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This manual is intended for the use of undergraduate and graduate programs of Colegio 
de San Juan de Letran – Manila. It provides relevant information related to the conduct of 
researches, both theses and dissertations. This manual does not apply to courses that require 
researches as one of their requirements.

This manual is divided into fifteen (15) sections that are deemed salient in the process of 
conducting scholarly researches. The guidelines, policies, and procedures stated herein were 
subjected to the approval of the Management in close coordination with the concerned parties 
and final approval of the Board of Trustees.

This manual is intended only to provide the general guidelines in the conduct of research 
among undergraduate and graduate students of the Colegio enrolled in Thesis / Dissertation 
Writing courses. Should instances or cases beyond the scope of this manual arise, it is the 
responsibility of the student researcher, research adviser, and research methods professor to 
inform the Center as well their respective program chairpersons and deans.

The Colegio reserves the right to update, revise, and change the contents of the Student 
Research Manual in order to adapt and be congruent with other policies of the institution.

DISCLAIMER
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I. LETRAN RESEARCH CENTER (LRC)

A. Vision 
The Letran Research Center envisions itself in the forefront of scholarly researches in the 

Philippines recognized by the international academic community

B. Mission
The Letran Research Center is committed to develop a culture of research through the 

enhancement of the capability of every member of the institution to become a community of 
professionals making just decisions in addressing global issues guided by the Dominican charism.

C. Key Priority Areas



Letran Research Center 9

STUDENT RESEARCH MANUAL



10

STUDENT RESEARCH MANUAL

Letran Research Center

II. STUDENT RESEARCHERS

A. General Overview
Student Researchers are any bona fide students of the Colegio currently enrolled in Research 

Courses (e.g. RM1, TMRM1, TW1, DW1). As such, this manual is only applicable for thesis courses.

B. Role of the Student Researchers 
1. To prepare the manuscript of research
2. To consult with the Research Method Professor and/or Research Adviser regarding any 

concern of the paper. 
3. To review related literature and write about the theoretical background pertaining to the 

intellectualized topic.
4. To consult subject matter experts, statistician and language editor.
5. To collect, process, analyze and interpret data.
6. To formulate conclusion and future directions
7. To incorporate the comments given by the Research Method Professor, Research Adviser, and 

Research Panelists.
8. To comply with all the research policies of the Center in preparing the final manuscript.

III. RESEARCH ADVISERS

A. General Overview
Research Advisers are any bona fide employees of the Colegio designated to mentor students 

during their conduct of research.

B. General Guidelines and Policies on Research Adviser
1. Only bona fide employees of the Colegio may be assigned as Research Advisers.
2. Priority for research paper advising will be given to full-time faculty members of the Colegio.
3. Each Research Adviser shall have a maximum of 5 groups of advisees.
4. In the event that there are no more certified Research Advisers, the Program Chairperson 

may deem to assign the adviser additional advisees; not exceeding five more groups.
5. In cases wherein a Research Adviser has to be changed due to resignation, termination, or 

non goodness of fit, it is up to the Program Chairperson to assign another Research Adviser 
depending on his or her field of expertise.

6. The latest Research Adviser shall become the co-author of the Student Researcher/s.
*For graduate students, external Research Advisers may only be considered as co-advisers

C. Roles of the Research Adviser
1. To assist the students in the conceptualization of their research topic. 
2. To follow the agreed research consultation schedule set with the students. 
3. To guide the students in the preparation of research instruments.
4. To be present at the proposal and final defense of the researcher.
5. To monitor the research instrument validation, data gathering and analysis.
6. To assist in the preparation of the final manuscript following the guidelines set by the Center.

(See Section X: Publishable Format)

D. Criteria for the Selection of the Research Adviser
An employee of the Colegio may be assigned as Research Adviser provided he/she possess at 

least one of the following criteria:
1. Have a master’s degree (thesis track) in the same field of specialization.
2. Had completed all academic requirements of a master’s degree relevant to the field of 

specialization and is currently enrolled in a thesis writing course.
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3. Had published at least 2 researches in a national or international research journal on the 
same field of specialization for the past 5 years.

