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Note:  The scale for the Realism rating is from 1 to 5 (1 = entirely realistic; 5 = not at all realistic.  For all 
other rating scales items range from 1 to 8 (e.g., 1 = extremely risky; 8 = not at all risky). 
 
 
Figure 1.  Participant VRQ Ratings for the Vignette by Victimization Status. 
 
 

Table 6 
 

Summary of VRQ Data Between NVPs, SVPs, and RVPs 
NVP SVP RVP 

VRQ Category M SD M SD M SD p 

Realistic 2.45 .85 2.79 .92 2.47 .78 0.295 
Interpersonal Risk 3.45 1.25 3.79 1.38 3.70 1.47 0.573 
Interpersonal Benefit 4.66 1.66 5.54 1.79 4.80 1.32 0.074 
Support 4.00 1.35 5.04 1.79 4.47 1.55 0.017* 
Social Pressure 3.66 1.82 3.75 1.67 3.90 1.63 0.838 
Discomfort 5.83 1.80 5.57 1.83 5.50 2.06 0.721 
Anxiety 5.72 1.83 5.18 1.70 5.23 1.87 0.348 
Arousal 7.55 0.95 7.64 1.10 7.40 1.07 0.657 
Romantic Interest 6.94 1.49 6.86 1.65 7.03 1.25 0.901 
Likelihood of Joining Male 7.74 0.64 7.57 0.92 7.20 1.61 0.602 
Arousal 7.55 0.95 7.64 1.10 7.40 1.07 0.095 
Kissing 6.38 1.76 6.25 2.15 5.67 2.07 0.284 
Allowing Touch 7.23 1.03 7.14 1.51 6.63 1.88 0.191 
Sexual Intercourse 7.89 0.48 7.93 0.26 7.52 1.21 0.093  
     

* denotes a statistically significant result 
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Figures 
 
All kinds of illustrations—such as photographs, graphs, diagrams, and maps—may be presented 
as figures. As with tables, each figure must be precisely and uniquely titled.   
 
Figures are subject to the following requirements: 
 
1. Present the figure as directly as possible after the first reference to it. If there is not room on 

that page to present the figure, present it on the next available page and fill the remainder of 
the page of reference with narrative. 

 
2. Figure caption placement and format are determined by the style manual used by the 

department.  
 
3. Copies of theses and dissertations deposited with the University Libraries and theses and 

dissertations submitted electronically may contain color materials, but no reference to specific 
colors should be made in texts that will be deposited with UMI/ProQuest. This is necessary 
because references to color would be meaningless to readers who access the manuscript 
through UMI/ProQuest, since UMI/ProQuest does not have the capacity to reproduce in color. 
All figures in manuscripts that will be deposited with UMI/ProQuest should be done in black ink 
so that neat, sharp photocopies can be made, and all photographs should be black and white 
and dry mounted on the same type of paper used in the rest of the manuscript, or 
photocopied with a laser photocopier in black and white. 

 
4. If maps or other large figures that cannot be inserted in the text are used, each must be 

numbered, included in a list in the introductory pages (e.g., List of Plates, List of Maps), and 
prepared for placement in a pocket in a bound volume. Foldover pages may also be used -- 
please indicate on the submission check-in form that your manuscript contains items that will 
require special handling. 

Equations 
 
Equations should be prepared and numbered according to the style manual used by the 
department. A list of equations is not required. It is customary to set equations off from the rest of 
the text and number them consecutively throughout the document.  



Figure 4.  An Outline of the Brain (Grady & Luecke, 1978).

