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The guide serves to provide guidelines to the procedure for research at 
Masters /PhD level and dissertation/thesis preparation, particularly the 
format acceptable to the University. It also provides a complete model. It 
speaks to issues pertaining to research proposals, methodology, results 
and presentation. Additionally, these guidelines provide the framework 
within which the research format is expected to be approved by the 
Research and Ethics Committee of IUM. A few differences will occur with 
the level of the dissertation/thesis in postgraduate research. 

PREAMBLE
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The dissertation/thesis is the final stage of the Master’s/PhD that exhibits 
the student’s skill in the manner of planning and executing the actual 
research, and writing a research report to communicate the research 
results. The dissertation/thesis is an explicit display of a student’s skill 
of identifying suitable research areas, expressing the research problem 
at hand and demonstrating the significance of the research, setting 
research objectives and situating the research in the relevant literature, 
choosing the appropriate research methodology and methods, analyzing 
the outcomes of the research, drawing inferences and conclusions, and 
providing recommendations for future research. The dissertation/thesis 
is a scholarly exposition governed by scientific principles in academic 
research.

2.1 Aims
The aims of the dissertation/thesis are to:
• put into practice theories and concepts learned on the programme;
• provide an opportunity to study a particular topic depth in-depth;
• show evidence of independent investigation;
• combine relevant theories and suggest alternatives;
• enable interaction with practitioners (where appropriate to the 

chosen topic);
• show evidence of ability to plan and manage a project within 

deadlines

2.2 The guidelines

The guidelines are adequately prepared to meet the research 
fundamentals of every Faculty and department. However, because of 
dissimilar techniques, procedures and subject-specific requirements 
across Faculties and departments, these guidelines may be complemented 
by specific directives released by the affected Faculties and department 
to meet those requirements. 

2. The Dissertation/thesis programme

1. Introduction
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Refer to Annexure 1 for a prototype of supplemental guidelines for the 
Faculty of Information Technology.

2.3 The Master programme

The School of Postgraduate Studies currently offers the following Master’s 
qualifications:
• Masters of Business Administration (Marketing)
• Masters of Business Administration (Finance)
• Masters of Business Administration (Management)
• Masters of Business Administration (Human Resources)
• Masters of Business Administration in Integrated Natural Resources 

Management
• Masters in HIV/AIDS Management
• Masters in Nursing Science
• Masters of Education - Educational Leadership, Management and 

Policy Education
• Masters of Science in Information Technology
• Masters of Science in Tourism and Hospitality Management
• Masters in International Relations Diplomacy and Management
• Masters in Public Policy and Management
• Masters of Science in Integrated Environmental Management and 

Sustainable Development
• Masters of Science in Conservation Agricultural Management
• Masters of Science in Climate Change Mitigation and Adaptation
• Masters of Science in Sustainable Ocean and Agriculture Management
• Masters of Science in Water, Sanitation and Health Engineering

2.4 The PhD programme

The PhD programme is by full research. The Faculty level requirements 
include offering compulsory non-credit bearing courses which must 
be taken by students to the satisfaction of the Postgraduate Studies 
Committee (PGSC). Except with the permission of the Senate, no PhD 
candidate shall be admitted or registered concurrently for more than one 
programme of study at IUM.show evidence of ability to plan and manage 
a project within deadlines
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The School of Postgraduate Studies currently offers the following PhD 
qualifications
• PhD in Business Administration
• PhD in Information and Communication Technology
• PhD in Education
• PhD in Tourism and Hospitality
• PhD in Integrated Natural Resources Management
• PhD in Sustainable Development
• PhD in Natural Science
• PhD in Sustainable ocean and Aquaculture Management
• PhD in Sustainable Water management

2.5 Admission requirements
Masters
Have the relevant Bachelor Honors degree (level 8) or equivalent from 
a recognized university, institution, or institution/organization. Faculty/
program-specific requirements must also be taken into account when 
applying.

PhD
1. A Master’s Degree at NQF Level 9 in a relevant discipline. Or
2. Transfer from a PhD programme from an accredited institution, 

subject to evidence of using a transcript and confirmation of this 
status by the university’/institution’s Registrar or delegated authority. 
The transferred work shall not be completed in less than two years.

2.6 Delivery mode 

This qualification requires a significant level of self-directed study and 
research actions that require access to specialized research resources 
and/or facilities. Students admitted in this qualification must be 
supervised by recognized experts in the field of study. All supervisors 
must hold a PhD Degree in the field of study. Supervisors allocated to 
students shall be approved by the Postgraduate Studies Committee and 
shall act with instructions issued by the Committee.

• In preparation for fieldwork students will be expected to sharpen 
their general conceptual analysis and research methodology to bring 
them up to date with new theoretical knowledge and advanced 
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qualitative, quantitative and mixed methods of research approaches.
• Students must submit a draft research proposal on a selected topic 

in consultation with their supervisors.

2.7 Duration 

For Masters (Full time): Minimum: 2 Years, Maximum: 4 Years.
For Masters (Part time): Minimum: 3 Years, Maximum: 5 Years.
For PhD: Minimum: 3 Years, Maximum: 6 Years

Any study beyond the prescribed (maximum) period requires a 
special justification in the form of an appeal that must be made to 
the Postgraduate Studies Committee of the university. If the appeal is 
declined, such a student will be informed in writing to withdraw from the 
PhD programme.

2.8 Course work and Seminars (PhD)

The university requires each student to undertake the following 
compulsory non-credit bearing courses:

1st Year of study:
• Research methodology, 
• Advanced statistics, 
• Academic proposal writing 
• PhD supervisor contact year 1 (proposal development)

2nd Year of study:
• Seminars shall serve as a means for presentation of PhD research 

proposals
• Participating and making presentations at Conferences/Workshops
• Proof of submission for publication of at least 2 papers in reputable 

Academic Journals/Peer Reviewed Books, jointly with the Supervisor.

