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Every effort has been made to ensure that information
contained in this Programme Handbook is correct.
Changes may be made from time to time and the Institute
reserves the right to make amendments to any information
contained in this Programme Handbook without prior
notice.

In the event of inconsistency between information
contained in this Handbook and any Institute or
Programme policies and regulations or where an
interpretation of this Programme Handbook is required,
the decision of the Institute shall be final.
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EMEES AL (FOUR)

The Institute places utmost importance in upholding the principles of academic honesty. As students of the
Institute, it is your responsibility to avoid any possibilities of committing an academic offence of plagiarism. You
are strongly advised to read the Chapter 8 on Academic Honesty and Copyright in the Student Handbook. In
case of doubt, consult your teacher. There are a number of ways to make proper referencing in academic writing.
The following provides you with a general guide which is largely based on the Publication Manual of the
American Psychological Association (commonly referred to as APA style). Examples used to illustrate the
referencing are mainly taken from the works of the academic staff of the Institute. You may find the bibliographic
management tool RefWorks at the HKIEd Library website (http://www.lib.ied.edu.hk/refworks) useful for
generating citations and bibliographies. You may also refer to the Library online tutorial Citing Information for
additional information (http://www.lib.ied.edu.hk/is/tutorial/fp/index.htm).

Writing a reference for a printed material

The following are common types of citing sources:

*  Book

" Chapter in a book

*  Article in a journal, newspaper/magazine

. Report, academic paper or a published/unpublished thesis

Examples are given below. Note the ordering, punctuation marks (like comma, full stop and colon) and the use
of italics.

1. A book
Author(s) (last name first, Date of Publication  Title of Book (i7 dalics)
followed by
l initial of first name) l l

Mcinemey, D. M., & Mclinerney, V. (20068). Educational psychology. Consfructing
learring (4th ed.). Sydney, Australia: Pearson.

Location Publisher

2. A chapter in a book

Editar(s) (initial of first
Title of Chapter name, followed
by last name)

Helme, H. R. (2007). Sociccultural approaches to second language |learning:
The coniribution of cognitive linguistic approaches. In R. Alanen & 5.
Poyhonen (Eds.), Languages in action: Vigotsky and Leontievian lagacy
foday (pp. 203-1‘222]. Cambridge, England; Cambridge Scholars Press.

Page nals) Title of Book (ir itaties)

3. An article in a journal

Title of Article Title of Joumnal (in falics)

-
Leung, C. (2001). The psychological and sociocultural adaptation| of Chinasa
migrant adolescents in Australian and Canada. fmfermational Journal of
Fsychology, 36, B-18.

|

Volume  Page nois)
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4. An article in a newspaper

Date of Publication Title of
Author (year first, followed Newspaper
(it named) by manth and day) Title of Article it ifeiics)

Leung, C. C. (2002, March 22). Zheng: A Chinese instrument. South China
Morning Post: Young Post, p. 8.
T

Page no(s) (include volume if given for magazine)
5. A report

Title of Repart (i falics) Location

Y

* *
The Hong Kong Institute of Education (2008). Annua/ Report. Hong Kong, China:
The Hong Kong Institute of Education.

Qrganization or author

Fublisher

6. A published dissertation

Title of dissertation (i7 falics) Degree
Mame of University
Leung, C. ¥. (2008). Everyday e resisiance in a t-colonial ity & stuay
of two ilegal hawker agglomeralions in Kong (Doctoral dissertation,

Hong Kong University of Science and Technology, Hong Kong, China).
Retrieved from hitp:/fbxml.ust.hk/th_imgo/b1 038952 pdf

7. An unpublished thesis

Wang, Y. C. The policies of the Hong Kong governmean! fowards the Chinese
refugee probism, 1945-1962 (Unpublished master's thesis), Hong Keng
Baplist Univarsity, Hong Kong, China.

8. An unpublished paper presented at a meeting

Mame & place of the meeting

Mg, 5. W. (2008, June). Why odid principals and !anahmlreﬁpand so differantly
fo eurricpium refarm in Hong Kong? Paper presented at the 44th Annual
Conference of Japan Comparative Education Society, Sendai, Japan.

