490, Biola University
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CHAPTER TWO
Survey of NorChrisian Literature
Introduction
Leadership Principle One
Leadership Principle Two
Leadership Principle Three
Conclusion
Suggested resources for your study:

Badaracco, J. (2002). Leading Quietly.Boston: Harvard Business School Press.

Bass, B. M. (1985). Leadership and Performance Beyond ExpectatioNsw York:
Free Press.

Cashman, K. (1998). Leadership from the Inside Outitah: Executive Excellence
Publishing.

Clinton, R. (1989). Leadership Emergence TheekySelfStudy Manual foAnalyzing
the Development of a Christian Lead@dissouri: Barnabas Publishing.

Hiebert, M., Klatt, B. (2001)The Encyclopedia of Leadership: A Practical Guide to
Popular Leadership Theories and Techniqudew York: McGrawHill.

Kouzes, J, Pawer, B. (2002).The Leadership Challengé&an Francisco: Joss®ass.

Lussier, R. (2003)Leadership: Theory Application, Skill Developme@hio: South
Western College Publishing.

Northhouse, P. (2004 Leadership: Theory and Practic@housan Oaks: Sage.

Pinto, J. (1998)Project Leadership; From Theory to PracticBennsylvania: Project
Management Institute.

Wren, J. (1995)The Leader®s Companidiew York: The Free Press.

Introduction

The outline for chapter two will be idendiicto that of chapter three and will use the same
three identified leadership principles (characteristic behavior) as headings.

Begin chapters two and three with a brief introduction. A good introductory paragraph
briefly mentions the principles, as aywaf acquainting the reader with the issue. Do not
include new information or quotations hirpist give a brief introduction!

Body

In chapter two, focus on one specific aspect of leadership and determine behavioral
principles that relate to it. You niuglentify a minimum of three leadership

principles (behavioral characteristics) in chapter two and use them as the outline.
The principles should be written as a declarative sentence.

Research Project 490, Biola University
Dr. Dean Kroeker



17

(These same principles will also be the focus and outline for chiapeer)

NOTE: A principle is an idea, concept, characteristic, or theory that seems to come up
over and over again as you do your research. If you read six different books on your
topic, and four of them mention the same behavioral principle, thislmbly a good
indicator to use as a leadership principle.

You will not know what the principles are until you begin the research, because the
principles will be defined by what you find through research. If that were not the case,
your principles wold be simply good ideas that are not backed up by solid expertise
you would end up trying to Oproof textO your ideas, which could skew the scholarly
information on the subject.

Example: You are researching a new management program aimed at improving
both employee satisfaction and productivity. Research reveals that the leader has
tremendous influence on effecting change.

Your research may identify the following examples of key principles

¥ LeaderOs Influence on Change Principle Gmansformationaleaders
influence change by demonstrating a willingness to take risks.

¥ LeaderOs Influence on Change Principle Tivansformational leaders are
motivated to understand current culture.

¥ LeaderOs Influence on Change Principle ThFeansformational leaders
are lifelong learners.

This type of research is referred to as literature review. A literature review accomplishes
the following:

1. It places your project in a broader context and shows how it relates to earlier
approaches.

2. ltreveals the perggtives and insights of others, or shows weaknesses in other
approaches or conclusions, and can give you ideas on how to avoid or deal with
the same difficulties.

3. It gives you new ideas and approaches you might not have considered.

Conclusion

Summarize the information that has been presented in this chapter and provide a synopsis
of the secular literature review.

Formatting Notes

Compile working reference pages as you gather data from various sources. Remember to
note pertinent page nunise You must quote a combined minimum of ten different

sources between chapters two and three. Paraphrasing or summarizing a source is
certainly acceptable, but it does not count toward the requirement of ten quoted sources.
Dictionary definitions and Sipture references also do not count against the minimum of
ten different quoted sources.

Research Project 490, Biola University
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CHAPTER THREE
Survey of Biblical Literature
Introduction
Leadership Principle Ongequence = PrincipleBiblical Passage Commentary Interpretation)
Leadershp Principle Twao(Sequence = PrincipleBiblical Passage- Commentary Interpretation)
Leadership Principle Thregequence = PrincipleBiblical Passage- Commentary Interpretation)
Conclusion
In chapter three, report the biblical perspectives on tme saree principles you
identified in chapter two. The conclusions drawn in chapters two and three will form the
rationale on which you base the plan of action described in chapter four. Therefore, it is
very important that your conclusions be logical;wate, and biblically defensible.
The literature review for this chapter includes biblical passages as well as comments and
interpretations found in published commentaries. Note that a quoted Scripture passage
does not count as one of the ten requgedted sources.
As a rule, do not offer your own interpretation of a biblical passage; rather cite at least
two Bible scholars to interpret the passage. This lends credibility to the perspective on
the passage. Remember that this project is a stugyrioius expertsO opinions, not
simply a reflection of your own opinions on the matter.
In chapter three, you are required to research and cite a minimum of three Bible
commentaries. They may have different points of view on the meaning of a passage or on
the causes of or solutions to the issue you are researching.

Suggested commentaries for your study

Walvoord, J., & Zuck, R. (Eds.). (1983, 198bhe Bible Knowledge Commentary
(Vols.1-2). Wheaton, IL: Victor Books.

Elwell, W. (Ed.). (1989)Evangelical Commentary on the Bibl&rand Rapids, MI:
Baker.

Wenham, G.J., Motyer, J.A., & Carson, D.A. (1984¢w Bible Commentary
Downers Grove, IL: InterVarsity Press.

Barker, K. & Kohlenberger, J. (1994he Zondervan NIV Bible Conemtary.
(Vols. 1-2). Grand Rapids, MI: Zondervan.

Research Project 490, Biola University
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Note that some of the conclusions drawn by secular sources may well agree with the
biblical principles you discuss in chapter three. For example, Maslow's OHierarchy of
NeedsO theory might wélé demonstrable through biblical revelation. In that case, the
secular principles corroborate the biblical principles that have been identified.

Formatting Notes

A minimum of three commentaries must be quoted in chapter three.

Note that commentaries tieditors have individual authors for articles, sections, or
chapters. Thus, if you use the OMatthewO entry in The Bible Knowledge Commentary,
cite the entry by the author of that article, not the general editor of the whole book.

Suggested References: N
¥ Strong, J., The New StrongOs Exhaustive Concordance of the Bible: Classic Edition.
¥ Goodric, E. & Kohlenberger, J., NIV Compact Concordance.

Research Project 490, Biola University
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CHAPTER FOUR
Plan of Action
Introduction
The Observation Plan of Action

Develop a stefby-step plan for thebservational experience that will serve as the agenda
for the plan of actionn light of the above learning, what specific steps will be
implemented as you prepare to observe a leader in action?

Following the plan, reword the principles from chapters and three, as objectives for
observation purposes and prepare questions that will be presented to determine the
leaderOs utilization of the behavior identified in each principle.

Objective One: Restate principle one as a measurable goal.
Objective Two: Restate principle two as a measurable goal.
Objective Three: Restate principle three as a measurable goal.