4. Has completed the Employee Research Training Program of the Center.

E. Procedures on the Selection of Research Adviser
1. The student should submit to the Research Methods Professor his/her proposed research 

topics using the IP Research Registry (Form SR01).
2. The Research Methods Professor shall determine the merit of the proposal and shall propose 

amendments or revisions if necessary.
3. After the necessary revisions were incorporated, the Research Methods Professor shall 

accomplish the Adviser Selection Form (Form SR02) which indicates three (3) possible 
advisers for the candidate. 

4.	The Program Chairperson shall determine the adviser for each group of students. Selection 
of the Adviser shall depend upon the proposed research topic of the student and the area of 
specialization of the proposed advisers.

5. It is upon the discretion of the Program Chairperson to identify Research Advisers for the 
Student Researcher/s depending on the proximity and relevance of the topic to the field of 
expertise of the faculty member. 

6. The Research Adviser shall then be issued an appointment letter duly signed by the Program 
Chairperson, after which, the student may now consult the Adviser regarding his/her research 
paper.

IV. RESEARCH PANELISTS

A. General Overview
Research Panelists are any subject matter experts invited by the Colegio to evaluate and help 

improve the content and methods of student researches.

B. General Guidelines and Policies on Research Panelist
1. The Research Methods Professor should invite three panel members: 

a. Two content experts in the same field (one external and one internal)
b. One research methodology expert in the same or related field (either internal or external)

2. No adviser shall be a member of the defense panel of his own advisees.

C. Role of the Research Panelists
1. To evaluate the content and methods of the research paper. 
2. To provide comments that will improve the paper. 
3. To evaluate the presentation of the student researchers.

D. Criteria for the Selection of the Research Panelist
• All invited content expert panelist should possess at least one of the following criteria:

1. Have a master’s degree (thesis track) in the same field of specialization.
2. Had completed all academic requirements of a master’s degree relevant to the field of 

specialization and is currently enrolled in a thesis writing course.
3. Had published at least two (2) researches in a national or international research journal on 

the same field of specialization for the past 5 years.
4. Has completed the Employee Research Training Program of the Center.
5. Had practiced the same field of expertise for at least 3 years.

• All invited research expert panelist should possess at least one of the following criteria:
1. Should be a research reviewer or editor of a reputable national or international research 

journal. 
2. Should have published at least five (5) researches in national or international journals.
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V. RESEARCH METHOD PROFESSOR

A. General Overview
Research Method Professors are bona fide faculty members of the Colegio designated to teach 

the rudiments of research writing and presentation.

B. Roles of the Research Method Professor
1. To assist the students in the conceptualization of their research topics.
2. To mentor students in terms of the various research designs
3. To introduce to the students the various data analysis tools and techniques
4. To facilitate the assignment of research advisers in coordination with the Program 

Chairperson
5. To facilitate the selection of research panelists following the guidelines of the Center
6. To consolidate the final manuscripts of the student researchers to be submitted to the Center 

at the end of the Academic Year.

C. Criteria for the Selection of Research Methods Professor
All research methods professor are Master’s Degree holder who possesses at least one of the 

following criteria:
1. Had published at least two (2) researches in a peer-reviewed national or international 

research journal for the past 5 years.
2. Has completed the Employee Research Training Program of the Center.

VI. CERTIFIED STATISTICIANS

A. General Overview
Certified Statisticians are professionals who are trained and had proven track record in the 

application of statistics in research.

B. General Guidelines and Policies on Certified Statisticians
1. Students of the Colegio are permitted to process their own data. However, in cases when 

professional services are necessary, only statisticians certified by the Center are allowed to 
accept statistical consultations.

2. Each Statistician is only allowed a maximum of 10 groups/research papers per semester.
3. The statistician shall be assigned and consultation fee shall be determined by the Center.
4. Payment shall be coursed through the Accounting Office.
5. Certified statisticians may be able to use the facilities of the Center

C. Roles of Certified Statisticians
1. To guide the students in choosing the most appropriate statistical tool/s for their study.
2. To guide the students in the preparation and validation of research instruments.
3. To process the data of the students using the most appropriate statistical tool/s.
4. To assist the students in the preparation of the statistical report (tables and figures) following 

the APA format.
5. To assist the students in the analysis and interpretation of the results.