3rd year of study
ii)   Submission for examination.
iii)  Thesis defence (Viva Voce)
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2.9 Orientation

Upon admission, students will normally be taken through a general 
orientation programme by the Management. Postgraduate students will 
be expected to go through an induction process individually, led by the 
Dean and in collaboration with the prospective Supervisor. The process 
will also involve familiarisation with Faculty resources for research, the 
current staff situation in relation to areas of specialization, and the 
procedure for academic progression from the time of entry through to 
graduation.

The Faculty HOD PGS will inform students about their duties and Faculty 
expectations regarding the choice of research topic, courses that must 
be taken and passed, research proposal writing, participation in Faculty 
Seminars, and related management processes.

3.1 Composition
The composition of the Postgraduate Studies Committee shall be as 
follows:
• Pro-Vice-Chancellor, Academic & Research (Chairperson)
• Director/Coordinator, Postgraduate School (Vice-chairperson)
• Dean, Faculty of Business Administration
• Dean, Faculty of Strategic Management
• Dean, Faculty of Educational Administration and Management
• Dean, Faculty of Health Sciences
• Dean, Faculty of Information and Communication Technology
• Dean, Faculty of Tourism and Hospitality
• Registrar/ representative
• Director CIIP
• Director CES
• Campus representatives
• Dean of students/ representative
• Faculty HODs: Postgraduate Studies

3. Postgraduate Studies Committee
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3.2 Terms of Reference
• The Committee will meet regularly, at least once a month, or as 

stipulated in the university calendar.
• The Committee minutes must be properly recorded and stored.
• The Committee will report to the University ARC and Senate.

3.3 Faculty Postgraduate Committee
Each Faculty will have a Faculty Postgraduate Committee for coordinating 
the processing of student admission, teaching and supervision, with the 
directive of the Postgraduate Studies Committee. Faculty Postgraduate 
Committees will report to the university Postgraduate Studies Committee, 
which will make final decisions on admission, teaching, supervision and 
award of postgraduate degrees.

The Faculty HOD PGS shall chair the meeting.

4.1 Nomination of Supervisors
Departments shall nominate supervisors for research students. The 
department/Faculty shall keep a central record of potential supervisors 
for this purpose. The nomination of supervisors shall occur before the 
completion of the coursework. Supervisors shall be academic staff from 
the relevant field wherein the student is registered. Under exceptional 
circumstances, such as a lack of expertise in the research area and/
or methodological capacity of the proposed research, supervisors may 
be nominated from other departments or external institutions with the 
approval of the Postgraduate Studies Committee (PGSC).

4.2 Allocation and appointment of Supervisors
Faculties shall recommend supervisors and the PGSC shall approve 
and appoint the supervisors allocated by the faculties. If need be, two 
supervisors may be appointed for a research student. The supervisor for a 
Master Degree research shall, at the minimum, possess a recognized PhD 
(Level 10) from a recognized University. Under certain circumstances, a 
master’s holder with relevant experience may be allowed to co-supervise 
a master’s research with a PhD holder.

4. Supervision
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4.3 Change of supervisors
Change of supervisors is not allowed, except under the following 
circumstances:
a.   Where deficiency in expertise in the area of research or            
      methodology becomes apparent;
b.   Where both student and supervisor agree to change in supervision.       
     This agreement shall be written and carry the signatures of both     
      the student and supervisors. The Dean will recommend the                         
      proposed change to the PGSC for approval;
c.   Where irreconcilable differences might arise between the student    
      and the supervisor, the Dean will recommend the proposed change      
      to the PSC for approval;
d.   In cases where the supervisor is no longer with the institution and     
      no longer available to supervise.

Any change in supervision must be supported by the department and 
approved by the dean of the faculty.

4.4 Remote Supervision
Supervisors and students may find themselves in different geographical 
locations during the supervisory process. These rules out the ideal face 
to face supervision and faces in remote supervision. The University, 
therefore, encourages supervision to take place through digital 
correspondences. Supervisors must acknowledge receipt of students 
work in two weeks and respond to students’ research work within a 
reasonable timeframe of 30 not more days.

4.5 Absence of supervisor
Where a Supervisor is away from the university for three consecutive 
months or more, an acting Supervisor shall be appointed (in cases where 
there is no co-supervisor). The appointment of the acting supervisor 
rests with the Dean of the relevant Faculty in consultation with the 
prospective acting supervisor. 

4.6 The responsibilities of the supervisor
The responsibilities of the supervisor expand over three phases:
a.   At the commencement of the research project;
b.   During the research project; and
c.   At the end of the research project.
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At the commencement of the research project
• Initiate the first meeting after receiving a notification of students to 

supervise. 
• Discuss with the student; the responsibilities, procedures, academic 

and administrative processes of research such as plagiarism, sources 
of prohibited referencing in academic work e.g. Wikipedia, Predatory 
Journals, ethical standards etc.

• Agree on meeting schedules, submission of research work and 
timelines.

During the research project
• Advise the student on the feasibility of the study, resource constraints 

and accessibility of information
• Advise on the choice of suitable methodological approaches, time 

frame etc.
• Assist the student in finding useful and relevant reading material and 

an appropriate academic framework.
• Monitor progress and advice on what is required to achieve a 

satisfactory dissertation/thesis.
• Guide the student in participation and paper presentations in 

conferences, seminars and academic publications.
• Regularly follow up and monitor progress made by the student

At the end of the research project
• The supervisor should ensure that the student does professional 

language editing and formatting of the dissertation/thesis to ensure 
legibility and grammatical correctness of the dissertations/ thesis.