Source: Grady, M. P., & Luecke, E. A.  (1978).  Education and the brain.  In
Phi Delta Kappa fastback No. 108.  Bloomington, IN:  Phi Delta
Kappa Educational Foundation, p.  9.
Used with permission of Derek L. Burleson, editor, Special Publica-
tions, Phi Delta Kappa, 3-8-89.
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Appendices 
Appendices may include detailed statistical data, questionnaires, form letters, results of pilot 
studies, figures, or tables providing supplementary information. Do not include letters and 
documents from individuals or institutions that may reveal the identity of confidential subjects, or 
take care to block out identifying information when including such materials. If the student’s 
research involved protected subjects or materials such as those regulated by the 
University’s Human Subjects Institutional Review Board (HSIRB), the Institutional Animal 
Care and Use Committee (IACUC), or the Institutional Biosafety Committee (IBC), a copy of 
the research protocol clearance must be included as an appendix. Manuscripts submitted  
electronically must still include these materials as part of the thesis or dissertation; however, the 
signatures may not reproduced in the electronic document. Paper copies of all signed materials 
must be submitted to The Graduate College with the signed original approval forms. You may 
either block out any signatures that appear before inserting the page into the manuscript or 
replace the designated page with a notice stating the document is on file at The Graduate 
College. 
 
No copyrighted material in excess of “fair use” may appear in the appendices without the express 
written consent of the copyright holder. (See p. 28, “Copyright Law and the Limits of ‘Fair Use’.”) 
Any material that might exceed generally accepted fair use guidelines must be accompanied by a 
letter from the copyright holder granting the author permission to reproduce (not just use) the 
material. The most common potential copyright infringement in this regard is the reproduction of 
standardized tests. It is important to understand that permission to “use” an instrument or test in 
one’s research (whether by paying a fee or through some other arrangement) does not constitute 
permission to reproduce that instrument in a thesis or dissertation. 
 
Doctoral dissertations submitted to UMI/ProQuest are examined closely for inclusion of material 
copyrighted by other authors, whether individual or corporate. When UMI/ProQuest encounters 
copyrighted material used without permission, publication is delayed until appropriate consent is 
obtained—a process that may take many weeks. Further, UMI recommends that authors clearly 
state when they have devised new instruments and tests as part of their research, in order to 
avoid ambiguity regarding copyright ownership. 
 
Appendices should be prepared in the following manner: 
 
1. A title page should be prepared for each appendix. The heading Appendix A (B, C, etc.) is 

centered in the middle of the page (if there is only one appendix, just title it "Appendix"). The 
title is centered on the second line (a double space) beneath. Each word of the title should be 
capitalized or not capitalized according to the same system used in the capitalization of your 
headings. Titles requiring more than one line should be single-spaced and divided so that the 
first line is the longest and each succeeding line is shorter (inverted pyramid). 

 
2. The page number style and location of each appendix is to be consistent with the page 

numbering system used in the body of the document. Every page in each appendix, 
including photocopied material, must have a page number. 

 
3. If necessary, margins in the appendices may be narrower than in the text except on the 

bindery side (left margin of 1.5 inches). The typeface may vary from that of the text if 
reproduced material. 

 
4. Materials in the appendices must be reproduced on one side of the page only. 
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Citations and References/Bibliography 
The style manual chosen by the student’s department should be consulted to determine the style 
used and for correct content of individual entries. Note, however, that the format of the citations, 
references, or bibliography, in terms of the page heading format, vertical spacing, and pagination, 
must be consistent with the rest of the document. All published material and any other sources 
mentioned in the text should be included. Such sources would include public acts, tests, 
unpublished manuals, court cases, conference papers, maps, computer programs/software, 
interviews, etc., in addition to books and periodical articles.   
 

Copyright Law and the Limits of “Fair Use” 
One of the essential elements of scholarship for which authors of theses and dissertations must 
be responsible is the proper use of the scholarship of other authors. Contrary to popular belief, 
academicians and educators do not have special license to “borrow” freely from the work of other 
authors and are not exempt from the limits of “fair use”. The thesis or dissertation constitutes a 
publication in its own right and the reproduction of materials in these documents exceeds the 
scope of use for educational purposes. It is also not enough merely to cite works from which one 
has borrowed when the material borrowed exceeds the generally accepted limits of fair use and 
permission for the use has not been granted by the original author.   
 
Authors who exceed fair use are liable not only to charges of copyright infringement, but to civil 
penalties as well. Therefore, it is important to be aware of generally accepted limits of fair use 
and of procedures for obtaining permission for use of materials exceeding the limits. 
 
Doctoral dissertations written at Western Michigan University are published by UMI/ProQuest, 
where each dissertation is reviewed for possible infringement of copyright. UMI/ProQuest offers 
the following guidelines for common uses that may exceed fair use: 

1. Long quotations. In general, UMI raises questions about quotations from pre-existing 
materials that extend for more than one and one-half single-spaced pages. 

