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INTERNAL QUALITY CHECKLIST DRIC

Student name:  
 …………………………………….   

Student number: 
………………………………..……

	Issue
	√ or X
	Comments

	Correct technical structure e.g.

Title page, index, list of tables etc
	
	

	Page numbers and wording in index, correspond with text
	
	

	No full stops in any heading (tables and figures too)
	
	

	Acceptable chapter classification 
	
	

	Typing and general prescriptions e.g. typed one side of the page
	
	

	Numbering and typing format of text headings and Table, Figure and equation captions
	
	

	Neatness and clarity of Figures and Tables.
	
	

	Annexures as suggested in TUT guidelines
	
	

	References: acceptable and consistent (text and reference list).


	
	

	Consistency throughout (abbreviations, line-spacing etc, spelling, terminology)
	
	

	Consistency in spaces (or not) between number and unit and % 
	
	

	No bad breaks at end of line, e.g. 9000 km
	
	

	Bullets: always an intro sentence; correct punctuation
	
	

	UK and not USA English emphasise, not emphasize, programme, colour etc
	
	

	Landscape page numbers to be positioned correctly
	
	

	Obvious discrepancies
	
	


I (student) ………………………….. hereby declare that I, together with the Supervisor  …………………………………. thoroughly checked the manuscript against the checklist and therefore take responsibility for all errors and discrepancies that may still exist.

Signature of Student: ……………………………………………………..

Signature of Supervisor: …………………………………………………..

Signature of Co-Supervisor: ………………………………………………

Signature of DRIC Quality Reviewer

Comments by quality reviewer:

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

Signature of FHDC: ………………………………………………….
Comments:

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

………………………………………………………………………………………………

Addendum A

GUIDELINE FOR DISSERTATIONS/THESIS IN THE FACULTY OF SCIENCE
For the use of the postgraduate student and supervisor

	
	Student
	Supervisor
	DRIC QR

	1.
	TITLE PAGE
	
	
	

	
	Correct and approved title
	
	
	

	
	Format according to page 10 in Guidelines
	
	
	

	
	Faculty name correct
	
	
	

	
	Departmental name correct
	
	
	

	
	No spelling errors
	
	
	

	
	No punctuation
	
	
	

	
	Date according to first submission for assessment
	
	
	

	
	No frame
	
	
	

	
	No page number appears on this page
	
	
	

	
	
	
	
	

	2.
	PRELIMINARIES 
	
	
	

	
	All pages are numbered in Roman numerals in the centre bottom of the page
	
	
	

	2.1
	Declaration and copy right:
	
	
	

	
	To follow after title page
	
	
	

	
	Wording according to page 12 of Guidelines
	
	
	

	2.2
	Dedication:
	
	
	

	
	Only if student wants to
	
	
	

	
	Wording according to example on page 12 of Guidelines
	
	
	

	2.3
	Acknowledgement:
	
	
	

	
	No spelling errors
	
	
	

	
	Correct titles for the study panel
	
	
	

	
	Bullets (and not numbering) may be used for list  
	
	
	

	2.4
	Abstract:
	
	
	

	
	Less than:  (200 words for M Tech)

                         (400 words for D Tech)
	
	
	

	
	Describes the problem
	
	
	

	
	Describes the methods and procedures used
	
	
	

	
	Contains main findings
	
	
	

	
	Contains conclusions
	
	
	

	
	No literature reference or abbreviations/acronyms are used in the abstract
	
	
	

	
	
	
	
	

	3.
	INDEX (OR CONTENTS)
	
	
	

	
	The word “Index” is centered/left
	
	
	

	
	“Page” against right hand margin in the next line
	
	
	

	
	“Chapter” against the left hand margin in the next line
	
	
	

	
	Layout according to page 14 of Guidelines
	
	
	

	
	Headings of all chapters according to text
	
	
	

	
	All sub-headings according to text
	
	
	

	
	Use of capital letters and acronyms according to text
	
	
	

	
	Only main heading and chapter heading in bold
	
	
	