List specific questions that will be presented which clearly identify the individualOs theory on leadership.

In chapter four, state your objectives and describe your planned interview. In other
words, specify a plan for assessing the leaderOs impact. These objectives should
represent a practical application of the leadership principles identified in chaptensdwo
three.

A key element of your research project is writing measurable, resigtsed objectives.
You must have at least three objectives linked with the principles identified in chapters
two and three. Each one must be introduced so that éas t the reader exactly what
you are attempting to accomplish.

Example: When introducing the objectives, consider one of the following questions as a
guide from which you will craft the measurable objective:

How is the leader influencing changéSz?ate this in observable terms.)
What are the expectations expressed by the leader?

Who is the leader designating to implement the change?

At what administrative level will the change occur?

When will the change occur?

arwnE

The steps of youplan must clearly reflect the principles laid out in chapters two and
three. The interview process must take place in the presence of the leader, documenting
the response during the actual meeting.

Research Project 490, Biola University
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Recording the interview is recommended for refemggneis you prepare to write chapter
five. Telephone/electronic interviews are not accepted as a valid interview method.

Conclusion

Research Project 490, Biola University
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CHAPTER FIVE

Conclusions and Recommendations
Introduction
Conclusions and Findings
In chapter five, discuss the meaniigyour conclusions and findings, based on the actual
description in chapter one. Link the findings with the literature review conducted in chapters

two and three.

Compare your results to the original statement of purpose and the history of thenipaders
influence described in chapter one.

Discuss what actions the leader of the organization or community selected indicated as beinc
significant. Explain how the interview results connect with the research in this project by
directly linking their respise to the data presented in the literature review

Give recommendations for future research, and indicate how additional studies might addres:
aspects of the issue that you were not able to complete. If your project raises new questions
discuss how thecould be studied.

Recommendations

Offer recommendations for future study, stating whether the results confirm (completely or
in part) your original expectations or deductions. Indicate whether or not each objective was
achieved and why. Discuss wher the results were due to the expected variables or to
possible uncontrollable factors. Include a recommendation for further study related to the
key issues that were not addressed, as stated in chapt&cope,of the Project.

Conclusion

SUBMIT FINAL DOCUMENT (see date in course syllabus).

Accumulated points will be noted for each posting. The manuscript drafts will be
returned to the student no later than two days (48 hours) after the published due dates.

Final grades will be submitted no later than two weeks after the course has closed.

Research Project 490, Biola University
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ORAL PRESENTATION

Instructional Guide

Introduction

Good speech organization is essential if your audience is to follow and understand your
presentation. You must take the time to put your ideas togethararderly manner.

You can organize your speech in several different ways; choose the outline that best suits
your topic. The opening should capture the audienceOs attention, the body must support
the idea you want to convey, and the conclusion sheindorce your ideas and be
memorable. Transitions between thoughts should be smooth.

Make an Outline

The first step in preparing your presentation is to logically assemble your ideas into a
sequence that will help you achieve your objective. There 8bestO way to organize
your speech. There are several different ways to organize, and the method you choose
often depends on the topic you select and your objectives.
Chronological.
The topic is arranged by time. For example, in a speech about yoparcyds
upcoming centennial celebration, you would begin with details about its founding,
followed by information about its growth over the years, then its current status. Or
your speech could describe steps in a process, such as a speech about & five st
leading corporate change.
Causal.
This type of speech shows cause/effect relationships. Often the effect is discussed
first, then the cause. A speech about a leaderOs impact describes how a leaderOs
influence is formed and its potential fits thigyanizational pattern.
Comparative.
You compare and contrast different proposals or plans, usually to persuade the
audience that one plan or proposal is better. For example, in a presentation to your
companyOs executives, you could compare and comteegifferent proposals
concerning a new leadership model to convince the executive that one proposal is
better than the other.
Topical.
This speech splits the main topic into subtopics. For example, a speech about
changing leadership styles could additésse different styles; transactional,
transformational, or participative styles.

Develop the Opening
The opening should immediately catch the audienceOs attention and tell the audience what

you will be talking about. Examples of a good opening are:
¥ A startling question or a challenging statement

Research Project 490, Biola University
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¥ An appropriate quotation, illustration or story
¥ A display of some objects or picture
¥ An attentiongetting generalization that ties in with your subject

Avoid these weak openings:

An apologetic statement

A stoly or joke that does not relate to your topic

A commonplace observation delivered in a commonplace manner
A long or slowmoving statement or story

A trite question, such as ODid you ever stop to think E.?

K K K K K

Draft the Body

The body is the main part of yoyseech and consists of the facts or ideas you want to
present. The amount of information you include in the body will be limited by the
amount of time available to you and how much the audience can remember. Most
listeners will remember only three to fimeain facts or ideas. For a fiveinute
presentation, three facts or ideas are plenty.

What facts or ideas do you want to convey? You may find it helpful to write down all of
those related to your topic on small note cards, using one card per idebamdf@ne
sentence per idea or fact. Then select the three best or most important facts or ideas.
These will be the main facts or ideas you will present. Arrange them in the order that
will most effectively present your message.

The next step in devabing the body of your speech is to elaborate on each main point
with subpoints. A subpoint clarifies, emphasizes or proves the idea or fact it supports.
Subpoints make the speech more interesting and help listeners remember the main point
or idea. Supprting material then follows each subpoint. Supporting material can
include:
¥ Statistics. These are numerical ways of conveying information about incidents,
data and events.
¥ Testimony. These are quotes or opinions from people with expertise on the
matter
¥ Examples, stories or anecdotes. These usually relate an event that happened to
you or someone you know, or someone you have observed.
¥ Visual aids. These could be diagrams, charts, pictures, models, or other objects.
¥ Facts. Facts are verifiable infortizan.
Whichever support method you choose, make sure it is relevant to the point you are
making.
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The Conclusion

The conclusion is your final opportunity to convey your message and main points in a
manner that will help the audience remember them.olildireinforce your ideas and

leave listeners with a lasting impression. If you are informing the listeners, you could
conclude with a summary of ideas presented in the body of the speech. You could then
conclude with a final remark, such as a challenggestion, anecdote or quotation.