• The supervisor should ensure compliance, correctness and 
appropriateness of the dissertation/thesis to IUM regulations before 
submission for examination.

• To check the dissertation/thesis report for possible cases of plagiarism 
using Turn It In software (max 25% similarity index).

4.7 The responsibilities of the student
At the commencement of the research project
• To contact the supervisor for commencement of the study.
• To agree on a timeline for the study with the supervisor.



13 A Namibian university dedicated to its people’s future

During the research project
• Students must acknowledge receipt of supervisors work in two 

weeks and respond to supervisors’ research work within a reasonable 
timeframe of 30 days.

• To maintain regular contact with the supervisor. It is the student’s 
responsibility to inform their supervisor of progress and to lead 
the development of the dissertation/thesis. Difficulties must be 
communicated at the time they are encountered. 

• To write the dissertation/thesis in legible English using appropriate 
citation and approved referencing styles. 

• To write the dissertation/thesis with guidance from the supervisor. 
The dissertation/thesis and research work must be the student’s 
own. The dissertation/thesis is to reflect the student’s subject 
understanding and research abilities, not that of the supervisor. 
If during the preparation of the dissertation/thesis, the focus and 
direction of the dissertation/thesis change substantially from that 
outlined in the Proposal then the student should immediately discuss 
this with the supervisor.

At the end of the research project
• To ensure that the dissertation/thesis is not plagiarized and to check 

the dissertation/thesis report for possible cases of plagiarism using 
iThenticate (or Turn It In) software. A maximum of 25% similarity 
index is permissible across all qualifications.

• The student should ensure professional language editing and 
formatting, to ensure legibility and grammatical correctness of the 
dissertations/ thesis. Proof of editing should accompany the thesis or 
dissertation submission for examination (unless a waiver letter from 
the supervisor is included).

• The student should ensure compliance, correctness and 
appropriateness of the dissertation/thesis to IUM regulations before 
submission for examination.

4.8 The Supervision Schedule
From the beginning, the supervisor should agree on a schedule of work 
with students and will establish how frequently meetings will be required. 
Students are expected to have formal meetings with their supervisors 
across the duration of the dissertation/thesis. The purpose of these 
meetings is to discuss progress and resolve any difficulties. Students will 
be expected to take a proactive approach to these meetings and bring 
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material or options to be discussed rather than expect the supervisor 
to say what should be done next. The responsibility is on the student 
to make the necessary appointments and to prepare adequately for the 
meetings such that they derive maximum benefit from these sessions.

Initial meetings to discuss topics and planning will usually be scheduled 
by the supervisor. A record will be kept of each of these meetings 
detailing the dates of meetings, what was discussed and any action 
points. Both the supervisor and the student will keep a written record 
of all meetings, normally using the “Record of Supervision Meeting” 
from Annexure 2.

The research proposal is an important document that becomes 
transformed into the dissertation/thesis. The proposal becomes the road 
map through the dissertation/thesis process. Due to a wide variety of 
circumstances, the focus of the research may change. If this happens then 
the student should change the proposal document and also agree with 
the supervisor that such a change is appropriate. The research proposal 
shows that the student has thought through what the main research 
objectives are to be, that the student has identified the main sources 
of primary and secondary data as well as the research methodology. 
The proposal should provide details of the first three chapters of the 
dissertation/thesis. The structure of the research proposal is as follows:

5.1 Structure of the Research Proposal
The Title
This should describe what the study is all about. A title should not exceed 
20 words. The title can and probably will change but using precise 
wording even at this early stage will help to keep the dissertation/thesis 
properly focused.

Chapter 1. Introduction
The introduction of the research proposal should cover all contextual 
areas of the research. These include the overview of the proposed study, 
research problem or statement of the problem, research objectives/
research questions/hypotheses, significance of the study, justification/
rationale of the study, and delimitations of the study.

5. The Research Proposal
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Overview of the proposed study
This section stipulates the overall information of the forthcoming research 
by addressing the motivation and brief background of the proposed 
research. In addition, the section also provides the main literature in 
brief, points out the research interests, discrepancies and debates and a 
brief philosophical stance and theoretical premise.

Research Problem or Statement of the Problem
This section clarifies the difficulties that gave rise to the research, leading 
to the purpose of the research study.

Aim of the study 
This section indicates the work to be covered by the study. It should be 
in agreement with the research title.

Research Objectives
This section sets out the research activities that the researcher plans to 
carry out to achieve the envisioned deliverables.

Research Questions
This section outlines the specific questions to which the student wishes 
to find answers. 

Hypotheses
This section sets out the testable propositions or postulations arising 
from the theoretical premise and/or research questions. Hypotheses are 
usually common in research studies with quantitative designs or mixed 
methods designs.
Note: Ideally, a student should decide on any two of the three: 
research questions, objectives or hypotheses (but not all three).

Significance of the Study
This section sets out the substance of the research study. Considering 
knowledge gaps and contributions, the student must indicate the 
importance of his/her research study.

Justification/rationale of the study
This section should provide an answer for the need of carrying out the 
research/study.
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Delimitations of the study
This section sets out the geographical and methodological boundaries 
of the study.

Chapter 2. A preliminary review of related literature

In this section, the student should situate his/her research topic in the 
body of scholarly literature by drawing on the relevant work of existing 
authors to identify gaps in literature and deficiencies in the theoretical 
premise and methodological designs justifying the need for further 
research. References should not be older than five years.

