
 

SIMPLE GUIDELINES FOR WRITING PAPERS 
 

Paper size/ margins and pages 
 

Please send your paper in the following format. 
 

Paper size: 25.7(height) x18.2 cm (Width) 
Margins: top 2.5 cm; bottom 1.5 cm; left 1.8 cm; right 1.8 cm; Gutter 0.2 cm:  
  header 1.8 cm, Footer 0.0 
Header and Footer: Different on different pages 
 
Clarification Example on page 
Title page on odd page of the book 
(page number only, Font 9, normal) 
Right Justified. 

                                                                 1 
ATTITUDES TO SCIENCE 

Title page on even page of the book 
(page number only, Font 9, normal) 
Right Justified. 

1 
ATTITUDES TO SCIENCE 

Even page (page number, Left Justified, 
Font 9, normal, and short title, Right 
Justified, Font 9 Italics). 

2                                                        Attitudes to science       
Method 

Odd page (page number, Right Justified, 
Font 9 and, author name, Left Justified, 
Font 9, Italics).). 

Andrew                                                                          3                                                         
Results 

 
File:   Microsoft word file 
Spacing: Use single spacing when writing the title, abstract and text. 
Font sizes:  
 Title: 14: upper case and bold followed by a space of font 14. 

Authors' names / affiliations: Font 11; lower case; Authors bold; affiliations 
not bold. Include emails. Followed by a space of 11 font. 

 Abstract: Font 9 indented from left by 1.0 cm and right side by 1.0 cm 
 
Spaces: After authors' affiliations, all spaces of 11 font 
Paragraphs: Indented by 0.80 cm 
Tables and figures: single space before and after 11 font. Should be included in the text 
of the paper within the margins of the text. 
Maximum length: 10,000 words  
 
 
 
 
 
 
 
 



 

 
 

Sample table and figure 
Table 2. 
Perceptions of Principals, Teachers and Curriculum Developers on the Incorporation of 
Employability Skills into the Curriculum (Mean Score = X ) 

Sites Academic Skills Personal Management Skills Teamwork Skills 
 1* 2* 3* Total 1* 2* 3* Total 1* 2* 3* Total 
Yogyakarta 0.88 0.81 0.91 0.82 0.90 0.92 0.83 0.91 1.00 0.95 0.93 0.95 
Jakarta 0.82 0.79 0.85 0.79 0.96 0.91 0.88 0.97 0.98 0.96 0.92 0.96 
Malang 0.88 0.76 0.98 0.78 0.98 0.89 0.98 0.90 1.00 0.95 0.96 0.95 

Notes:   1 = Principals; 2 = Teachers; and 3 = Curriculum Developers. Item 
scale/options: Yes = 1 and No = 0. 
 

 

 
Figure 2. Happy about completing homework. 

 
 

 APA Formatting and Referencing 
 (APA Publication Manual. Details can be found at: http://apastyle.apa.org/) 

 
Those submitting papers to BIJSME should generally adhere to what is known as APA style. 

Details in relation to APA formatting and referencing are to be found in the fifth edition (2001) of the 
American Psychological Association’s (APA’s) Publication manual of the American Psychological 
Association. If you are unable to obtain this, you can refer to the fourth edition, published in 1994. 

Although the following notes should help those who are unfamiliar with APA format, it is 
emphasised that there is no real substitute for obtaining, and studying, the APA Publication manual. 
Given that the manual contains 386 pages, the following summary is very brief, and covers major 
points only. Even persons experienced in the use of APA sometimes cannot remember all the details. 
Please do your best to meet all of the points made in the summary of APA formatting and referencing 
which is presented here. 

Note that the following summary of “APA Formatting and Referencing” is itself set out in APA 
style. 

 
Variations from Prescribed APA Formatting and Referencing 

 
Authors should note the following three variations from what is prescribed in the 386-page 

(1994) APA manual.  
1. Nothing in the text should be underlined – rather, italics should be used. 
2. Figures and tables should be placed in the text in the (approximate) position at which they 

will appear (the word “approximate” is used, because under no circumstances should figures or tables 
be divided from the bottom of a page to the top of the next).  

3. References should be indented on second and succeeding lines, but not on the first line. 
(That is, in fact, the opposite to what is shown on pages 265 and 266 of the APA manual). 

 
 
 



 

Standard Features of APA Formatting: A Summary 
 
Levels of Headings 

APA actually defines five levels of headings. However, authors of papers for the Conference 
should use, at most, the following three levels of headings: 

1. Centred, upper and lower case, not italics, bold. 
2. Not indented, upper and lower case, italics, not bold. Text does not run on from the heading. 
3. Indented, first letter of first word is upper case, remainder is lower case (except for proper 

nouns), italics, not bold. Text runs on from heading. 
 
Sequencing 

There are two types of sequencing, in-text sequencing and display sequencing. For in-text 
sequencing, use (a), with text following; (b) …; and (c). Text is “run-on” – there is not a new line for 
each point. 

For display sequencing, use numbers, 1, 2, and 3, etc., as shown in the above section on “Levels 
of Headings.” Note that second and succeeding lines in a point are against the left-side margin (not 
indented). Dot points should be treated in exactly the same manner. Dot points are preferred to 
numbered points when there is no definite order intended in the presentation of the points. 

 
 

Quotations 
In-text quotations. Use double quotation marks, and at the completion of the quotation insert the 

closing quotation mark after the period or comma (except if a reference is given in brackets, in which 
case the quotation marks should be placed before the first bracket). Note that any quotation should be 
supported by the page number or page numbers from which the quotation came. For example: 
Hunting (1987) has demonstrated that “children coming to school already know a lot about one-half” 
(p. 46). 