	
	No underlining in text
	
	
	

	
	Page numbers correspond with text
	
	
	

	
	
	
	
	

	4.
	FIGURES/TABLES/ILLUSTRATIONS
	
	
	

	4.1
	List of Figures and List of Tables
	
	
	

	
	A separate List of Figures and a List of Tables appears after index page
	
	
	

	
	Figure/table page numbers correspond with text
	
	
	

	
	Heading in list according to text
	
	
	

	
	Layout according to page 15 & 16 of Guidelines
	
	
	

	
	Use of capital letters and numbering according to text
	
	
	

	4.2
	Figures and Tables in text
	
	
	

	
	No borders around tables/figures
	
	
	

	
	All table headings are typed at top of table; format according to page 18 of Guidelines
	
	
	

	
	All table headings are consistent centered/left margin
	
	
	

	
	All figure captions appear bellow figure; format according to page 18 of Guidelines
	
	
	

	
	All captions consistently positioned (centered/left)
	
	
	

	
	The source (if applicable) is placed at the bottom
	
	
	

	
	Numbering is done according to the chapter number, eg. Table 1.1
	
	
	

	
	Tables/figures that are adapted from other sources are indicated in such a way.
	
	
	

	
	Legends to tables/figures where applicable 
	
	
	

	
	If a figure/table can fit on one page, it should not be positioned in the text so that it flows over onto the next page
	
	
	

	
	The use of colour in figures is functional and clearly defined
	
	
	

	
	High quality (resolution) photographs / scanned images are used in figures
	
	
	

	5.
	GLOSSARY
	
	
	

	
	An informed decision to include/exclude a glossary was taken
	
	
	

	
	To follow after Lists of Figures/Tables
	
	
	

	
	Glossary is alphabetical
	
	
	

	
	All technical and subject-specific words are explained
	
	
	

	
	All acronyms/abbreviations are explained
	
	
	

	
	
	
	
	

	6.
	THE TEXT
	
	
	

	
	All page numbers in Arabic numbers at top centre /top right hand position
	
	
	

	
	All page numbers are consistently positioned
	
	
	

	
	All page numbers are consistently in the same font type and size
	
	
	

	
	Chapter heading: “CHAPTER 1” is in bold
	
	
	

	
	Chapter title is bold and consistently bold in all chapters
	
	
	

	
	The position of the title is consistent in all chapters
	
	
	

	
	Double line spacing between heading and first paragraph in each chapter
	
	
	

	
	Double line spacing between paragraphs
	
	
	

	
	Numbering according to example on page 17 of Guidelines
	
	
	

	
	Bullets (and not numbering) are used for lists in text  
	
	
	

	
	Justification is consistent in all chapters
	
	
	

	
	The bold font was consistently used to accentuate 
	
	
	

	
	All subsections have an introductory sentence before tables or figures are given
	
	
	

	
	The same bullet type is used throughout the document
	
	
	

	
	The bullets are consistently indented from the left margin throughout the document. (No indent is preferable).
	
	
	

	
	All the bullets flow logically and grammatically from the stem sentence.
	
	
	

	
	Bullets with full sentences started with a capital and ended with a full stop.
	
	
	

	
	Bullets with fragments started with a lower case letter and ended in a semi-colon. 
	
	
	

	
	The penultimate bullet has "and" after the semi-colon.
	
	
	

	
	Spacing after a full stop is consistently 1 (or 2) spaces. (The convention is no longer valid to use two spaces after a full stop).
	
	
	

	
	The numbers one to ten are written out in words in the text.
	
	
	

	
	A sentence that starts with a number, has the number written in words.
	
	
	

	
	Numerals are correctly used for age, time, dates, percentages, currency, measurements, fractions or decimal numbers and mathematics.
	
	
	

	
	Large numbers are not written with commas to divide it in groups of three.
	
	
	

	
	Decimal numbers smaller than one, have a zero in front of the comma.
	
	
	

	
	Decimal commas/points are consistently used according to the convention in the study field.
	