Writing a reference for an electronic resource

Basically, a reference for an online article includes the following components:
. Authors (if available)

. Title of document or description

= Date of publication

= DOI or URL

1. Journal article with DOI

Include the digital object identifier (DOI) in the reference if one is assigned to the journal article
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Gao, X. (2008). Teachers' professional vulnerability and cultural tradition: A
Chinese paradox. Teaching and Teacher Education, 24, 154-165.
doi;10.1016/) tate.2006.11.011

ool
2. Journal article without DOI

If no DOl is assigned to the journal article, include the home page URL for the journal in the reference

Yang, C. C. R. (2010). Teacher guestions in second language classrooms: An
investigation of three case studies. dsfan EFL Jouwrnal 12{(1), 181-201.
Retrieved from hitp:/f'www.asian-efl-journal.com

Journal home page URL

3. Article in an Internet-only journal

Fairbrother, G. (2002). The influence of socialisation and critical thinking on Hong
Kong university students® attitudes lowards China. S-Jourmnal on Hong
Kong Cultural and Social Studies, 1. Retrieved from hitp:fwww. hiv, b/
hkcspiccaxfohkess0/indec.htm

4. Article in an Internet-only newsletter

Leung, Y.-W. (2004, July). Repriaritising our clvic education. Hong Kang
Christian fnstitute News/atter. Retrisved from hitp:/iwww hkeliorg. hkfeng!
newslatiar' 190 htmi

5. Stand-alone document, no author identified, no date

GVWU's 10th WWW vser survey. (n. d.). Retrieved from hitpi/iwww.cc.gatech edu/
gvuluser_surveys/survey-1998-10

6. Document available at university programme or department website

Department of English. (2008). Afernalive iasks project Retrieved from hitp://
www.ied.edu hk/alttasks

7. Electronic copy of a journal article, more than seven authors

Cheng, 5.-T.. Yu, E. G. 8., Les, 5. Y., Wong, J. ¥. H., Hin Lau, K., Kei Chan, L., ...
Wong, W. L. M. (2010). The geriatric deprassion scale as a screaning
Tool for depression and suicide ideation: A replication and extension.
Amarican Journal of Gariarric Psychiatry, 18, 256-265. doi:10.1087/
JGP.0b013e3181bi9edd

In-text Citations
If you wish to quote other people's works in your paper, you must list all these works in your reference list at the
end of your paper. The examples below give basic guidelines as to how to make in-text citations so that the works

can be easily found in your reference list.

1. Paraphrase (Summarize others' ideas in your own words)
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You may put the author's name within the main body of the text. Here, the date of publication immediately
follows the authors and is placed in brackets.

Author(s) Date

—

Ho and Tsol (2001) reported that in schools with more newly-arrived families,
fewer parents were involved in volunteering and their intention of participating in
decision-making is also weaker.

You may also put the author's name outside the main body of the text by placing the author's name and
date of publication in brackets at the end of the main text.

In Hong Kong, the roles of teachers and parents in educating the children were
S@en as separate in the past (Llewellyn, 1982).

Author(s) & Date

Note how references that contain more than one piece of work are quoted:

Similar to some Asia-Pacific regions and the United States, the school-family
communication in Hong Kong regions tends to decrease as the child grows up
(MIER, 1998; OECD, 1997; Shen et al., 1994),

Semi-colon separate works {“et al” means “and the rest")

The above examples are extracted from:

Pang, [.-W. (2004). School-family-community partnership in Hong Kong -
Perspectives and challenges. Educational Research for Policy and
Practice, 3, 109-125. doi:10.1007/s10671-004-5556-7

2. Quotations

Note the use of quotation marks and page numbers.

Short quotes (under 40 words)
Open quote

+
By so doing, alite parents, as pointad out by Wells and Sema (1987), “rationalize
their children's entitlement to better educational opportunities based upon the
resources that they themselves bring to the syslar?' (p. 725).
/ .