D. Criteria for the Selection of Certified Statisticians
All Certified Statisticians should possess at least one of the following criteria:

1. Had published at least two (2) quantitative researches in a peer-reviewed national or 
international research journal in the past 5 years.
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2. Has completed at least sixty (60) hours of Basic and Advanced Statistics Training in the past 
5 years.

3. Has completed the Certification Program for Statisticians of the Letran Research Center.

E. Procedure of Student Application for Statistician’s Services
1. Secure and accomplish a Statistician’s Services Form (Form SR03) from the Center.
2. Select a statistician from the pool of Certified Statisticians with the help of the Student 

Research Coordinator.
3. Secure the approval of the selected Statistician.
4. Pay the required fees at the cashier depending on the statistical treatment to be used (see list 

of statistical services)
5. The Certificate of Statistical Treatment (Form SR04) shall be issued by the certified 

Statistician.
6. The honorarium of the certified Statistician shall be processed by the Financial Affairs Division 

(FAD).

VII. CERTIFIED LANGUAGE EDITORS

A. General Overview
Certified language editors are professionals who are trained and have shown track record in 

copy and content editing of researches.

B. General Guidelines and Policies on Certified Language Editors
1. All students are required to have their research papers edited by professional language 

editors.Only Language Editors certified by the Center are allowed to edit researches of the 
students of the Colegio.

2. Each Language Editor is only allowed a maximum of 10 groups/research papers per semester.
3. The language editor shall be assigned and consultation fee shall be determined by the Center, 

particularly by the Statistics, Language, and Intellectual Property Rights Coordinator.

C. Roles of Certified Language Editors
1. To proofread the manuscripts of the student researchers.
2. To suggest grammatical improvements in the paper.

D. Criteria for the Selection of Certified Language Editors
All Certified Language Editors are degree holders in English or other related fields and should 

possess at least one of the following criteria:
1. Had published at least two (2) researches in a peer-reviewed national or international 

research journal in the past 5 years.
2. Has completed sixty (60) hours of training in journal editing, refereeing, etc. in the past 5 

years.
3. Has completed the Certification Program for Language Editors of the Center.

E. Procedure of Student Application for Language Editing Services
1. The Research Methods Professor should process the research paper of the students using a 

plagiarism checker software prior to the date of the oral defense.
2. Upon getting the results of the plagiarism checker software, the students should revise the 

paper to ensure that the manuscript is at least 90% original.
3. After ensuring that the manuscript is at least 90% original, the Research Methods Professor 

should issue a Certificate of Originality (Form SR05) to the Student Researcher.
4. The student should secure and accomplish a Language Editing Form (SR06) from the Center 

and pay the required fees at the cashier depending on the his/her program of study and the 
number of pages (see list of language editing services).
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5. The certified Language Editor shall be assigned to the student researcher by the Student 
Research Coordinator in coordination with the Program Chairperson.

6. The student should submit to the assigned Certified Language Editor the result of the 
plagiarism checker software, the Certificate of Originality, and the revised paper for editing, 
tracking and encoding the dates of language editing transactions.

7. Upon completion of the task, the certified Language Editor shall issue the Certificate of 
Language Editing (Form SR07).

VIII. ETHICS

A. General Overview
The Colegio upholds the values of respect for human persons, beneficence, and justice (as 

stated in the Belmont Report of 1979) in advancing knowledge that will benefit ultimately 
humanity. As such, ethical considerations are to be observed throughout the conduct of research. 
Student Researchers, under the guidance of their respective Research Advisers, have an obligation 
to protect their respondents/participants in their researches. No harm should be done on any 
human being in conducting a particular study, rather, potential benefits are to be maximized for 
the advancement of scientific theory and the improvement of the quality of human life. 

B. Ethical Considerations
The following should be observed by the Student Researcher/s throughout the research 

process. It is the responsibility of the Research Adviser to ensure that no harm is done before, 
during, and after the data collection phase.