2. Reproduced publications. Avoid reproducing copies of any material in the form in 
which it was originally published elsewhere. Examples include copies of standard 
survey instruments or questionnaires and articles. This scrutiny applies even if you 
are the author of the original work; you may have assigned the copyright to the 
original publisher. 

3. Unpublished materials. Recent court rulings that narrow the scope of fair use for 
unpublished works have led UMI to question most uses of manuscript materials. 

… 
5. Music. Many owners of copyrights to musical works—whether the music itself or the 

lyrics—have aggressively asserted a limited scope of fair use. Thus, any excerpting 
of music or song lyrics must be made with caution. 

… 
7. Graphic or pictorial works. Reproducing a picture, chart, graph, drawing, or cartoon 

often constitutes copying the owner’s entire work; thus, the right of fair use is 
narrowly applied. 

(Crews, 1992, pp. 16-17) 
 
If there is any doubt about whether or not the potential use is “fair,” it is best to proceed as if 
permission is needed. UMI/ProQuest can also provide authors with information regarding:  (a) 
examples of permitted copying, (b) blanket licenses held by UMI that cover some commonly 
used materials, and (c) copyright owners who routinely deny permission requests. To obtain this 
information, contact UMI/ProQuest’s Copyright Unit at 1-800-521-0600, ext. 7020. 
 
Source:  Crews, Kenneth D. (1992). Copyright law and the doctoral dissertation:  Guidelines to 
your legal rights and responsibilities. Ann Arbor, MI:  University Microfilms, Inc. 
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If the proposed use of material requires permission from the copyright holder, prepare a letter 
that includes:  (a) a thorough description of the proposed use and (b) a place for the copyright 
holder to indicate permission is granted. If copies of your thesis or dissertation will be available 
through UMI/ProQuest, permission letters must further state “UMI/ProQuest may supply copies 
on demand.” You must have an affirmative written response from the copyright holder. Do not 
assume that failure to respond is “tacit permission.” A copy of each copyright permission letter 
must be submitted to The Graduate College with your thesis or dissertation. Make sure to 
acknowledge the source of the material in the text and your permission to reproduce it as in the 
example on p. 26. The following example illustrates what should be included in the permission 
letter. The following may be used in an email correspondence as well.
 
 
August 30, 2008 
 
Copyright Holder 
Address 
Address 
 
Dear Dr. Copyright Holder: 
 
I would like to request your permission to include an excerpt from the following item in my 
dissertation: 
 
  (provide full citation of work here) 
 
(Explain briefly your reason for seeking permission to include the item.) The source will receive 
full credit in the manuscript. 
 
For your convenience, I am including a space for your signature on of the page to indicate your 
permission for my use of the above-mentioned material. By signing below, you give ProQuest 
Information and Learning (formerly University Microfilms) the right to supply copies of this 
material on demand as part of my doctoral dissertation. Please attach any other terms and 
conditions for the proposed use of this item below. If you no longer hold the copyright to this 
work, please indicate to whom I should direct my request on the bottom of this page and return it 
to me. 
 
 
 
Name      Date 
 
Please return this letter in the self-addressed, stamped envelope provided. Thank you for your  
time and attention to this matter.  
 
Sincerely, 
 
Name 
Address  
Phone 
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Submission, Review, and Approval Process 
All theses, specialist projects, and dissertations written by students at Western Michigan 
University are reviewed by The Graduate College for approval of style and format. The following 
procedures should be followed in order to complete the approval process. (Information in italics 
applies to doctoral students only.) 

1. Apply for graduation by the deadline for the semester/session in which you intend to 
graduate. Graduation applications are available at the Registrar's Office or online at 
http://www.wmich.edu/registrar. It is best practice to check with your department to make 
sure a current program of study and approved committee appointment form are already on 
file before you apply for graduation. It is recommended that you apply for graduation at least 
six months before you plan to graduate - your graduation date can be changed after the initial 
audit is completed at no additional cost to you by contacting your graduation auditor. Doctoral 
students must have completed the graduation audit process before the oral dissertation 
defense can be scheduled. 