Close quote Full-stop

Fage nois)
Long quotes (over 40 words)

Mo quotation marks

..|@s suggested by Bourdieu (1881), a change of social institution of symbolic
pawer:

Through a complex historical process, somelimes involving extensive conflict
(aspacially in colonial contexts), a particular language or sat of linguistic
practices has emerged as the dominant and legitimate language, and other
languages or dialects have been eliminated or subordinated to it. (p. 5)

Indented
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The above examples are extracted from:

Lai, P.-S., & Byram, M. (2003). The politics of bilingualism: A reproduction
analysis of the policy of mother tongue education in Hong Kong after
1997. Compare: A Journal of Comparative Education, 33, 315-334.
doi:10.1080/03057920302595

3. In-text citations of electronic materials

Many electronic resources do not provide page numbers. If the paragraph numbers of an electronic source
are visible, use the abbreviation “para.” preceding it.

{Corn, 2002, para. 1)
If the paragraph or page numbers are not visible, cite the heading and the number of the paragraph.
(Johnstene & Shroff, 2000, Introduction saction, para.1)

The above examples are extracted from:

Kennedy, K. J. (2003). Higher education governance as a key policy
issue in the 21st century. Educational Research for Policy and Practice,
2, 55-70. doi:10.1023/A:1024468018883

4. An indirect source

The phrase "cited in" indicates that the reference to Lee's view was found in Hong Kong Economic Times.
Only Hong Kong Economic Times then appears in the reference list.

Lee, a Christian journalist, queried why the Government was so enthusiastic in
promoting this *“SBM,” while being so unwilling to democratize the political system
(cited in Hong Kong Economic Times, 2004b).

The above example is extracted from:

Pang, 1.-W. (2008). School-based management in Hong Kong:
centralizing or decentralizing. Educational Research for Policy
and Practice, 7, 17-33. doi:10.1007/s10671-007-904 1 -y

How to organize a list of references

You can organize your references alphabetically by author and entries should have a hanging indent. When there
are multiple publications by the same author, you should order them by date of publication, the earliest first.

By Author ——=Keannady, K. J. (2003}, Higher education govermance as a key policy
= i5sue in the 215t century. Saucational Research for Policy and
~" Practics, 2, 55-T0.

.'..-"

Indented {f
"~ Lai, P-5., & Byram, M. (2003). The politics of bilingualism: A

. meproduction analysis of the policy of mother tongue education
In Hong Keng after 1997, Compare: A Journal of Comparative
Ecucation, 33, 315-334.
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Pang, |.-W. (2004). School-family-community parinership in Hong
» _I(-cm'ﬁ'_—_ Pearspectives and challenges [Electronic version].
By date _=-_'_'_':_ Educational Research for Folicy and Fractice, 3, 108-125.

Pang, I.-W. {iﬁﬂﬂ}. School-based management in Hong Kong:
canfralizing or decantralizing [Electronic version]. Educatonal
Ressarch for Policy and Fractice, 7 17-33.

Supplementary Notes

1. Use “et al.” (and the rest) to refer to situations when you need to cite a reference
with three to five authors that appear for the second time:

First time:
The Home-school Co-operation Research Report (Shen, Pang, Tsoi, Yip, & Yung,
1694) depicted an overall picture of the attitudes and behaviour of the various
stakeholders towards home-school co-operation in the school system.

Second time:
In the 80s, parent education in Hong Kong was mainly provided by the non-
government organisations (NGOs) in social welfare sector. In early 90s, some
Christian schools, with the support of their sponsoring bodies or the church
situated at the school campus, have been arganising systematic parent education
programmes for parents of primary 1 and secondary 1 students with encouraging
results (Shen et al., 1994).

For reference with six or more authors, use “et al.” for the first and subsequent citations.

2. When citing sources of non-English languages, transliterate the author(s) and title in
alphabet and translate the title into English with brackets in the reference list.