Chapter 3. Research Methodology and Methods

This section sets out the philosophical premises and empirical techniques 
that will allow the student to research in a particular manner. The student 
should address the following clearly: research philosophy, research 
approaches, research design, population, sampling procedure, research 
sample, research instruments, empirical procedure of data collection, 
data analysis and data Interpretation, validation of findings, ethical 
considerations.

Research Philosophy
In this section, the student must indicate the philosophy of the research 
and the adopted paradigmatic aspects, being positivism, post-positivism, 
constructionism or pragmatism etc.

Research Design
The design should indicate whether the study design is descriptive, 
explanatory, exploratory, historical etc. Additionally, this section requires 
the student to indicate the research approach whether quantitative, 
qualitative or mixed. 

Population
The student should detail the population of the research from which the 
generalization of the research findings will be based.

Sampling procedure
In this section, students will be required to detail and justify the sampling 
methods and techniques/procedures of their research.                              
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The techniques/procedure should accurately and consistently fit the 
design chosen for the research.

Research Sample
This section requires the student to identify the research sample with 
its sample properties or sample-specific characteristics relating to the 
description of the objects or subjects (participants) of the research such 
as the size, demography etc. Note that are sampling procedure and 
research sample are distinct measures of the research.

Research Instruments
This section requires the student to indicate the tools and measures that 
will enable him/her to execute the research project successfully. These 
include questionnaires or surveys, amongst others. All questionnaires 
shall be approved by the supervisors who will not necessarily amend 
the questionnaires, but highlight the improvements required on the 
questionnaire and the necessary reliability and validity requirements.

Procedure
This section provides for the empirical segment of the research. The 
student should indicate how data will be collected. 

Data analysis
This section indicates how the data will be analysed and interpreted.

Ethical Protocol
In this section, the student should indicate how they would adhere to 
the ethical protocol while doing research. The study/research must 
ensure that no one is harmed physically, psychologically, culturally, or 
socially as a result of the intended research process. If people or animals 
are involved as research subjects, students are required to include an 
ethics statement in the research proposal. The ethical descriptions 
must indicate the ethical considerations and agreement to research by 
established ethical principles and procedures as are fully provided by the 
Ethical Research Protocol (ERP) guideline of the University.

Annexure 3 provides a list of possible ethical principles to draw on. 
Students are also required to adhere to the national ethical requirements, 
and to indicate such adherence in the research proposal and dissertation. 



18 A Namibian university dedicated to its people’s future

Students will be required to complete an ethics form before commencing 
with their field research.

Financial Implication/Budget (optional)
In this section, students, particularly sponsored students, should provide 
the financial implication arising from sponsorship, on their research.

References
In this section, students should list sources consulted and cited references 
in their research work.
e.g. Reference: Frankfort-Nachmias, C., & Nachmias, D. (2000). Research 
methods in the social sciences (6th ed.). NY, New York: Worth.
The referencing convention at the IUM is that of The Publication Manual 
of the American Psychological Association (APA). It is set out in the 
following resources: Publication Manual of the American Psychological 
Association. (2013). Publication Manual of the American Psychological 
Association (6th ed.). Washington, DC: APA. Publication Manual of the 
American Psychological Association. (2001). Publication Manual of the 
American Psychological Association (5th ed.). Washington, DC: APA.

All references should be indented from second line onwards.
All references cited in text should appear in the reference list. Similarly, 
all references listed on the reference list must have been cited in the 
text. 

5.2 Length of the Proposal
The length of the proposal shall not exceed 15 pages for a Master’s 
degree, and 20 pages for a PhD including references, cover page, and 
preliminary pages.

5.3 Submission of the Proposal
Students will submit a draft research proposal to the HOD: Postgraduate 
Studies in their Faculty (via their supervisors).

5.4 Presentation of the Proposal
Students will be required to present their proposal to the Faculty PGS 
committee (in consultation with the SPGS for approval. Following the 
approval of the proposal at the Faculty level; the PhD students shall 
proceed to present their research proposal to the University PGS committee 
for approval. These presentations should take place in seminar series at 
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departmental levels within the various Faculties. These seminar series 
will serve as defence sessions for the proposal where other qualified 
academics are invited to participate. During these seminar series, the 
project supervisors should be present. Comments from the Committee 
should be considered in revising the proposal before finalization by the 
Faculty responsible.

5.5 The timeframes for the proposal presentations
Masters,
Overall timeframe: 20 minutes. 
Actual presentation: 10 minutes 
Questions time: 10 minutes.

PhD,
Overall timeframe: 30 minutes. 
Actual presentation: 15 minutes 
Questions time: 15 minutes.

5.6 Approval of the Research Proposal
At the Master’s level, after the proposal has been defended at the 
relevant Faculty the following recommendations can be made:

1. Proposal approved as is;
2. Proposal approved with minor corrections;
3. Proposal referred back for Major corrections and resubmission.
4. Proposal rejected.

At the PhD level, the same order will follow, however, students will only 
proceed to present at the University PGSC with recommendations from 
the Faculty PGSC. The University Postgraduate Studies Committee will 
make the following decision about a research proposal:

1. Proposal approved as is;
2. Proposal approved with minor corrections;
3. Proposal referred back for Major corrections and resubmission.
4. Proposal rejected.

Such recommendations shall be submitted to the Postgraduate Studies 
Committee for the record, and final approval. No research will be 
conducted with a pending approval of the research proposal by the PGSC. 
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Once the research proposal has been approved by the ethics 
committee, the student will be issued a permission letter. However, the 
commencement of the research and data collection will only take place 
after final approval by NCRST. 

Annexure 7 provides a sample of the Research Proposal Approval (RPA) 
form. 
Annexure 8 provides a sample proposal corrections response sheet 
which the student shall utilize to respond to the corrections required on 
the proposal.