	
	

	
	Third person is used and not first person.  In certain types of qualitative studies it is acceptable to write in the first person.
	
	
	

	
	The first time an abbreviation is used in the dissertation / thesis it should be written out in full with abbreviation in brackets.  Thereafter only the abbreviation is used.
	
	
	

	
	Prudent use of abbreviations
	
	
	

	
	All references, paragraph numbers, figures and tables cross checked
	
	
	

	
	
	
	
	

	7.
	CITATION
	
	
	

	
	Thoughts/arguments/ideas of another author were properly cited
	
	
	

	
	Citations are according to Citation Guide
	
	
	

	
	The phrase et al. is used correctly. (For more than three authors).
	
	
	

	
	
	
	
	

	8.
	ANNEXURES
	
	
	

	
	Questionnaires/additional info are placed in annexures
	
	
	

	
	Annexures are properly numbered, eg. Annexure A
	
	
	

	
	Annexures are indexed
	
	
	

	
	Annexures are placed after the bibliography 
	
	
	

	
	Each annexure starts on a new page
	
	
	

	
	References are made to annexures
	
	
	

	9.
	REFERENCE LIST
	
	
	

	
	The final document was checked against the entries in the reference list.
	
	
	

	
	Only cited sources appear in the reference list
	
	
	

	
	The Citation guide was used
	
	
	

	10.
	THE COVER
	
	
	

	
	The title is printed on the front cover
	
	
	

	
	The title is followed by initials and surname of the author
	
	
	

	
	The date (Year only) is at the bottom
	
	
	

	
	Title is on the spine – top to bottom (when book is put down, it reads from left to right)
	
	
	

	
	The name of the author is next to the title (short title) or below the title (long title)
	
	
	

	
	
	
	
	

	10.
	GENERAL
	
	
	

	
	Consistency is the most important rule of all
	
	
	

	
	Font size 12
	
	
	

	
	Font type: Arial
	
	
	

	
	SA/UK English is used
	
	
	

	
	Literature review is written in past tense
	
	
	

	
	Dissertation/thesis is written in past tense
	
	
	

	
	Tone of language is scientific, no first person or emotional language.  In certain types of qualitative studies it is acceptable to write in the first person.
	
	
	

	
	Page set-up is consistent
	
	
	

	
	Only SI symbols are used
	
	
	

	
	There is a space between the value and the unit, eg. 60 kg
	
	
	

	
	No sentence starts with a number
	
	
	

	
	All subsections have an introduction sentence before tables or figures are given
	
	
	

	
	The same bullet type is used throughout the document
	
	
	

	
	No punctuation is used in headings.
	
	
	

	
	No heading is at the bottom of a page with no text following it.
	
	
	

	
	Only three levels of heading were used.
	
	
	

	
	Headings are consistently done according to a convention. Example:

1.1
MAIN HEADING

1.1.1
Sub-heading

1.1.1.1
Sub-heading

Indents at headings are consistently the same
	
	
	

	
	The document was spell checked.
	
	
	

	
	The document was checked for plagiarism (Turnitin software package)
	
	
	

	
	Page set-up is top, bottom and right at 25 mm and the left margin at 30 mm
	
	
	

	
	Double line spacing is used in the document.
	
	
	

	
	Sentences are short and concise.
	
	
	

	
	No paragraph consists of one sentence only.
	
	
	

	
	The prescriptions for "editing of integrity" (page 25 of Guidelines) were followed.
	
	
	

	
	The prescriptions for "editing of logical progression" (page 26 of Guidelines) were followed.
	
	
	

	
	The prescriptions for "editing of text and language" (page 26 of Guidelines) were followed.
	
	
	

	
	No language abbreviations were used.
	
	
	

	
	No full stops were used after initials and titles of people.
	
	
	

	
	Spacing between words is consistently one space only.
	
	
	

	
	Probability is indicated by a lower case p.
	
	
	

	
	Data were statistically analysed (Quantitative data)
	
	
	

	
	Only metric units are used
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