1. Informed consent stating the nature and purpose of the study must be sought from the 
respondents/participants. Consent for minors (i.e. below 18 years old) and/or people with 
special needs must be secured from their parents or legal guardians.

2. Potential risks and benefits of the research are also to be presented to the respondents 
participants before data collection.

3. The respondents/participants must agree to participate in the study freely and voluntarily.
4. The respondents/participants should be given the option to quit any time without any 

negative or harmful consequences.
5. The respondents/participants should be assured that their accounts will be kept anonymous 

and confidential. It is the responsibility of the Student Researcher/s to keep the data in a 
secured place.

6. The use of deception must be avoided as much as possible. However, in cases wherein 
Student Researcher/s can justify the knowledge to be gained through its use and non-
deceptive procedures are not feasible, this method may be used provided they are under 
the supervision and guidance of their Research Adviser and Research Method Professor.

IX. PLAGIARISM

A. General Overview
The Colegio abides by the principles of academic integrity and respecting other people’s 

intellectual property. Plagiarism is the practice of copying someone’s work and pronouncing 
declaring them as his/her own. In the conduct of study, it is absolutely unethical to claim others’ 
ideas as one’s own. Due recognition must be given to whom or where it is due (APA Ethics Code 
Standard 8.11, Plagiarism).

B. Self-Plagiarism
Self-Plagiarism, on the other hand, is a type of plagiarism wherein the author republishes his 

or her work completely or reuses a portion of his/her previous text while authoring a new work 
(iThenticate, The Ethics of Self-Plagiarism).
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C. Citation
The following must be observed when making use of other’s work or ideas:

1. In indicating an author or speaker’s exact words, the use of quotation marks must be 
exercised, followed by citing the author or speaker’s name enclosed in parenthesis.

2. In paraphrasing (summarizing a passage or rearranging the sentence order and/ or changing 
some words) another author or speaker, the researcher should credit the source in the text.

3. The Colegio abides by the format of the American Psychological Association (6th Edition) in 
citing references.

D. Sanctions
In accordance with the Student Handbook of the Collegiate Department of the Colegio (Student 

Discipline 4.3.2.9, p. 38), plagiarism is classified as a major offense with serious sanctions. A 
Student Researcher who plagiarizes is subject to failure in the requirement and shall be given 
a minimum sanction of three (3) days suspension to a maximum sanction of dismissal (p. 39, 
Student Handbook of the Collegiate Department of Colegio de San Juan de Letran - Manila).

X. THESIS DEFENSE

A. Procedure for the Application of Proposal Defense
1. The student, after complying with all the requirements and revisions specified by the adviser, 

shall submit to the Research Methods Professor the following documents:
a. Three (3) soft bound copies of the proposal; and
b. Duly signed Adviser Endorsement Form (Form SR08) attached to the first page of each 

proposal.
2. The Research Methods Professor shall schedule the date, time, and venue of the defense 

following the academic calendar of the Colegio.

B. Procedure of the Proposal Defense
1. The candidate/s is expected to arrive at the venue one (1) hour earlier than the scheduled 

time of the defense.
2. It is the responsibility of the Research Methods Professor to inform the students’ advisers of 

the date, time, and venue of the defense.
3. At the start of the defense, the Chairman of the panel shall call the committee to order. 
4. The Chairman shall introduce the members of the panel. He/she shall ask the research 

adviser to introduce the candidate to the panel.
5. Each candidate shall be given fifteen (15) minutes to present his/her proposal. The Chairman 

shall moderate the cross examination of the research by the members of the panel. The 
members of the panel are given thirty (30) minutes for the cross examination.

6. After the cross examination, the candidate and the adviser shall both be asked to step out of 
the room as the panelists deliberate on the result of the defense. 

7. Upon consolidating the ratings and recommendations of the members of the panel, the 
Chairman shall ask the candidate and the adviser to enter the room for the announcement of 
the evaluation result.

* MBA students are given twenty (20) minutes to present his/her proposal while DBA students 
are given thirty (30) minutes. The members of the panel for both graduate programs are 
given thirty (30) minutes for the cross examination.