Pay Attention to Transitions

Audiences need help in moving smoothly from one topic to another. Transitions provide
these valuable bridges, helping the audience to follow the ideas being presented and to
see the relatiaship of those ideas. Transitions usually are used as you move:

From the speech introduction to the body

From main point to subpoint

From subpoint to support material

From support material to another main point

From the last support material to the conidaos

K K K K K

Transitions can be words, phrases, statements or questions. Some transitional words are
afterward, also, but, consequently, consider, finally, instead, later, meanwhile, moreover,
next, then, yetSome transitional phrases aaecording to, as a mult, for example, for
instance, in addition, let us begin with, more importantly, this means, to illus@atae
transitional statements or questions are:

OIf this program is so valuable, why is everyone resisting it?0 OWe must consider

three things irdeveloping this new leadership approach. Firstis E.. Second

is EE Third isi..O

Sample Speech Outline

A. Opening

1. Captures audience attention
2. Leads into speech topic

B. Body

1. Main point

I. Subpoint

ii. Support material
2. Main Point

I. Subpoint

ii. Support material
3. Main Point

I. Subpoint
ii. Support material
C. Conclusion
1. Review or summarize
2. Call to action or memorable statement
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FORMATTING THE PROJECT

APA Style Overview

You must follow the AmericaRsychological AssociationOs (APA) style in your research
project Each Education Center has the bdition APA manual for specific writing,
formatting, and citation instructionsThe following instructions give guidelines for both
in-text citations andbibliographic references. If you need more guidance or information
on citing a type of source not listed here, consult the APA manual. Another helpful
resources is the APA Online <http://www.apastyle.org/>

In-text Citations

The APA uses itext citations instead of endnotes or footnotes. Altert citations

must include the author(s)O last name(s), the year of publication, and the relevant page
number. The citation style of authdatepage number is the same, regardless of the type
of source (bookchapter, article, etc.). Reference guidelines for different types of sources
will differ in the reference list (see below for details). Follow the guidelines below for
information on intext quotations (both short and long) andart paraphrasing or
summarizing of a source.

In-text Quotations
The citation is enclosed in parentheses and includes the author, the year of publication,

and the abbreviations for page number (Op.O for a single page and Opp.O for more than one
page). The period falls outgidhe intext citation. For example:

OThe rain in Spain falls mainly on the plain, or such was the conjecture of the
medieval poet, Kroekerius Dean, who was said to have been so prolific a writer that he

could compose entire sonnets while shavingO $dohr2006, p. 458).

If you state the authorOs name as an introduction to or a part of your quotation, include
the publication year after the name, and do not repeat them again in the parenthetical
citation. For example:

Johnson (2006) commented, OTdia m Spain falls mainly on the plain, or such
was the conjecture of the medieval poet, Kroekerius Dean, who was said to have heen so

prolific a writer that he could compose entire sonnets while shavingO (p. 458).
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The previous examples are short quotetjdecause they contain fewer than 40 words.
Short quotations are enclosed by double quotation marks. Do not have one quotation
followed by another; multiple quotes must be linked by connecting and/or explanatory
sentences.
Block Quotations
When a qutation contains 40 words or more, it must be set off in its own paragraph. Do
not use quotation marks. Indent each line 1/2 inch from the left margin (a total of two
inches from the edge of the page), and doespke the quote. Place the period before
the citation. For example:
Both the Bible and human experience make it clear that people made in the
image of God have significant mental and analytical abilitiesE. The Bible
affirms that people were made in GodOs image and given dominion over the
restof creation, and the exercise of dominion seems to presuppose that people

are capable of rational thought and sidtermination. (Curtis, 1996, p. 77)

Limit block quotes to 4®0 words, and ensure that multiple quotes are linked with
connecting and/oexplanatory sentences.

In-text Paraphrasing and Summarizing

At times, you may not want to directly quote a source, but merely paraphrase or
summarize the source. When this is the case, you must still cite the authorOs name and
year of publication, buhe page number is not always necessary. Include the page
number only if the paraphrase or summary is from one particular page of the source.

Example #1

Walker (2004) compared reaction times of sober and intoxicated drivers to gudden
stimuli, finding that the level of intoxication was positively correlated to reactjon
time.
Example #2
In a recent study of reaction times (Walker, 2004), intoxicated drivers reacted

more slowly to sudden stimuli than did sober drivers.
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NOTE: If the namef the author appears as part of your sentence, as in the first example,
cite only the year of publication in parentheses. Otherwise, place both the name and the
year, separated by a comma, in parentheses (as in the second example).

Multiple Authors

If there is more than one author of a single work, follow these guidelines:

¥

¥

¥

When a work haswo authors, always cite both names every time the reference
occurs in your text.
When a work hathree, four, or five authors, cite all authors the first time the
reference occurs; in subsequent citations, include only the surname of the first
author, followed by Oet al.O (not italicized, and with period after OalO) and the year.
First citation of source:
= Wasserstein, Zappulla, Rosen, Gerstman, and Rock (1994) found
thatE
Second citation of source:
= Wasserstein, et al. (1994) found thatE
When a work hasix or more authors, cite only the surname of the first author
followed by Oet alO and the year. (In the reference list, however, provide the first
initial and surnene of the first six authors, and use Oet al.O for any remaining
authors.)
In the text, link multiple authors with the word OandO (spelled out). In a citation
and in the reference list, link multiple authors with an ampersand (&).
Examples:

OAs Silva anGomez (1994) found, hurricanes are bad for FloridaOs economy.O

OHurricanes have a negative impact on FloridaOs economyO (p. 221).

Examples of Citations

Books by two authors are cited using the ampersand (&). For example:

(Hutchison & Smith, 1985p. 318325)

If more than one work by the same author is cited in your project, the year will
distinguish them. For example:

(Johnson, 1979, p. 458)

(Johnson, 1983, p. 210)
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If using more than one work by the same author published in the samasea
lowercase letters to distinguish them. Make sure that the letters are also used in your
reference list to distinguish the sources. For example:
(Johnson, 1994a, p. 221)
(Johnson, 1994b, p. 479)

If no author is listed, cite the first two orée words of the title in quotation marks. For
example:

(OPoetry of Spain,O 1993)

Biblical references in APA style include the book, chapter, and verse, along with the
translation used. Spell out the translation: ONew Living TranslationO ratl@Nthao

Gen. 4:135:25 (New American Standard)

Job 27:1 (New International Version)
Use abbreviations for long book titles. For example:

2 Thess. 1:2 (King James Version)
Page numbers must be cited whenever a source is directly quotea paréphrase or
summary comes from a specific part of a source. Your reader needs to be able to find
your reference with ease. If your paraphrase or summary comes from an entire chapter,
cite that as well.

(Chico & Busman, 1981, p. 332)

(Chico & Busnan, 1981, chap. 3)

For electronic sources that do not have page numbers (web pages, etc.), use the paragraph
number, preceded by the | symbol or the abbreviation Opara.O

(Myers, 2000, | 5)

(Buffman, 2004, Conclusion section, para. 1)
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Reference List

The reference list at the end of your paper has the full citation information for all your
cited sources, and should enable your reader to identify and retrieve your sources with
ease. The reference list includes only the sources used in your papardifiyhot quote

it or cite it, do not include it on the reference list. References cited in the text must
appear in the reference list, and each entry in the reference list must be cited in the text.

Organization and order.

The reference list entriege doublespaced, and entries have a hanging indent (first
line is flush with left margin, and subsequent lines are indented 1/2 inch). Reference
lists are arranged by the first authorOs last name, then by the publication year (if the
name is the samefen by the title (if the name(s) and the year are the same)

General forms of reference.

¥ Periodical:

Author, A. A., Author, B. B., & Author, C. C. (1996). Title of articlatle of

Periodical xx, xxx-xxx.

