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Checklists for Master Students

Write your thesis with respect for academic and research integrity
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Before you start General tips

» The aim of this checklist is to assist master students in writing their »  Keep aresearch diary to help you save all important information.
thesis in accordance with the norms and values of academic and

research integrity. »  Use appropriate tools for working with literature sources, for exam-

ple, reference management software.

»  This checklist helps guide students to prepare their thesis in line with
the best research practices and to avoid the risks of research
misconduct and questionable research practices.

» If possible, choose a topic that interests you and that you understand
(or want to understand).

» It is beneficial to inter- act with the research community and

» The checklist is to be used from the start of the writing and A . .
g participate in academic events relevant to your work or field of study.

continuously throughout the process of thesis preparation, publication,

and defence. > Beaware of your limits and do not be afraid to say where they are to

»  Be aware that the list might need to be adapted to your own needs prevent burnt-out.

depending on the research field, your past experience, and institutional
policies and rules. Consult your supervisor.
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I have checked my university's formal requirements for my research work and, if applicable, have taken the required courses.
I know what the thesis quality requirements are at my institution. One idea is to read a thesis from a previous year.

I know where to find information on the thesis writing tasks and process and whom/what to consult if | have any questions (e.qg., the supervisor,
university library, and writing centre).

I have knowledge of academic and research integrity, including of various breaches such as contract cheating, paper mills, gift authorship,
plagiarism, and data management issues. | am aware of the consequences of dishonesty in research and of other breaches of institutional
codes.

I have received appropriate training in academic and research integrity and, if not, have checked the availability of relevant courses and training
at my institution and if not, check the ENAI website.

I know how to find documents, such as codes of ethics and institutional requirements, that are applicable to my research.

| take personal responsibility that my thesis will be researched and written with respect for academic and research integrity.

My supervisor and | have set up a suitable work schedule, we have agreed on individual or group meetings and on the timeline that I will follow.

My supervisor and | have discussed how and when | can reach him/her; we have agreed to respect each other's working hours and avoid
contacting each other on the weekends and during vacation time.

I have checked what permissions | need for my research (e.g., permission to use measurement instruments and existing data, and to conduct
research at an organisation).

I have checked with my supervisor whether my research requires ethical approval.
I have checked with my supervisor about what ethical requirements apply to my research.

I have checked the requirements for handling personal data and for data protection that apply to my research work (e.g., GDPR) and | know how
to fulfil them.
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I have had my thesis topic approved by my supervisor.
I know how my thesis will make a contribution that distinguishes it from previous work.
I understand the assignment, and | know what the goal of the thesis is and how to achieve it.

My supervisor and | have discussed and agreed on the scope of my research and on what knowledge and/or skills are needed to implement the
research design.

[0 lam confident that | have the necessary skills to implement the research design and if not, check the ENAI website.

I have discussed possible conflicts of interest with my supervisor.

[0 I have carefully designed the research methodology to correspond to my research question(s) and | discussed it with my supervisor before
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| started writing.

My supervisor and | have talked about the research ethics aspects related to my work, such as the importance of informed consent, and have
agreed on how research ethics principles will be ensured in my work.

My supervisor and | have discussed the proper ways of collecting, recording, and managing research data and have agreed on how these tasks
will be done in my research.

My supervisor and | have talked about the importance of keeping good research protocols (i.e., research notes) and have agreed on their form.

My supervisor and | have agreed on the methods of data processing and analysis that | will be using.
I am aware of factors that might influence objectivity in data analysis, such as various forms of bias or conflicts of interest.
| am aware that all potential limitations, biases, and conflicts of interest must be clearly declared in my work.

| am aware of the institutional and legal requirements for properly storing research data and have agreed on how and where my data will be
stored.

| am aware of the possibility of outliers and of why and how they should not be omitted from the dataset.

If there is a need to anonymize the collected data, | will make codes and do the anonymization before writing.

O Itis important to anonymize research participants (if relevant); | will store the anonymization codes in a proper manner.
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I know how to do a literature search and, if not, | know where to get help, for instance, at the university library.

I use literature sources primarily from the university library or from multidisciplinary or scientific literature databases.

I use only relevant and reliable scientific sources for my research.

I have developed a reading list for my research.

If possible, | use primary sources and avoid secondary sources.

| take notes while | am reading and I include complete bibliographic information together with my notes.

When reading academic texts in my discipline, | pay attention to the form and style of the writing to develop my own academic writing skills.
I have read institutional sources and appropriate literature on how to write academic texts.
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[ I 'have sufficient knowledge of proper citation (e.g., in-text citations and footnotes) and referencing techniques.

|

I have checked what referencing style is used at my institution, or selected a suitable one.

[0 When writing my academic text, | clearly distinguish between text from sources (e.g., quotations and paraphrased material) and my original
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writing.

I have quoted and referred to all sources used.

I have indicated the beginning and end of all direct quotations, and followed them with matching in-text citations or footnotes.
I have referenced paraphrased or summarised text.

I have used my own words rather than just replacing the existing words when paraphrasing an idea.

I have properly indicated the sources of all used materials (e.g., pictures, charts, and tables) and | have checked whether | am allowed to use
them or whether I need to obtain permission.

I have properly labelled, numbered, and referenced all used material (e.g., pictures, charts, and tables) and made a special table of contents for
them.

I know what structure (e.g., IMRAD) | will use in my work and have agreed on it with my supervisor.
In the abstract, | have clearly stated the topic of my work and described the methodology and important results.
The aim of my thesis and the research questions are clearly stated in the introduction of my thesis.

My thesis has a clear focus and consistent argumentation, including a clear connection between the research aim, main themes, and overall
conclusion.

I do not include irrelevant information in my work.

I use the appropriate terminology accurately.

My conclusion is clearly stated.

There is consistency between the introduction and the conclusion.
My language is grammatically correct, clear, and precise.

I have applied the required formatting in the abstract and/or summary (if applicable), title page, table of contents, page numbering, reference
list, table/figure list, list of abbreviations, etc.

I have referenced my sources transparently.

I have used one reference style consistently.

I have double-checked whether | have formatted my work as required.

I have double-checked my bibliography and made sure that it contains all and only the sources cited in my thesis.

I have proofread my work.
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