C. Procedure for the Application for Final Defense
1. The student, upon successful completion of his or her thesis course during first semester, is 

qualified to enroll in his or her research course for second semester.
2. The student, after complying with all the requirements and revisions specified by the 

panelists, shall submit to the Research Methods Professor the following documents:
a. Three (3) soft bound copies of the final manuscript; and
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b. Duly signed Adviser Endorsement Form (Form SR08) with the Certificate of Originality 
(Form SR05), Certificate of Language Editing (Form SR07), and the Certificate of 
Statistical Treatment (Form SR04) if necessary, attached to the first page of each research 
manuscript.

3. The Research Methods Professor shall schedule the date, time, and venue of the defense 
observing the academic calendar of the Colegio.

D. Procedure of the Final Defense
1. The candidate should be at the venue one (1) hour earlier than the schedule of the defense.
2. The Research Methods Professor should inform the students’ adviser of the date, time, and 

venue of the defense.
3. At the start of the defense, the Chairman of the panel shall call the committee to order.
4. The Chairman shall introduce the members of the panel. Upon doing so, he/she will ask the 

research adviser to introduce the candidate to the panel.
5. Each candidate shall be given fifteen (15) minutes to present his/her proposal. The Chairman 

shall moderate the cross examination of the research by the members of the panel. The 
members of the panel are given thirty (30) minutes for the cross examination.

6. After the cross examination, the candidate and the adviser shall both be asked to step out of 
the room as the panelists deliberate on the result of the defense. 

7. Upon consolidating the scores and suggestions of the members of the panel, the Chairman 
shall ask the candidate and the adviser to enter the room for the announcement of the 
evaluation result.

8. The Student Researcher, with the aid of his/her Research Adviser, should be able to 
incorporate the suggestions and/or corrections of the panelists within 5 (five) working days 
after the Final Defense.

9. The Research Adviser, Panelists, Research Method Professor, Program Chairman, and the 
Dean of the College should accomplish the Approval Sheet (Form SR10) within 3 (three) 
working days after the submission of the final paper.

10. The Research Methods Professor should submit to the Center electronic copies (in .doc 
format in CD) of all defended and edited theses of his/her students 5 (five) working days 
before the deadline of the submission of final grades.

11. The electronic copies of the student researches are to be inputted in the Repository of all 
graduate and undergraduate theses for future purposes.

* MBA students are given twenty (20) minutes to present his/her proposal while DBA students 
are given thirty (30) minutes. The members of the panel for both graduate programs are 
given thirty (30) minutes for the cross examination.
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XI. PUBLISHABLE FORMAT
All defended research outputs shall be submitted by the student researcher and his/her 

adviser to a refereed journal for possible publication. Below is the common format of a paper for 
publication.
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A. Publishable Format (IMRaD / IMFaD Format) Guidelines*
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B. Format
All research manuscripts of the students to be submitted to the Research Methods Professor 

should comply with the following formatting guidelines:
1. Font style is Times New Roman and font size is 12
2. Margin should be 1-inch on all sides
3. The manuscript should be double-spaced and justified, except for tables
4. The entire article should be single columned
5. Paragraphs should be indented using the normal tab default
6. Page numbers should be indicated on the upper right hand corner of each page
7. Tables, figures, and headings must follow the format of the APA manual, 6th Edition
8. The abstract should approximately contain 150 – 300 words (including the keywords) and 

should be written in a single paragraph (APA manual, 6th Edition)

C. Other Parts of the IMRaD / IMFad Article
There are three (3) additional parts of the article and these are:

1. Title Page
a. Title of the article 

• maximum of 40 characters or 12 salient words
• only the first word is capitalized (APA manual, 6th Edition) 
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b. Full name/s of author/s
c. Communication address

• Academic Degree/s of Author/s
• Institutional Affiliation/s

d. Keywords of the Study
2. Acknowledgment

This part mentions those who supported the author/s without being responsible for the 
paper’s contents.

3. Appendices
Appendices may be used for material belonging to the report, but too bulky to be part of 

the main text. For example, the summary tables / statistics / figures should be in the main 
text, but detailed presentation of statistics must be in the appendix portion.