*(xx is the volume number and xxxx is the page range of the article)

¥ Nonperiodical:

Author, A. A. (1989). Title of work Location: Publisher.

¥ Part of a nonperiodical:

Author, A. A. (1987). Title of chapter. In A. Editor, B. Editor, & C.

Editor (Eds.),Title of book(pp. xxxxxx). Location: Publisher.
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¥ Online peiodical*:

Author, A. A., Author, B. B., & Author, C. C. (1996). Title of articl&tle
of Periodical xx,xxx-xxxX. Retrieved month day, year, from

www.onlinesource.com.

*(where www.onlinesource.com is the full link to the locatadrthe
article/source. It should not be simply the homepage of a website, if the
article/item is located elsewhere. That is, the link should take your reader
directly to the online location of your source, without the reader having to
do a sarch or click through many links to subpages.)

¥ Online document:

Author, A. A. (2003)Title of work Retrieved month day, year, from

www.onlinesource.com.

Detailed reference information.

1. Author
Invert names (surnaniest, then initials) for up to six authors.
Example Smith, J. R.

Multiple authors are separated by an ampersand (&).
Example: Goodman, P. R., & Arbuckle, T. W. (1979).

For seven or more eauthors, list the names of the first six, anert use Oet al.®
for the rest.

SPECIAL NOTES: When including several works by the same first author, use the
following rules:
¥ Oneauthor entries by the same author are arranged by year of publication, the
earliest first.
Hewlett, L. S. (1996).
Hewlett, L. S. (1998).

¥ Oneauthor entries precede multipd&thor entries beginning with the same
surname:
Alleyne, R. L. (2001).
Alleyne, R. L., & Evans, A. J. (1999).
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¥ References with the same first author and different second or third authors are
aranged alphabetically by the surname of the second author, or if the second
author is the same, by the surname of the third author, and so on.

Gosling, J. R., Jerald, K., & Belfar, S. F. (2000).
Gosling, J. R., & Tevlin, D. F. (1996).

Hayward, D, Firsching, A., & Brown, J. (1999).
Hayward, D., Firsching, A., & Smigel, J. (1999).

¥ References with the same authors in the same order are arranged by year of
publication, the earliest first.
Cabading, J. R., & Wright, K. (2000).
Cabading, J. R& Wright, K. (2001).

¥ References by the same author (or by the same two or more authors in the same
order) with the same publication date are arranged alphabetically by the title
(excludingA or The) that follows the date. Lowercase letférs, b, ¢, ands
onN are placed immediately after the year, within the parentheses.
Bath, J. Q. (2001a). Control ofE
Bath, J. Q. (2001b). Roles ofE

Publication Date
Publication year is listed, in parentheses, right after the author(s) name.
Smith, J. R.(1996).
For magazines, newsletters, and newspapers, list the year followed by the exact
date of the publication.
Smith, J. R. (1996, April 9).
If no date is available, write On.d.O in the parentheses for the year.
Smith, J. R. (n.d.).
NOTE: Be sure to include a period after the closing parenthesis.

. Source reference

Includes title, and publication information. Capitalize only the first word of the title
and suktitle, if any, and any proper nouns.

Abbreviations.
You may abbrevie some parts of books and other publications in your reference
list. Acceptable abbreviations include:

chap. chapter p. (pp.) page (pages)

ed. edition Vol. Volume (as in Vol. 4)
Rev. ed. revised edition vols. Volumes (as in 4 vols.)
2nded. second edition No. Number

Ed. (Eds.) editor, editors Pt. Part

Trans. translator(s) Tech. Rep. Technical report

n.d. no date Suppl. Supplement
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Title of article or chapter.

Capitalize only the first word of the title and of the subtiflany, and any proper nouns.

Do not italicize the title or place quotation marks around it.

Finish the element with a period.

Example for periodical:

Deutsch, F. M., Lussier, J. B., & Servis, L. J. (1993). Husbands at home: Predictors of
paternal participation in childcare and housewalurnal of Personality and

Social Psychology, 641541166.

Example for nonperiodical:

OONeil, J. M., & Egan, J. (1992). MenOs and womenOs gender role journeys: Metaphor for

healing,transition, and transformation. In B. R. Wainrib (EGgnder issues

across the life cyclép. 107123). New York: Springer.

Title of work and publication information: periodicals.

¥
¥

¥
¥

Give the periodical title in full, in uppercase and lowercaserkett

Give the volume number of journals, magazines, and newspapers. Do not use
Vol. before the number.

Italicize the name of the periodical and the volume number.

Give inclusive page numbers. Use Opp.O only with newspapers.

Example of journal:

Buss, D.M., & Schmitt, D. P. (1993). Sexual strategies theory: An evolutionary

perspective on human matingsychological Review, 100, 2@482.

Example of magazine:

Henry, W. A., lll. (1990, April 9). Beyond the melting pdime, 13528-31.
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Title of work: nonperiodicals.

¥ Capitalize only the first word of the title and subtitle, if any, and any proper
nouns.

¥ ltalicize the title.

¥ Finish the element with a period.

Example:

Saxe, G. B. (1991 Cultural and cognitive development: Studies in mathematical

undestanding. Hillsdale, NJ: Erlbaum.

Title of work: Part of a nonperiodical (book chapters).

The title element for an edited book consists of (a) the name of the editor (if any)

preceded by the word OInO and (b) the book title with parentheticalatior.

Do not invert the editor(s)O names(s); use initials, then surname.

Identify the editor by the abbreviation, Ed., in parentheses after the surname

For a book with two or more editors, use OEds.O in parentheses.

With two names, use an ampersand (&jdoe the second surname, and do not

use commas to separate the names. With three or more names, use an O&O before
the final surname, and use commas to separate the names.

For a book with no editors, simply include the word OInO before the book title.

Finish this part of the element with a comma.

K K K K

K K

Example of editor:

Baker, F. M., & Lightfoot, O. B. (1993). Psychiatric care of ethnic elders. In A. C. Gaw
(Ed.). Culture, ethnicity, and mental iliness (pp. 8852). Washington, DC:

American Psychiatri€ress.

Example of book title with parenthetical information:

¥ Give inclusive page numbers of the article or chapter in parentheses after the title.
¥ Finish the element with a period.
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Baker, F. M., & Lightfoot, O. B. (1993). Psychiatric care of ethnicrsldén A. C. Gaw
(Ed.)Culture, ethnicity, and mental illneggp. 517552). Washington, DC:

American Psychiatric Press.

Publication information: nonperiodicals.

¥ The Reference list must include the location of the publishers osbosports,
brochures, and other ngreriodical publications (city and state for US publishers,
city, province, and country for Canadian publishers, and city and country for non
US/nonrCanadian publishers).

¥ Use the standard twletter postal abbrevi@n for US states.

¥ The following cities can be listed without a state or country because they are well
known for publishing:

Baltimore New York Amsterdam Paris
Boston Philadelphia Jerusalem Rome
Chicago San Francisco London Stockholm
Los Angeles Milan Tokyo Moscow
Vienna

¥ Give the city and, if the city is not well known for publishing, or could be
confused with another location, the state or where the province is located as noted
on the title pagef the book. Use a colon after the location.