The writing style shall be the third person singular form. Students will be 
required to use gender-sensitive vocabulary (e.g. Chairperson rather than 
Chairman) and reference sensitive vocabulary. Italics should be avoided 
at all times unless the use thereof is justifiably necessary. Footnotes and 
endnotes should be used as per the recognised style of the APA guide.
Students are required to adhere to a uniform organization of the 
dissertation/thesis. The dissertation/thesis should be organized as 
follows:

6.1 Preliminary pages:
Title Page 
Abstract 
Keywords
Publications and conference proceedings (if any). Only those that are 
directly from the thesis/dissertation should be listed.
Acknowledgements 
Dedication (optional)
Declarations 
Copyright
Table of contents 
List of figures 
List of tables 
List of boxes, List of plates. List of schemes etc.
List of abbreviations and acronyms
List of statistical notations (for the quantitative designs)
Preface (optional)

6. The Dissertation/thesis Writing Style



21 A Namibian university dedicated to its people’s future

Annexure 6 provides a sample of the Declaration form.

Text
Chapter 1: Introduction chapter 
Chapter 2: Literature review chapter
Chapter 3: Research Methodology and Methods chapter 
Chapter 4: Data Analysis/Findings/Results
Chapter 5: Discussions and 
Chapter 6: Conclusions and Recommendations
References
Appendices

6.2 Chapters of the dissertation/thesis
The body text of the dissertation/thesis consists of chapters delineated 
above. Each chapter should commence with an introduction and close 
with a conclusion.

The introduction chapter
Students are required to provide in brief the central issues of the research 
in the introduction chapter. Additionally, students will also be required 
to provide the background or overview of the proposed study, state the 
research problem and objectives, articulate the research questions and 
hypotheses, and provide a synopsis of the significance and limitations of 
the study. Finally, students will also be required to provide an outline of 
the chapters of the dissertations and clarify selected terms used in the 
dissertation report.

The literature review chapter
In this chapter, as in the proposal, students will be required to situate 
their research topic in the body of scholarly literature by drawing on 
the relevant work of existing authors to identify gaps in literature and 
deficiencies in the theoretical premise and methodological designs 
justifying the need for further research. Thus, students must present a 
critical synthesis of the literature in this chapter.

The research methodology and methods chapter
In this chapter, students will be required to expose the complete modus 
operandi of their research study. That is, the students must convey in clear 
terms how the methodology and designs fittingly applied in this research 
process expounds the methods used to test the theoretical premises and 
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postulations. The students should configure the philosophical stances 
of epistemology, ontology, axiology and methodological realism, and 
justification thereof.

The data analysis/results and findings chapter
In this chapter, students will be required to present a coherent and 
succinct breakdown of the evaluation, exploration and scrutiny of the 
central issues of the research produced by the measures proposed and 
applied in the research study.

The discussions and conclusions chapter
In this chapter, students will be required to assemble or draw together 
in dialogue, debate and argumentation the central issues of the research 
analysed and found in the previous chapter. Also, the students should 
be able to deliver the concluding implications and suggestions arising 
from the postulations of the research and contribute to the body of 
knowledge and recommendations for future research.

6.3 Editorial and typesetting
The following guidelines must be observed in the course of preparation 
of dissertation/thesis:
The dissertation/thesis shall be typed on single sides of the A4 paper. 

• Font: Arial, size 12 (throughout)
• Line and paragraph spacing 1.5 throughout.
• Text alignment shall be justified throughout.
• Text-colour shall be black throughout.
• Margins: top, bottom, right=2.0cm; left=2.5cm (to allow for binding)
• The Abstract should not exceed 300-400 words for masters and 400-

500 for PhD; abstract should provide a summary of key findings, 
methods (sample) used and main conclusions and recommendations 
derived from the research work

• Referencing style: APA
• Italics: should be avoided unless it is in a quote, sentence or word 

that you strongly want to emphasize (italics should be normally 
discouraged).

• “Page breaks” should be used when the next writing “must” start on 
a new page (instead of multiple “enter”). 

• Similarly, “Tab” should be used instead of multiple spaces.
• Heading 1: should be all caps, centered and bold
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• Heading 2: the first letter of each word shall be caps, left alignment 
and bold

• Heading 3 and above: only first letter of the heading shall be in caps, 
justified and bold

Numbering of pages
• The title page shall not be numbered 
• All page numbers shall be inserted at the bottom and Centre of the 

page 
• Preliminary pages shall be numbered in lower-case Roman numerals 

(i, ii, iii) (with the abstract starting at page ii).
• The rest of the dissertation/thesis (chapter 1-5, references and 

appendices) shall be numbered in Arabic numerals (1, 2, 3).

6.4 Dissertation/thesis weight and length
The weight of the dissertation shall be 200 credits (as it appears in the 
curriculum).

Number of pages/ Number of words guidelines (until end of 
references)
• Masters (mini dissertation) 30,000-35,000 words (Maximum100 

pages) 
• Masters by research (full dissertation) 60,000-65,000 words 

(Maximum180 pages)
• PhD 80,000-100,000 words, (maximum 300 pages)

6.5 Publications
The list of publications and conference proceedings from the dissertation/
thesis shall be listed in a complete reference format.

6.6 Attribution and Plagiarism
Plagiarism is a form of academic dishonesty defeating the principles of 
academic integrity and is detectable through the latest software acquired 
by universities. Academic dishonesty includes, but is unlimited to:

• Copying assignments of other students, in part or whole;
• Cause someone to write your assignment or test;
• Copying assignments from the internet and presenting them as your 

own;
• Paraphrasing authors’ ideas without proper citation.