2. Format your document according to the requirements of this manual and your department’s 
style manual of choice. 

3. Prior to submitting the manuscript, doctoral students should pick up a current ProQuest (UMI) 
agreement form at The Graduate College, or request that one be mailed to you. You must 
also obtain a Student Check-In Form, available on The Graduate College website, which lists 
the items that must be submitted along with the manuscript.  

Submission Procedures 
Once your departmental committee has approved your paper (indicated by their signatures on 
the manuscript approval forms), you may submit the paper to The Graduate College. The 
deadline for submission of papers is published on The Graduate College website 
(http://www.wmich.edu/grad). Your audit letter will also indicate the submission deadline for the 
term in which you have applied to graduate.The following items must be submitted. Failure to 
submit all required materials will result in the document not being accepted for review. 

Master’s theses and specialist projects: 
• One complete, unbound copy of the manuscript (this item may be submitted electronically 

- please see the "ETD Process" section on the next page.) 
• One additional title page and abstract 
• Two signed, original (not photocopied) approval forms with original signatures of your 

committee 
• One photocopy of a signed approval form. 
• Copyright permission letters, if needed. 
• A thesis/project check-in form with current and future contact information. 
 
Doctoral dissertations: 

• One complete, unbound copy of the manuscript  (this item may be submitted electronically 
- please see the "ETD Process" section on the next page.) 

•    One additional title page and abstract 
• Three signed, original (not photocopied) approval forms with original signatures of your 

committee 
• One photocopy of a signed approval form 
• Copyright permission letters, if needed. 
• Completed and signed UMI agreement form 
• One photocopy of both sides of UMI agreement form 
• $70.00 fee (subject to change) to cover the cost of microfilming. 
• A dissertation check-in form with current and future contact information. 
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Paper Review and Approval Process 
The Graduate College will review the manuscript for compliance with University guidelines. A 
minimum of three weeks should be allowed for this review, although more time may be needed if 
extensive corrections are needed. If corrections are needed, the manuscript will be returned, 
either in person or by priority mail, to the student or the student’s editor for corrections. The 
corrected copy will be due back within two weeks of return of the manuscript - a due date will be 
specified upon return. Failure to meet this deadline may delay graduation by one semester or 
session. 

 Once the manuscript format is approved, the Dean of the Graduate College will sign and date all 
copies of the approval forms; one copy of the signed form will be returned to the student. At this 
point, one complete copy of the manuscript will be due from master’s and specialist students; this 
copy will be bound and placed in the University Libraries. Doctoral students will be required to 
deposit two complete approved copies of the document; one copy will be bound and placed in the 
University Libraries, and the other copy will be submitted to UMI/ProQuest for microfilming. Any 
additional final copies that may be required by the committee or department are the student's 
responsibility. 

ETD Process 
Electronic submission of theses, specialist projects, and dissertations (ETDs) is handled through 
a web form on a secure server, located at http://etd.wmich.edu. Some documentation will need to 
be submitted on paper to The Graduate College by the submission deadline. This documentation 
includes the approval forms signed by your committee, signed letters with research protocol 
approval, if applicable (such as HSIRB letters), and any signed letters granting permission to 
reproduce a previously copyrighted work, if applicable. For security purposes, WMU will not 
reproduce signatures on the web. This paperwork will be kept on file at The Graduate College. 
 
1.  The ETD home page has two sets of options: Public Links and Author Links. Use the Public 

Links section to view ETDs previously submitted. The Author Links section will provide 
information about creating and submitting an electronic version of your thesis or dissertation, 
as well as link you to the log in screen. 

 
2. Log in to the site using your WMU Unified Account by clicking on the link. The system will 

prompt you to enter your username and password, and if successful, take you to the next 
stage in the process. Your Unified Account information is used for security purposes. The 
server dedicated to the ETD project is also secured. Please note that each session is 
assigned a session-specific cookie that will expire after you have been logged in for 30 
minutes; therefore, once you are logged in, you need to continue the submission process to 
its completion. At any time during the submission process, you may click on a link at the 
bottom of the page for additional information or help with the submission process.  