¥ If the publisher is a university and the name of the state/province is included in
name; do not repeat state/province.

¥ If two or more publisher locations are given, give the location listed first.

¥ Finish the edment with a period.

Retrieval information: electronic/online sources.

The retrieval statement provides the date the information was retrieved, along with the
name and/or address of the source.

NOTE: The following information was adapted from APAQiatgr resource on
electronic references, retrieved September 17, 2004, from
http://www.apastyle.org/elecmedia.htamdhttp://www.apastyle.org/elecsource.html

Electronic reference formats recommended by the American Psychological Association
(2000, October 12). Retrieved October 23, 2006, from

http://lwww.apa.org/journals/webref.html
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BrianOs Storyn.d.). Retrieved September 17, 2006, from

http://www.biola.edu/bold/profile_farr.cfm

¥ Direct readers as closely as possible to the imédion being cited. Whenever
possible, reference specific documents rather than home or menu pages.

¥ If you cannot provide a specific URL (web address) that would take the reader
directly to your source, then provide as detailed/specific address as @oassbl
use Oavailable fromO (rather than OfromO) to indicate that the URL leads to
information on how to obtain the cited material, rather than to the material itself.

¥ At a minimum, a reference of an Internet source should provide a document title
or desciption, a date (either the date of publication or update or the date of
retrieval), and an address (in Internet terms, a uniform resource locator, or URL).
Whenever possible, identify the authors of a document as well.

¥ Provide addresses that work. The UiRlthe most critical element: If it does not
work, readers will not be able to find the cited material, and the credibility of your
paper or argument will suffer. The most common reason URLSs fail is that they
are transcribed or typed incorrectly; the@®t most common reason is that the
document they point to has been moved or deleted.

If it is an Internearticle based on a print source:
At present, the majority of the articles retrieved from online publications are exact
duplicates of thosenitheir print versions and are unlikely to have additional
analyses and data attached. This is likely to change in the future. In the
meantime, the same basic primary journal reference form can be used, but if you
have viewed the article only in itéeetronic form, you should add in brackets
after the article title "Electronic version™ as in the following fictitious example:

VandenBos, G., Knapp, S., & Doe, J. (2001). Role of reference elements in the selection
of resources by psychology wrdraduates [Electronic versiodpurnal of

Bibliographic Research, 3,17-123.

If you are referencing an online article that you have reason to believe has been changed
(e.g., the format differs from the print version or page numbers are nodted) or that
includes additional data or commentaries, you will need to add the date you retrieved the
document and the URL.

VandenBos, G., Knapp, S., & Doe, J. (2001). Role of reference elements in the selection
of resources by psychology urgtaduatesJournal of Bibliographic Research, 5,

117-123. Retrieved October 13, 2001, from http://jbr.org/articles.html
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If your article is from an interneinly journal:

Fredrickson, B. L. (2000, March 7). Cultivating positive emotions torope health and
well-being.Prevention & Treatment, Zrticle 0001a. Retrieved November 20,

2000, from http://journals.apa.org/prevention/volume3/pre0030001a.html

¥ Whenever possible, the URL should link directly to the article.

If your source is amonperiodical document on the Internet, and is a stdomnke
document, no author identified, no date.

GVU's 8th WWW user survép.d.). Retrieved August 8, 2000, from

http://lwww.cc.gatech.edu/gvu/usersurveys/surveyiB®7

¥ |If the author of a documerd not identified, begin the reference with the title of
the document.

Assembling the Project

Assemble the parts of your research project in this order:
Title Page

Copyright Page

Abstract

Table of Contents

List of Tables

Chaptes 1-5

References

Appendices

ONoOOR~WNE

Spacing and printing

All text material must be doubkgpaced. Exceptions may occur in figures, tables, and
other special items. Preliminary pages (title, copyright, and table of contents) follow
special spacing regqements. See the appendices for examples. Do not hyphenate words
at the end of a line.

Follow these margin requirements for all pages:
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The left margin must be-1/20.

The top, right, and bottom margins must be 1".

The right margin must be ragged, nadtified. That is, your paper is to be left
justified or aligned, not full justified/aligned.

The preferred font is 12 pt., Times or Times New Roman. Indent all paragraphs 1/2 inch.

Quiality of Writing

It is your responsibility to produce a cleanjprt that is free from spelling and
grammatical errors. While research project instructors can offer guidance, they cannot be
expected to function as proofreaders.

Do not have one quote follow another without explanatory or connecting sentences in
betwea. Each quote should have a sentence preceding it that leads up to and/or
introduces the quote, and a sentence following it to explain the significance of the quote
or to link the quote to your paragraph topic.

Make sure you have good reasoning and aeguation. The thoughts should make
sense, one after another, and the paragraphs and chapters build on one another.

Make sure your grammar, word choice, and spelling are without error. Your paper
should be spelthecked and proofread carefully.

Be vey careful of words that are spelled correctly (so spiedick will not catch them),
but are used incorrectly. Key words to pay attention to include: their, there, and theyOre;
to, two, and too; principal and principle.

Spell out numbers up to ten aany number used at the beginning of a sentence. Use
Arabic numerals for numbers 11 and higher, and any number used as a percentage (%) or
money (3$).

Do not use firsperson or second person pronouns (I, me, my, we, our, ours, you, your,
yours). (In sme cases, your professor may allow you to usegigsson pronouns in
chapters four and five. Always check with your professor for permission before using
them.)

If you are not a strong writer, it is better to use short, simple sentences rather ¢han lon
complex sentences. Feel free to take advantage of BiolaOs Writing Cenfi33562
4826).
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Page Numbering

In the Table of Contents, List of Tables, List of Figures, and Acknowledgment/
Dedication pages; the page numbers must be small Roman r&i(ndraiii, etc.).

Center the page numbers at the bottom marginhaifench from the bottom of the

page. There is no page number on the cover page, the copyright page, or the abstract.

In the text, page numbers must be Arabic numbers (1, 2,.Baettmust be placed at the
top right corner, ondalf inch from the top edge and ehalf inch from the right edge.
This is the default setting in most word processing software. The text must be

continuously paginated, from the first page through titea# the references. You do not
need a running head or a manuscript header in this paper.

Headings

Your headings should follow standard APA heading style. The five levels of headings
are as follows:

CENTERED UPPERCASE HEADING (LEVEL 5)
Centered Upercase and Lowercase Heading (Level 1)
Centered, Italicized, Uppercase and Lowercase Heading (Level 2)
Flush Left, Italicized, Uppercase and Lowercase Side Heading (Level 3)
Indented, italicized, lowercase paragraph heading ending with a period (&pevel

In general, your research project will use Levels 5, 1, and 3. If you need an additional
level of headings, use Level 4. Your headings for chapter one would then look like this:

CHAPTER ONE
Statement and Description of Leadership Issue

Introduction

Statement of the Leadership Issue

The Setting

History and Background of the Situation
Scope of the Project

Importance of the Project

Conclusion
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ORAL PRESENTATION

General Purpose

As you plan for the orgdresentation, you must be absolutely clear about what you want
the audience to do or know at the end of your speech. The presentation must have a
purpose. Once you know your purpose, all other decisions relating to thel$peeah
information to includeprganization and delivelyare easy to make, since you will
measure them against their usefulness in achieving your purpose.