24 A Namibian university dedicated to its people’s future

Students will be required to familiarize themselves with the plagiarism 
policy of the University. All dissertations and Thesis shall be subjected to 
iThenticate or Turn-It-In plagiarism software; the similarity index should 
not exceed a maximum of 25%.

7.1 Nomination of examiners
Suitable examiners will be chosen to examine the dissertation/thesis. 
The proposed examiners will not be discussed with the students 
(examiners should remain confidential to the student at all times). 
Similarly, recommended examiners will not be disclosed to the students.

7.2 Appointment of examiners
The Faculty identifies suitable candidates to the Postgraduate Studies 
Committee (PGSC) for approval and recommend to the examination 
department. A brief CV of the recommended examiner must accompany 
the recommendation (if not already contracted by IUM).

For the internal examination, the examiners shall be:
(i)  Academic staff and/or;
(ii) Research staff.

For external examination, the examiners shall be chosen from the 
following bodies:
(i)   Accredited academic institutions;
(ii)  Acknowledged Research Institutions.
(iii) Experts in specific fields with no affiliation.

Each examiner for a thesis or dissertation must hold a PhD degree.

7.3 Limitations on the appointment of examiners
(i)    A supervisor shall not examine a dissertation/thesis of their students.
(ii)  Previous staff members of the IUM who left the IUM within two  
      years shall not be appointed as external examiners (they can   
      be appointed as internal examiners).
(iii)  Staff who formally supervised the student in the locale of the   
      study being examined, shall not be appointed.
(iv) Staff with collaborative research experience with the student shall    
      not be appointed.

7. Examiners of dissertation/thesis
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(v)  During the Examination process, Examiners shall hold no          
       correspondence with the student concerning the dissertation/thesis.

8.1 Notice to submit dissertation/thesis
Once the Supervisor is satisfied that the student’s dissertation/thesis is 
ready and is of such standard as merits submission, s/he then grants his/
her consent accordingly and returns it to the candidate. If no consent is 
given by the supervisor, the dissertation/thesis shall not be accepted for 
examination. 

In cases where the supervisor has not approved the submission of the 
Dissertation/thesis for examination, but all other procedures have been 
met, the candidate may submit the Dissertation/thesis to the Postgraduate 
Studies Committee for examination without the Supervisor’s approval, 
following an appeal to the Chairperson of the Postgraduate Studies 
Committee.

For a PhD; three (3) months before the submission of the thesis, a 
candidate must submit a notice of intention to submit to the Director 
of PGS through their Faculty HOD of PGS. The deadline to submit 
the dissertation/thesis for examination is indicated in the IUM annual 
academic calendar.

8.2 Submission of dissertation/thesis for examination
Students will be required to submit three spiral copies for Masters 
and four spiral copies for PhD for examination, accompanied by 
a covering letter signed by the Supervisor indicating his or her 
approval of the submission, alternatively by the Dean of the Faculty. 

8.3 Examination of Dissertations/thesis
Master’s dissertation shall be examined by two examiners, one internal 
(from IUM) and one external (outside IUM). For a PhD, the thesis shall 
be examined by three examiners of which two shall be internal and one 
shall be external. In cases where there is no capacity for an internal 
examiner than the dissertation/thesis can be examined by external 
examiners. 

8. Administration of Examination of dissertation/thesis
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Supervisors must not be examiners of their own student’s work.
The examination of a master’s dissertation shall be three (3) weeks and 
a PhD thesis shall be six (6) weeks.

8.4 Collation of Examiners reports
• The reports of all the Examiners to the dissertation/thesis shall be 

considered.
• These reports shall be collated and a recommendation on the result 

of the dissertation/thesis shall be made before overseeing the 
corrections to the dissertation/thesis.

• All marks will be agreed upon between examiners and finally 
approved by Postgraduate Studies Committee. A minimum mark of 
50% from each examiner is required to pass a dissertation.

• If a dissertation has a pass from one examiner and fail from the 
other examiner, the third book must be given to an arbiter to mark 
and the mark from the arbiter is final. A fail is any mark below 50%.

• If there is a resubmission from one examiner and a pass from the other 
examiner, the maximum mark awarded from the resubmission must 
be 50%. The final mark is the average mark from the resubmission 
and the examiner.

• If the dissertation is a complete fail from both examiners e.g. 
student scored 47-49% (average); the Faculty may ask the student 
to come present and defend their work and the faculty committee 
can recommend a pass mark for the student (such a mark shall 
not exceed 50%). If the fail mark is below 47%, the student must        
re-register.

• If the difference in the dissertation marks from the examiners is 
more than 20%, the faculty subcommittee shall meet to look at the 
comments and agree on a new mark. This subcommittee may call 
the student to present and defend their work. The marks awarded 
by the committee shall be taken as the final mark.

• A PhD thesis is marked on a “qualitative” basis, and as such, no 
marks are awarded for the examination of the PhD thesis. Examiners 
must indicate whether the PhD candidate has passed, passed with 
corrections (minor or major), resubmission or failed.

• Students wishing to have their dissertations/thesis re-
examined should cover or pay for the cost of re-examination.
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The completion of required minor amendments to the dissertation/
thesis shall be coordinated by the Supervisor and certified by the 
Internal Examiner. If the Dissertation/thesis has been referred for major 
amendments, it is the responsibility of the Supervisor to determine 
that the candidate has made all the corrections recommended by the 
examiner. Major amendments shall then be approved by the External 
Examiner. A dissertation/thesis which has been referred for amendment 
shall be resubmitted only once, and this must be done within twelve 
months.

Once the dissertation/thesis has been accepted by the Examiners, the 
Postgraduate Studies Committee (through the Dean of the Faculty) shall 
recommend the award of the degree.