Ma, N. {2010). Xianggang zhengzhi fazhan licheng yu hexin kefi [Hong Kong
politics: Development process and key issues]. Hong Kong, China: Hong
Kong Institute of Asla-Pacific Studies.
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The Hong Kong

=~ Institute of Education
(TN

KT FeREFESR
Department of Education Policy and Leadership

gﬁ—f;—u‘ ;%—%: ¥, Leave Application Form

TS BAFTH JEINIRER)

Section | Personal Particulars (to be completed by student in BLOCK LETTERS)
& 4 ¥ 2 Name of Student
2 v
English: Chinese:
4+ Surname Z Other Names

WA L FE 2 Y%L Programme Title & Code:

,T}u;g # > Year of Study: g 4 %% Student No.:
P % 35508 Contact Phone No: % 284 4t Email Address:

FoMA | HRYHEE P EL2IMEFED)

Section 11 Leave Application Details (to be completed by student and relevant course instructors)
Lo & A FEFRERIRY G (p/7 /&) 2 (CR/P /&) SR T s
I am applying for taking a leave of absence from (DD/MM/YY) to (DD/MM/YY)
during which the following session(s) will be involved:
PP R L Ty P Pl pE Hirik ¢ $im R ¥
Course Code & Date(s) of Session Time Name of Course Signed by
Title Leave Instructor Course Instructor
2. A A L 'F'r,; S E FEP S 2 g‘;’_;qd ;%—)51 F] o 1A A e gﬁ °

I attach page(s) of letters and documentary evidence in support of my application.

3. AAPadeA? FEFPHMLALL EPE 0 FAR PP EERET FHEAALTREF YRR NP
IR TR R
I understand that in case this leave application is approved by the Programme Coordinator, the leave days approved

will also be counted as the number of days absent in the attendance requirement of the related programme and/or
course.

4. AAEPIATETR  AMEIZEN T P RER R
I declare that all the information given above and the letters and documentary evidence enclosed are to the best of
my knowledge accurate and complete.

# 4 ¥ % Signature of Student:: p # Date:
% ® % Endorsed by Principal: &£ 4+ £ Name of Principal:
B $4+ £ Name of School: # & ¥ & Official Chop:

F M A RTALT ey 0 https:/goo.glJKYCGO
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O, The H K¢
== |Fl:;i[ll.(l)::1 I{‘;ﬂ' Emiuttcm
(TN
L RS Al
Application for Late Submission of Assignment

(F#< 24 p @6 Please complete and submit this form to your course lecturer)

g4y B4 My
Name of Student: Student No:

AR ALE ST
Programme Title & Code:

FRBELP FP MR L FL W]/ B 5] HEw
Proposed Late Course Code & Title Class/Group Lecturer

Submission Date

®d /3
Reason(s)/Remark(s) :

RO s

Type of Documentary Proof(s), if any, submitted :

g4 %% p o
Signature of Student Date
gl AR
To: Student Programme Code:
FELBY I )
Your application for late submission of assignment for Course
O EEPE - #3E k- 8 parmiR o

is approved. The assignment should be submitted on or before
O 7 g E o @d &
is not approved. Reason(s):

B ¥ p i
Name of Course Lecturer Signature Date

FlAERPF T A i ¥ e E/ gl
c.c. Dean of Graduate School: or Programme Leader/Coordinator

EE L (REEBAL)
Note : (with reference to the General Academic Regulations)
1. EAFREMMER T E R B HIER 2 2 B2 RA - AE G T E » KRS — B EER -
The grade of all assignments submitted late with the approval of course lecturers may be lowered, on a case-by-case basis, by up to one full grade.
2. ABHETMELEEHFAAGLIREEZEE KM EEZREEWTR TR, (F &) o
Students who fail to obtain prior approval will be given a “fail”” grade (grade F) for late submission or non-submission of assignments.
BB R B R F 1 7+ S 3R Applicable to Doctoral Degree and Master of Education/Philosophy Programmes

F OB A FAT ALT ey T 0 https://goo.gl/542¢14
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RS AR 225k

75308 R AT HIBURF & BERE - ZETESREUR - ARESR ] B TRSE CERAAD -
REREEI R G 2R AT 2] -

»  HEEEKE130/20085F
http://applications.edb.gov.hk/circular/upload/ EDBCM/EDBCMO08130C.pdf

A EEMEH EREER- LA A BN G R MR A B S R ET RS
http://www.edb.gov.hk/tc/sch-admin/fin-management/subsidy-info/trg/index.html

WA - SIS RIS E R -
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