Most speeches fall into one of four general purposes:

¥ Toinform You will present a speech to inform when you want your aadien
to learn about a new subject, develop a new skill or learn more about a
familiar subject. Lectures, briefings and demonstrations are examples of
informative talks.

¥ To persuade A persuasive speech strives to change the audienceOs attitudes
or behavies, or to convince the audience to accept or approve your point of
view. Sales presentations and campaign speeches are examples of persuasive
speeches.

¥ To entertain An entertaining speech strives to amuse or provide enjoyment
for the audience. Humorogpeeches are the most obvious kind of
entertaining speech. However, any speech may be entertaining without being
laughout-loud funny simply by including anecdotes. For example, present a
speech about an unusual experience you had while on a busipess tr

¥ Toinspire Inspirational speeches ask people to achieve noble goals or ideals
or reach their highest potential. They draw on emotions and sentiment.

Knowing your specific purpose and being able to effectively organize your speech to
achieve thapurpose provide a great benefit for you as a speaker, resulting in enhanced
confidence. When you are clear about what you want to accomplish with the speech and
the method you want to utilize, you will feel better and more confident about yourself and
your presentation.

Words

Words are powerful. They convey your message and influence the audience and its
perception of you. Word choice and arrangement need just as much attention as speech
organization and purpose. Select clear, accurate, descripit/shart words that best
communicate your ideas, and arrange them effectively and correctly. Every word should
add value, meaning and punch to the speech.

Words in your speech should appeal to the senses, helping the audience to see, hear, feel,
taste, ad smell. They should stir the audienceOs imagination and be so descriptive that
the audience can visualize what you are saying.
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Example: Instead of statingAlizeOs feet hurt as she walked to Oway instead,

As Alice trudged along the dirt road town, she grimaced in pain as the blisters

on her aching feet swellgd
Select the verbs carefully, thus conveying acadding power to your presentation. In
the English language, sentences have a voice, which is defined by the verb in the
sentence.The verb indicates the subjectOs action, and in the active voice, the subject does
something.

Example OThe leadership team elected Susan president.O
Avoid over usage of neaction verbs such as: is, are, was, and were, as they tend to
weaken your rassage.

Incorporate Rhetorical Devices

Rhetorical devices are special ways of arranging words to make an idea or thought sound
more pleasing and easier for listeners to remember. Some of the more effective devices
are:
¥ Simile. A simile is a comparisathat uses words such &ke oras
Example:OIf we deny our children an education, ignorance will grow like a
cancer.O
¥ Metaphor. A metaphor merely implies the comparison.
Example: Olgnorance is a cancer that must be cured.O
¥ Alliteration. In aliteration, the initial sounds in words or the stressed syllable
within the words are repeated in a pleasing or memorable manner. Example:
OUnnoticed and unused,0 Ohallowed halls,0 Oprotect and preserve harmonyO.
¥ Triads. ldeas, adjectives and points gneuped in threes, resulting in
thoughts having a pleasant rhythm, being dramatic, and becoming more
memorable.
Example OWe mutually pledge to each other our lives, our fortunes, and
our sacred honor.O

Expression

Your voice should be expressivepshing a wide range of emotion. An expressive voice
adds more meaning to the words you use enhances your message and adds interest for
your audience. Like body language, your speaking voice should express a natural and
consistent flow of words that arerafortable and enjoyable for the audience to receive.

Visual Aids
Visual aids assist an audience in understanding and remembering what they hear, and are
a valuable tool for speakers. Sometimes the same message is communicated faster and

more effectiely through visuals rather than spoken words.

The most popular visual aids are compdttased visuals (such as PowerPoint), overhead
transparencies, flip charts, whiteboards and props. The type of visual aid you choose
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depends on several factors, inchglithe information you wish to display and the size of
the audience. Visuals should be appropriate for your message and the audience, and be
displayed correctly with ease and confidence.

It is important to remember; however, that visual aids are iatet@mtomplemena
presentation, ndiethe presentation. They can stimulate your audience and increase
their retention of the material you are presenting, but you donOt need a visual aid for
every sentence or point you make. If you emphasize everythemgnothing seems
important. Use them to reinforce a main point, enhance understanding/remembrance of
complex material, and to save time. Do not allow visual aids to replace preparation. You
should be so familiar with your presentation that you cae igieven without the use of

visual aids.

Inspire Your Audience

An inspirational speech motivates an audience to improve personally, emotionally,
professionally, or spiritually and relies heavily on emotional appeal. It brings the
audience together mmood of fellowship and shared desire, builds the audienceOs
enthusiasm; then appeals to the audience to adopt the proposed change or plan.

Conclusion
The conclusion of any speech should be emotionally powerful and dynamic. It should

challenge listears or demand that they commit to your findings, while dramatizing the
benefits of doing so. Finish with a memorable final statement.

OUse your fear of public speaking to summon your courage to do s0.0
Dean Kroelker

OlIf you donOt distinguish yourself from the crowd, youOll just be the crowd.O
Rebecca Marddusbasche
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Appendix A

SAMPLE TITLE PAGE

A RESEARCH OF TRANSFORMATIONAL LEADERSHIP STYLE

A Research Project
Presented to
The Faculty of the
School of Professional Studies
Adult Degree Programs

Biola University

In Partial Fulfillment
of the Requirements for the Degree of

Bachelor of Science in Organizational Leadership

by
John Doe Smith

December 2009
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SAMPLE COPYRIGHT PAGE

Copyright © 2008 by John Doe Smith
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Appendix C

SAMPLE ABSTRACT

ABSTRACT
TITLE OF RESEARCH PROJECT, CENTERED AND IN ALL CAPITAL LETTERS
DOUBLE-SPACED IF MORE THAN ONE LINE

INVERTED PYRAMID STYLE

John Doe Smith

Four lines below the name begin the text of the abstract. Use indentation, double
spacing, and specified margins (same as rest of paper). The abstract is a summary of the
essential points and findings of the papém aot an introduction or a mere list of topics. Do
not exceed 120 words, and limit it to no more than one paragraph. Your abstract should be the

last thing you write, after you have completed your entire project.
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SAMPLE TABLE OF CONTENTS
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The principles in chapters two and three should be headings included here, as sho

objectives in chapter four.

uld the

TABLE OF CONTENTS

CHAPTER ONE: Statement and Description of the Leadership Issue.
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Appendix E
SAMPLE MANUSCRIPT PAGE
[The following has a good mix of block quotes, as well as shorter quotes.]