8.5 Examination options (outcomes)
The following options are available to the Examiners.
a)     Dissertation/thesis passes as it is (no revisions required)
b)     Dissertation/thesis passes with minor corrections/revisions
c)     Dissertation/thesis passes with major corrections/revisions
d)     Referred back for major corrections/revisions (resubmission); or
e)     Failed

Minor editorial corrections/revisions: Minor corrections of English, 
spelling, statistical errors, incomplete list of references, poorly justified 
or described methodology but with adequate data; some reorganizing 
of materials in the literature review, or results or findings but not all 
sections fall under this heading.

Major corrections/revisions:This may reflect a literature review 
limited by the extent of materials and ideas reviewed or limited by 
the understanding being shown; inappropriate or inadequate research 
design; substantially inaccurate or inadequate data analysis; lack of 
conclusions and understanding. Dissertations/thesis in this category 
would require substantive improvements introducing a substantial 
amount of new materials within several chapters.

A student whose dissertation/thesis falls into the major revisions category 
should expect to re-write one or two chapters at the most (or the 
equivalent of a chapter spread over several chapters), with appropriate 
adjustments in the introduction and the conclusion.
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If a student is required to resubmit, the supervisor or markers will provide 
the student with an agreed list of corrections to be made. Annexure 10 
provides a sample dissertation/thesis corrections response sheet which 
the student shall utilize to respond to the corrections required on the 
dissertation/thesis. You will normally be allowed only one further meeting 
with your supervisor to explain these changes. Your supervisor is not 
required to re-read the dissertation/thesis. Again, you are responsible 
for all activity and redrafting to achieve the required standard.

After a student has passed by all three examiners, they are required to 
do an oral presentation (Viva Voce examination) of their work to a public 
audience. All Examiners of the thesis and supervisor(s) shall be part of 
the panel. The chairperson shall be a senior academic member of IUM 
and approved by the Director of PGS. The audience shall be permitted 
to pose questions to the student.

All PhD candidates shall defend their thesis, in two hours. The examination 
shall be open to the university’s academic staff, students, and the public 
and the notice for the examination shall be so stipulated and shall be 
advertised as such.

Unanimous approval of the examining committee is required for passing. 
If the student does not perform satisfactorily, the committee may 
recommend to the Director of PGS that the student take one (oral) re-
examination under stated conditions and the candidate shall be informed 
as such.

For oral defence, at least 20 calendar days before the viva voce, a 
sufficient number of copies of the thesis shall be submitted to the School 
of Postgraduate Studies (SPGS) and shall be distributed to each member 
of the examining committee.

Following a successful defence, and after all changes and corrections 
have been made, 5  black- Hard bound copies prepared in accordance 
with the university’s requirements/guidelines must be submitted to the 
Postgraduate Studies Committee.

9. Viva-voce/ Oral examination (PhD students only)
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Binding and book presentation of Final Dissertation/thesis

Five hard copies for both Master’s and PhD, written and bound in the 
approved manner should be submitted to the Dean of the Faculty. 
• For both Master’s and PhD, the cover must be glossy (not smooth), 

the letters on the cover page of the dissertation/thesis must be in 
Gold colour (gold foiling printing, not surface printing).

• For Master’s degree the final dissertation shall be bound in Maroon 
colour 

• For PhD the final thesis shall be bound in Black colour. 

Distribution
Distribution of the bound copies is two copies for deposit in the Library, 
one for the Faculty, one copy for the student and one copy for the 
supervisor. A soft copy (electronic version, in a single PDF file) of the 
final corrected dissertation/thesis should also be submitted to the Dean 
of the faculty. Additional copies may be required by students’ sponsors 
or other agencies. Electronic versions will be archived in the university 
repository.

Registration before awarding of the degree
Students must be actively enrolled at the time the dissertation/thesis is 
submitted for examination.

Clearance
Upon satisfactory completion of all the stipulated programme 
requirements, every student, before graduation and formal award of 
certificates, must go through the university clearance procedure involving 
the following:
• Finance
• Library
• Computer Centre
• Ministry of Home Affairs (for foreign students)

Following the completion of the clearance process, a certificate of 
‘Satisfactory Clearance’ will be issued to the student by the Office of the 
Registrar. Inability to obtain the clearance certificate could cause a delay 
in the actual date of graduation by a student.

10 Submission Arrangements
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The recommendation, with the results of the coursework and Dissertation/
thesis, shall be submitted to the Senate, through the Registrar, notify 
the candidate that she/he can apply to the Registrar to proceed to 
graduation.

12. Withdrawal from the Master’s/PhD programme

Withdrawal from the Master’s/PhD programme shall occur under the 
following conditions:
i.      When a candidate fails to have the proposal approved within two    
       years of registration.
ii.     Failure to submit biannually reports for two consecutive years. 
iii.    Failure to pay the annual fee within the stipulated time.
iv.    Failure to submit the dissertation/ thesis for examination within six    
       years of the registration.
v.     Voluntary withdrawal by a candidate.

11. Application for Graduation
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Reference ITC Faculty-specific 
terminologies

Research methodology and 
methods.

Analysis and Design for Systems/
Software Development.

Data Analysis/Findings/Results. Implementation and Testing for 
Systems/Software Development.

Monitor progress and advise on 
what is required to achievea.

satisfactory dissertation.

… and an accompanying 
artefact/system/software where 
applicable.

First, evaluate the dissertation. … and an accompanying 
artefact/system/software where 
applicable.

Under the responsibility of the 
student

To design and/or develop the 
accompanying artefact/system/
software where
applicable with guidance from the 
supervisor

The empirical procedure of data 
collection

Requirement gathering data.

Research design: quantitative, 
qualitative, triangulated or mixed.