XII. STUDENT RESEARCH PUBLICATION

A. General Overview
Antorcha is a semi-annual scholarly journal of Colegio de San Juan de Letran-Manila published 

every September and March. As a multidisciplinary research journal, it welcomes researches from 
the graduate and undergraduate students of the different programs of the Colegio.

B. Guidelines and Procedure for the Student Publication
1. Manuscripts should be endorsed by their respective program chairs together with the 

consent from the student researchers and research adviser.
2. Authors should submit two versions of the manuscript. One file (“file not for review”) 

should include the names of the authors (adviser and student/s), their contact information 
(e-mail addresses), and current affiliation (program/area and college). The other file (“file for 
review”) should remove any information that would identify the authors.

3. The paper should include keywords and an abstract of 150 - 300 words.
4. The article should contain approximately 6000 – 7000 words (including abstract, tables/

figures, and references) and should be typed in a 12-point font, Times New Roman, double-
spaced, with one-inch margin on all sides. 

5. Tables/figures and references should follow the APA (6th Edition) format style.
6. The editors prefer to have the file in Microsoft Office Word 97-2003 Document (.doc) format 

and should be sent to antorcha1620@gmail.com.
7. Manuscripts that are already published or in the process of publication in other journals will 

not be considered for publication in Antorcha.

C. Review Process
1. The editor screens the submitted manuscripts and selects those deemed suitable for peer 

reviewing. Selected articles then undergo a rigorous double-blind refereeing.
2. Once accepted, a Copyright Agreement (Form SR12) will have to be sought from the student 

researchers and his/her research adviser.
3. Attached with the letter of acceptance are the comments and suggestions from the members 

of the editorial board. Revisions should be in incorporated and returned to the Center within 
2 weeks.

4. The language editor ensures that the revisions are properly made. Authors are given another 
2 weeks to integrate the comments of the language editor.

5. The editor makes the final decision on the publication of the revised articles.
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XIII. OWNERSHIP

A. General Overview
Copyright pertains to an exclusive property to publish, produce, reproduce, translate, broadcast, 

adapt, or perform a work (derived from the Copyright Act of McMaster University, 1985).

B. General Guidelines
1. The Student Researcher is the primary author of the research paper, whether it be a thesis or 

dissertation. 
2. Faculty Members who serve as Research Advisers become co-authors of the paper. 
3. The authors are the immediate owner of the copyright of the research paper.
4. Student Researchers and Faculty Advisers should communicate with each other in terms of 

editing, presenting, and/or publishing a research paper.
5. The research paper should always bear the name of the Colegio in any presentations and 

publications.

XIV. RESEARCH ETHICS COMMITTEE

A. General Overview
In times of disagreements and/ or disputes regarding a particular research, all the members are 

enjoined to settle the problems among themselves. In the event that the disagreements and/
or disputes cannot be resolved among themselves, the agreed party may raise the concern to 
the Research Ethics Committee.

B. General Policies and Procedures of the Research Ethics Committee 
1. The student researcher should write a letter of complaint addressed to the Dean of his/her 

College.
2.	The Dean will form a Research Ethics Committee composed of the Program Chairperson as 

the chairman, Student Research Coordinator, and a third member to be determined by the 
Dean.

3.	The third member should have published at least 5 researches in a peer-reviewed national or 
international research journal in the past 5 years.

4. In the event that the complaint is against the Program Chairperson, the Dean automatically 
becomes the Research Ethics Chairman.

5.	In the event that the complaint is against the Dean, the Vice President for Academic Affairs 
automatically becomes the Research Ethics Chairman.

6.	The Research Ethics Committee members should look into the merits of the complaint 
and submit to the Dean or the Vice President for Academic Affairs their findings and 
recommendations. 

7.	The Dean or the Vice President for Academic Affairs, upon careful consideration of the 
recommendation of the Research Ethics Committee, shall inform the aggrieved party his/ her 
final decision on the matter.

8.	The complainant/s may submit an appeal for reconsideration to the Research Director within 
a month after the final decision was made. Failure to submit an appeal for reconsideration 
within the time prescribed shall mean that the decision is final.
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