God wants us to be knowledgeable about the assets He has entrusted to us. OBe
sure yolknow the condition of your flocks, give careful attention to your herd . . ." Prov.
27:23, (New International Version). For herds or flocks, substitute what one actually has.
Frank E. Gaebelein (1991), editorTdie ExpositorOs Bible Commentary on thekBf
Proverbs gives his explanation of Proverbs 2728 People should preserve what
income they have, because it does not endure long. The main instruction is to take care
of your livelihood. The motivation for this is that riches do not last lpnd101).

Principle Two: The Art of Influencing Change Requires Planning

In reference to the second biblical principle (planning), the Apostle Paul states in
1 Cor. 14:40, OLet all things be done decently and in orderO (King James Version).
Decently euschemongsmeans, Oeverything is to be done properly and in good order.O
Order (axin) carries a similar meaning: Oin an orderly mannerO (Metz, 1968, p. 455).
God is a God of order and peace. His blessing rests upon those who live Oproperly and in
an oderly mannerO (Burkett, 1991, p. 55).

Larry Burkett (1991) gives his comments on planning:
The physical world is not chaotic but orderly and well planned. Atoms stay
together because God so ordered them. Finances are another aspect of the
ChristianOs lifthat God wants to manage. If we are stewards and God is the
owner, we must seek His wisdom. Therefore, we must go to GodOs Word for

our plans. (p.7)
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Appendix F

SAMPLE REFERENCE PAGE

REFERENCES
Benton Foundation, (2005, January 30). Barriersdsit) the gap. In losing ground bit
by bit: Lowincome communities in the information age (chap.2). Retrieved
August 30, 2005, from http://www.benton.org/Library/Eimeome/two.html
GVUOs 8 WWW user survey. (n.d.) Retrieved August 3002, from
http://www.cc.gatech.edu/gvu/user_sureveys/st206% 10.
Merrill, B. (2001). Learning and teaching in universities: Perspectives from adult learners
and lecturergeaching in Higher Education, 6;13.
Mezirow, J.(1985). A critical theory of sellirected learningNew Directions for
Continuing Education, 28543.
Michalski, W. J. (1986). Assessment of ancdimpus Bachelor of Arts in management
program. (Doctoral Dissertation, Pepperdine Unityefglalibu, 1986).Dissertation
Abstracts Internationad7 (11), 3945a.
Moustakas, C. (1994Phenomenological research methoflsousand Oaks, CA: Sage
Publications.
Nah, Y. (1999). Can a sdifirected learner be independent, autonomaus, a
interdependent: Implications for practidelult Learning, 141), 1821.
Okech, J. (1997). Pedagogy in teaching at the univedsitynal of Instructional
Psychology24,108111.
Patterson, W. (2000). Grounding school culture to enalallechangeEducation Digest,

65 (9), 45.
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Appendix G
FINAL STUDENT CONSENT FORM
ORLD 490: RESEARCH PROJECT
This formmustbe turned in with the final submission.

My Name (printed):
Student ID#:

Date: Writing Competency Score:
Oral Presentation Score:

Final Manuscript Score:

Accumulated Points for Weekly Assignments:

Extra Credit:

Research project grade:

Faculty Comments:

EE I S S S b i e S S S S I e R R ORI S S S e e S I S S S I b b i S S

RELEASE
Please check one:

[ ] YES, the Adult Degree Programs may use my project as an example for other
students.

| give Biola Univer#ty permission to keep and use this research project at any of the
Adult Degree Programs Educational Centers. | relinquish all rights to this copy of my
project, until Biola UniversityOs Adult Degree Programs no longer desires to keep it on
file. 1 undestand that no portion of my research project will be reproduced or used for
any purpose other than serving as an example for other students.

[ ] NO, the Adult Degree Programs may NOT use my project as an example for other
students.

Student Signaire:

(Type Full Name)
Date:
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9

BIOLA

UNIVERSITY
BOLD Program

Research Participant Consent Form

I understand that is completing an Applied Leadership

Student’s Name
Research Project, and I agree to participate in an observational interview. I also understand that I am

free to terminate the interview at any point.

I am aware that this interview may be recorded and transcribed for analysis, and the findings will
be recorded in the Research Project manuscript presented to Biola University. I hereby give
permission to include in the Research Project manuscript any information obtained as a result of my
responses to questions asked during the interview.

I understand that I have the option of requesting that the anonymity and confidentiality of my
responses be preserved and protected in reporting the results of the study.
skskeosie sk skeoske sk sk sk sk sk sk skoskeoie sk sk sk sk skoskoie skoskoke skoskoie sk sk skoskotke skoskotie skoskoke skoskoie skoskote skt skoskoteoskoskotk koot skokoroskokor skokor skoekox
Request for anonymity:

[ ] Irequest that my name remain anonymous.
[ ] My name may be used in this research manuscript.

Leader’s Name:

Leader’s Signature:

Student’s Signature: Date:
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APPENDIX H
WRITING COMPETENCY SCORING GUIDE

Score of 5

This is a superior essay. The writer will demonstratesual fluency, control of

language, and sentence variety. This level is distinguished by the quality of the content
and by the amount of detail used to support or illustrate all points. There may be a few
mechanical errors, but generally this will beeaceptionally good manuscript.

Score of 4

This is a weHorganized and wellleveloped manuscript. It will demonstrate a clear
understanding of the assignment and it will complete all tasks set by the instructor.
Although it may contain minor flaws, itilvexhibit the writerOs ability to use language
effectively and to construct sentences of appropriate variety.

Score of 3

This shows adequate organization and development. It will show enough specific
information to illustrate the experience describetbasupport generalization, as well as
show an adequate use of the language. Although it may contain writing errors, these
errors will not be serious or frequent enough to distract the reader or to suggest major
problems in writing.

Score of 2
This mangcript will reveal one or more of the following weaknesses:
¥ Serious problems in organization or focus.
¥ Insufficient use of specific information to illustrate the experience described or to
support general conclusions.
¥ Serious problems with sentence conginn.
¥ Writing errors (errors in grammar, spelling, punctuation, word choice), which are
serious or frequent enough to distract or confuse the reader.

Score of 1
This score shows little understanding of the task set by the assignment or of the
mechanics bwriting. It may exhibit:
¥ Inadequate development (thinness in content, little or not documented resources
used from the literature review.
¥ Intellectual confusion, internal contradiction, unwarranted conclusion, confusion
of facts.
¥ Severe or persistent iting errors.