Research design: System/
Software/Engineering 
methodology where applicable

Research design: descriptive,     
explanatory. Exploratory or      
historic.

Research design: System/
Software/Electronics/Digital 
Communication

Annexure 1: Supplemental Guidelines for the Faculty of 
Information Technology

PROTOTYPE: SUPPLEMENTAL GUIDELINES FOR THE FACULTY 
OF INFORMATION TECHNOLOGY

(preferred terminologies at the ITC Faculty)
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Procedure:
This section provides for 
the empirical segment of 
the research. The student 
should indicate how data will 
be collected, analysed and 
interpreted

…or used for system design 
where applicable.

Ethical Research Protocol (ERP) 
guideline of the University in the
Social Sciences, Business Science 
and Health Sciences.

Electronics/Digital 
Communication/Computer 
Science.

submission of the proposal:
In the first semester of the first 
year of study, students shall 
follow a series of preparation 
sessions in dissertation writing
Students will submit a draft 
research proposal by mid-July to 
the Chairperson of the Faculty 
Research Committee.
The Postgraduate Studies 
Committee will allocate a 
supervisor by the end of July.

For Faculty of ICT students, this 
will take place in the second 
semester of the first year.

For Faculty of ICT students, 
submission is by mid-November.

End of November for ICT faculty.
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The referencing convention: 
Sources

Publication Manual of the 
American Psychological 
Association. (2013). Publication 
Manual of the American 
Psychological Association (6th 
ed.). Washington, DC: APA.

Publication Manual of the 
American Psychological 
Association. (2001). Publication 
Manual of the American 
Psychological
Association (5th ed.). 
Washington, DC: APA.

I.A. Glover and P.M. Grant, Digital 
Communications, 3rd ed. Harlow: 
Prentice-Hall, 2009.

F. Yan, Y. Gu, Y. Wang, C. M. 
Wang, X. Y. Hu, H. X. Peng, et 
al., “Study on the interaction 
mechanism between laser and 
rock during perforation,” Optics 
and Laser Technology, vol. 54, 
pp. 303-308, Dec 2013.

Presentation of the proposal:

These presentations shall be 
conducted on 25 July each year.

20th November for ICT faculty.

The weight of the dissertation 
shall be 200 credits. The length 
of the dissertation shall be 
between 20,000 and 40,000 
words

Indicated as: XXXX for Systems/
Software Development.

Minor corrections of English, 
spelling, statistical errors, 
incomplete list of references, 
poorly justified or described 
methodology but with adequate 
data.

A good designed system or 
software where applicable

Some reorganizing of materials in 
the literature review, or results
or findings

Minor adjustment on 
implementation of system/
software where applicable.
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As annexed:
Research field: collection

Implementation and testing for 
systems/software development
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ANNEXURE 2: RECORD OF SUPERVISION MEETING FORM 
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Annexure 3: Ethical Principles

2
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EMPLOYMENT DEMAND IN NAMIBIA SINCE INDEPENDENCE

A RESEARCH PROPOSAL SUBMITTED IN PARTIAL FULFILMENT 
OF THE REQUIREMENTS FOR THE DEGREE OF 
MASTER IN PUBLIC POLICY AND MANAGEMENT

OF THE

INTERNATIONAL UNIVERSITY OF MANAGEMENT

BY

NAME OF STUDENT

STUDENT NUMBER

MONTH AND YEAR OF SUBMISSION

SUPERVISOR: FULL NAME  (AFFILIATION, if NOT IUM)
CO-SUPERVISOR (IF ANY):  FULL NAME 
                                       (AFFILIATION, if NOT IUM)

Annexure 4: Format of the Research Proposal Title Page
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EMPLOYMENT DEMAND IN NAMIBIA SINCE INDEPENDENCE

A DISSERTATION/THESIS SUBMITTED IN PARTIAL FULFILMENT 
OF THE REQUIREMENTS FOR THE DEGREE OF 
MASTER IN PUBLIC POLICY AND MANAGEMENT

OF THE 

INTERNATIONAL UNIVERSITY OF MANAGEMENT

BY

NAME OF STUDENT

STUDENT NUMBER

MONTH AND YEAR OF SUBMISSION

SUPERVISOR: FULL NAME (AFFILIATION, if NOT IUM)

CO-SUPERVISOR (IF ANY): FULL NAME 
                                       (AFFILIATION, if NOT IUM)

Annexure 5: Format of the Dissertation/Thesis Title Page
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I (full name of student), do hereby declare that this dissertation/
thesis titled: (insert title), is my own work. I also affirm that no 
part of this work was published before except those sources that 
have been duly cited and referenced. The work has never been 
submitted to any institution, college, or university for awarding of 
the degree.

Student’s Signature:…………………………………………………
Date:   …………………………………………………

Supervisors’ approval on authenticity and conformity to IUM PGS 
regulations and guidelines
Supervisor’s Name: …………………………………………………
Signature:  …………………………………………………
Date:   …………………………………………………

Annexure 6: Declaration
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Annexure 7: Sample: Research Proposal Approval Form
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Annexure 8: Corrections Response Sheet (DCRS) 

)
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Viva voce Exam Report

Name of Student: 

Degree registered for: 

Thesis/Dissertation Title: 

Date: 

1. Panel members in attendance 
2. Challenges faced with the examination                              

(e.g. logistical arrangements), if any
3. Summary of the discussions during the examination
4. Strong and/or weak points identified during the 

presentation and discussions 
5. Specific recommendations to the student where applicable 

(during the examination)

Annexure 9: Viva Voce Presentation Marking Guide
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Annexure 10. Student Supervisor Progress Report

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

Name of supervisor:……………………………………………………………….………

Signature of supervisor:………………………… Date:……….……..……………..
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