 
3.  You will be prompted to enter your title page information. All fields on this page are required 

in order to continue. Please make sure that all information entered on this page is correct, as 
it must match your actual title page and your approval forms exactly. This is also the page on 
which you will select the availability level for your thesis or dissertation and grant WMU 
permission to archive and make your document available. 

  
4.  After the title page is complete, you will be directed to the committee management form. On 

this page, you will enter the name of each faculty member as it appears on your approval 
forms, and select from the pull-down menu the role of that faculty member (committee chair 
or committee member). Entering the email address of your committee members will ensure 
that they will receive notification of approval of your thesis or dissertation from The Graduate 
College. After you enter the first member of your committee, click the “Add Advisor” button, 
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and you will be directed to a screen where you may add additional committee members, one 
at a time. After you have finished adding your committee members, click on the “Continue 
Submission Process” link at the bottom of the page. 

 
5.  The file management page, the next step in the process, is where you will upload your files to 

the server and choose the specific availability for each file, if you chose mixed availability on 
the title page. You may either type in the directory and file name information or click “Browse” 
to pull up a menu of your files from which to choose. Please make sure that you do not have 
spaces or slashes in your file names. If you have several large files, you may want to upload 
only one file at a time. When you have selected the files to upload, click on the “Add Files” 
button underneath the file selection area. A list of the files you have uploaded and the 
availability option selected will appear. If you upload the wrong file, you have the opportunity 
to delete it here. After you have finished adding files, click the “Continue Submission 
Process” link at the bottom of the page. 

 
6.   You will then be directed to a survey page. After submitting the survey, you will receive 

confirmation from the system that your ETD has been submitted. In order to view or modify 
your ETD, follow the link posted on this exit page. 

 
The Graduate College will review the manuscript for compliance with University guidelines. A 
minimum of 3 weeks should be allowed for this review, although more time may be needed if 
extensive corrections are needed. You will be contacted by email when the review is completed. 
If corrections are needed, you will have up to two weeks to make the corrections to your original 
document, convert it into pdf format, and upload it to the server.  

Once the manuscript format is approved, the Dean of The Graduate College will sign and date all 
copies of the approval forms; one copy of the signed form will be returned to the student. At this 
point, the University Libraries will be notifying of the approval and availability of the ETD for 
electronic cataloguing, during which the ETD will be searchable through the library catalog with 
an electronic link to the ETD. Doctoral students: the approved pdf file will be submitted via FTP to 
UMI/ProQuest for microfilming. 
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Last-Minute Check List 
The following are some potentially costly and time-consuming problems that are easily avoided. 
Before submitting a thesis, specialist project, or doctoral dissertation to the Graduate College, 
the student should double-check the following: 
 
1. Did you fill out and include the Thesis or Dissertation Check-In form? 
 
2. Are your name and the title of your document exactly the same on the approval forms, 

abstract, title page, copyright page, and acknowledgments? 
 
3. Does your abstract adhere to the one page limit for theses and specialist projects or 350 words 

(2 pages) for dissertations? 
 
4. Is your document consecutively paginated throughout and are all pages included? 
 
5. If your research involved working with regulated subjects/materials (humans, vertebrate 

animals, biohazards, or genetic material), have you included in the appendices a copy of your 
protocol approval by the appropriate University board or committee? 

 
6. If you are including previously copyrighted material in your document, have you: 

• contacted the copyright holders and received written permission to include the material? 
• properly acknowledged, in your manuscript, the permission given to use the materials? 
• included a copy of each permission letter with the manuscript? 
Doctoral students only: 
• made sure the copyright permission letters state that ProQuest Information and Learning 

(PQIL) may “supply copies on demand”? 
• attached a copy of each permission letter to the UMI agreement form? 
 

7. Does all the material in the appendices have a 1.5 inch left margin and a page number, 
including reproduced material? 
 

Doctoral Students and Master's Students Submitting for Microfilming Only: 
 
8. Have you included the microfilming fee, payable to WMU (currently $60 for theses and $70 

for dissertations)? 
 
9. If registering your copyright, have you submitted the $65.00 fee in the form of a cashier’s 

check or money order, payable to PQIL? 
 

10. Have you signed the UMI agreement form?  