* A writing score of 3 or better is needed to pass the course.
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Discipline-General Standards for Writing Assessment: General Scoring Guide

5 4 3 2 1
CONTENT DEVELOPMENT
The paper presents | The paper presents | The paper presents | The paper fails | The paper is
a convincing and a thoughtful an adequate to address the seriously flawed.

pointed response to
the topic. Itis
clear, focused, and
engaging. Support
contains
substantial
consistently
relevant details and

response to the
topic. It is clear and
focused. Support is
appropriate and
reflects sensible
reasoning.

response to the
topic. Itis clear and
focused, but may
not be engaging.
Support is generally
adequate, though
may be limited,
incomplete, or

topic. It may
have a focus but
lacks clarity.
Support is
incomplete
and/or
irrelevant. It
lacks logical

It does not have a
clear thesis and
requires
significant reader
effort to make
inferences based
on sketchy and
incoherent ideas.

reflects persuasive occasionally thought
reasoning. digressive. progression and
shows serious
errors in
reasoning.
ORGANIZATION

Organization is

Organization is

Organization is

Organization is

Organization is

clear, efficient, and | clear, transition is present though at not logical. The | disjointed. The
effective. It smooth, but times difficult to reader often has | writing lacks
enhances the structure is perhaps | follow due to difficulty direction. As a
development of the | somewhat occasional following the result, the reader
central idea, formulaic. ineffective use of ideas because of | has difficulty
smoothly moving transitional lapses in following the
the reader through expressions. organization. ideas and details.
the text with logical
transitions.
GRAMMAR

The paper displays | The paper displays The paper displays The paper The paper
consistent facility facility in the use of | adequate but displays displays poor
in the use of sentence structures | somewhat inadequate control of syntax.
complex sentence and shows inconsistent facility | facility with Severe and
structures, exhibits | appropriate with syntax. Some syntax. frequent errors
syntactic variety, syntactic variety. major and minor Frequent major | frustrate the
and is essentially Occasional minor errors as well as and minor reader.
free from any errors do not awkward sentences | errors as well as
syntactic errors. obscure meaning. may occasionally awkward

obscure meaning. sentences

obscure
meaning.
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WORD CHOICE

Word choice is
distinctive. The
intended message is
conveyed in a fresh,
precise, and
engaging manner.

Word choice is
clear. The intended
message it conveyed.
Occasional minor
errors in word form
and weakness in
word choice do not
obscure meaning.

Word choice is
substantially
ordinary, but it
conveys the
message.
Inaccurate,
imprecise, and
inappropriate
vocabulary may
occasionally obscure
meaning.

Word choice is
unacceptable.
Frequent
inaccurate,
imprecise,
inappropriate
vocabulary use
obscures
meaning.

Word choice is
consistently poor.
No intended
message is
conveyed.

PUNCTUATION AND MECHANICS

Clarity is enhanced
with consistent use
of standard
punctuation,
capitalization, and
spelling. Errors
are few and minor;
only light editing is
needed to polish
the text.

Clarity is generally
maintained by
accurate use of
punctuation,
capitalization, and
spelling. The flow
of communication is
not diverted by
occasional minor
errors in
punctuation and
mechanics.

Clarity is somewhat
weakened by
occasional incorrect
use of punctuation,
capitalization, and
spelling. Errors
may be distracting,
and meaning is
occasionally
obscured.

Clarity and
effectiveness is
frequently
marred with
major errors in
punctuation,
capitalization,
and spelling.
The reader has
to make labored
attempts to
make sense of
the text.

Communication is
consistently
hindered by
numerous errors
in punctuation,
capitalization, and
spelling. The
reader is
overwhelmed and
finds it difficult to
focus on the text.
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Optional Discipline-Specific Standards for Writing Assessment: General

Scoring Guide

5 4 3 2 1
RESEARCH AND CITATIONS
The paper The paper The paper The paper The paper
consistently integrates slightly integrates a integrates in integrates a

integrates a
significant number
of reference
sources in
discussion. Also,
the paper
consistently
observes the
selected citation
style.

more than the
required number of
reference sources.
Also, the paper
generally observes
the selected citation
style.

minimum number
of reference sources
in discussion. Also,
the paper
occasionally fails to
observe the selected
citation style.

discussion a
number of
reference
sources slightly
less than
required. Also,
the paper
frequently fails
to follow the
selected citation
style.

significantly small
number of
reference sources
in discussion, far
less than the
required. Also,
the paper shows
no writer
awareness of the
need to observe
the selected
citation style.

INTEGRATION OF THEOLOGY

The paper
consistently
integrates the
Christian faith in
discussion of the
topic.

The paper well
integrates the
Christian faith in
discussion of the
topic.

The paper
adequately
integrates the
Christian faith in
discussion of the
topic, although
marginally at times.

The paper only
occasionally
integrates the
Christian faith
in discussion of
the topic.

The paper fails to
integrate the
Christian faith in
discussion of the
topic.
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Appendix |

Five-Minute Oral Presentation

If you are like most people, public speaking may not be your favorite pastime. Yet,
survey after grvey shows that presentation skills are crucial to success in the work place.
The person with strong communication skills has a clear advantage over-tieugue
colleaguebl especially in a competitive job market. Many people pay thousands of
dollars forseminars to gain the skill and confidence necessary to face an audience.

Listed below are ten tips for a successful presentation, in preparation for informing your
audience of the findings from your study.

1.
2.

3.

9.

Know the room. Be familiar with the place irniwh you will speak.

Know the audience. It is easier to speak to a group of friends than to a group
of strangers.

Know your material. If you are not prepared with the material or are
uncomfortable with it, your nervousness will increase. Practice paach

and revise it if necessary.

Relax. Ease tension by doing exercises.

Visualize yourself giving your speech. Imagine yourself speaking, your voice
loud, clear and assured.

Realize that people want you to succeed. Audiences want you to be
intereste, stimulating, informative and entertaining. They do not want you to
fail.

Do not apologize. If you mention your nervousness or apologize for any
problems you think you have with your presentation, you may be calling the
audienceOs attention to somaghirey hadnOt noticed.

Concentrate on the messieot the medium. Focus your attention away
from your own anxieties and outwardly toward your message and your
audience. Your nervousness will dissipate.

Turn nervousness into positive energy. Harness gerwous energy and
transform it into vitality and enthusiasm.

10.Gain experience. Experience builds confidence, which is the key to effective

speaking.
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Appendix J

Oral Presentation Scoring Guide

Score of 5- (10 Points)
This oral presentation wilhclude the followingsuperiorskills:
1. Relaxed, natural, variety of gestures appropriate to the content.
2. Vocal variety (relaxed, varied, not to loud/not to soft, appropriate to the
content, easy to listen to, can be heard by everyone).
3. Eye contact withie entire group.
4. Facial expression (varied, appropriate to the content, pleasant, smiles when
appropriate).
5. Body language (moves around naturally, use of body language to make points
or demonstrate specific behavior).
Organization of the presentation (Off2ody/Close).
Controlled nervousness.
Use of good examples from the observation experience.
Use of props (appropriate, used naturally, prepared and not distracting).

© 00N

Score of 4- (8 Points)
This oral presentation will includeell-developedkills reflected in each of the criteria
listed above.

Score of 3- (5 Points)
An oral presentation of this category will incluggequatedevelopment of the skills
reflected in each of the criteria listed above.

Score of 2- (4 Points)
This oral presentation Wrevealthree or more areas of weaknesfesn the skills
reflected in each of the criteria listed above.

Score of 1- (1 Point)
An oral presentation at this level will demonsti#tée understanding or application of
the skillsreflected in each dhe criteria listed above
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