 

Display quotations. These should be used for quotations containing 40 words or more. No 
quotation marks are used, and the display quotation is indented throughout. Normally, it is introduced 
by something like: Hunting (1987) has asserted: 

 

In schools in Victoria and the United States of America … (There should be at least 30 
more words. Each line in the quotation should be idented the same amount as the first line, 
and page numbers should be given at the end of the quotation – e.g., (p. 34) or (pp. 65-66)) 
 

Note that text is indented on both sides. It should also be noted that most modern editors do not like 
authors to indent text on the line which immediately follows a display quotation. 
 
Underlining 

APA formatting does not allow anything to be underlined. Use italics instead. 
 

Reference List 
The Reference List (which should not be called a “Bibliography”) should be placed at the end of 

your paper, and should provide details of all books, papers, theses, etc., to which reference has been 
made in the text. The List should be preceded by a major, centred, heading: References. 

Some examples of how you should set out references in APA style are now given. Please pay 
particular attention to (a) the position of every comma, period, and colon; (b) where spaces are 
placed; (c) whether letters are upper- or lower-case; (d) when and how page references are given; (e) 
the use of “&” rather than “and”; (f) the fact that the place of publication is the name of a city (not a 
state, or a nation), and that this should be placed before the name of the publisher; (g) what is in 
italics, and what is not; (h) the fact that “on-line” citations should not have a period at the end, 
because extra punctuation in on-line sources may make retrieval more difficult; (i) if you refer to two 



 

papers written by the same author in the same year, then, in the Reference List, you write (for 
example) Fraser, B. J. (1985a) and Fraser, B. J. (1985b); (j) how Malone, J. (1986) should be listed 
before Malone J. (1987), and before Malone, J., & O’Brien, P. (1985).   
 
Casey, D. P. (1979). An analysis of errors made by junior secondary pupils on written mathematical 

tasks. Unpublished M.Ed thesis, Monash University. 
Curriculum Development Department (1989). Teacher’s guide: Mathematics Darjah IV. Negara 

Brunei Darussalam: Ministry of Education, Jabatan Perkembangan Kurikulum Kementerian 
Pendidikan. 

Fatimah, Pengiran Hajah (1998). Addressing misunderstanding in fractions by low achieving primary 
six pupils. Unpublished M.Ed thesis, Universiti Brunei Darussalam. 

Fraenkel, J. R., & Wallen, N. E. (1993). How to design and evaluate research in education (2nd ed.). 
NY: McGraw Hill. 

Gray, M. (1997). Measuring the size and growth of the web. http://www.mit. 
edu/people/mkgray/net/web-growth-summary.html 

Harris, P. (1989). Contexts for change inb cross-cultural classrooms. In N. F. Ellerton & M. A. 
Clements (Eds.), School mathematics: The challenge to change (pp. 79–96). Geelong, Victoria: 
Deakin University. 

Hudson, B. (1996, July). Groupwork with multimedia: An example of classroom use and some 
suggestions for future development. Paper presented to Working Group 16 at the Eighth 
International Congress on Mathematicical Education, Seville, Spain. See also     http:// 
www.shu.ac.uk/schools/ed/maths/bhudson.htm 

Hunting, R. P. (1981). The role of discrete quantity partition knowledge in the child’s construction of 
fractional number (Doctoral dissertation, University of Georgia, 1980). Dissertation Abstracts 
International, 41, 4380A–4381A (University Microfilms No. 81-07919). 

Kidric, M., & Galvin, B. (1989). Having fun with story book maths at Wonga Park Primary School. 
Prime Number, 4(1), 3–5. 

Lean, G. A., Clements, M. A., & Del Campo, G (1990). Linguistic and pedagogical factors affecting 
children’s understanding of arithmetic word problems. Educational Studies in Mathematics, 21, 
165–191. 

McCauley, C. (1989, January 17). Teachers may be retrained to teach maths. The Age (Melbourne), p. 
37. 

von Glasersfeld, E. (1988, July). Environment and communication. Paper presented at the Sixth 
International Congress on Mathematical Education, Hungary. 

Wheatley, G. H., & Bebout, H. (1990). Mathematical knowledge of young learners. In L. P. Steffe & 
T. Wood (Eds.), Transforming children’s mathematics education: International perspectives 
(pp. 107–111). Hillsdale, NJ: Lawrence Erlbaum.      

 
Citation of Authors in the Main Body of the Paper 
 
 

Joint authors. Sometimes, in citing papers or books written by two or more authors, you use the 
word “and” and sometimes you use “&.” You could write “White and Jones (1984) have claimed that 
…,” but if, after making some point, you wanted to use the White and Jones reference to support 
what you’d just written, you might write, for example, (White & Jones, 1984, p. 17). 
 

Alphabetical, not chronological order with in-text lists of authors. When two or more different 
sets of writers are cited, the authors should be cited according to the alphabetical order (rather than 
chronological order) of the name of the first author in a given set of authors. For example: “It is clear 
from the literature that semantic structure greatly affects the relative difficulty of arithmetic word 
problems (Carpenter, 1985; Carpenter & Moser, 1984; Lean et al., 1990; Riley, Greeno, & Heller, 
1983). …” 

 



 

Ibid and op. cit. Never use ibid., or op. cit. in APA referencing. 
 

Other Matters 
Inverted Commas 

Although many believe it to be illogical, with APA a full stop (i.e., a period) comes before, not 
after, an inverted comma. That is to say, you should write .” and not ”. A similar statement is true for 
commas and inverted commas. However, for other punctuation marks, the inverted commas precede 
the punctuation mark (for example ”; and ”: and ”?). 

Note however, that you would write (for example): As Wong (1998) remarked, “the 1990s has 
witnessed some remarkable reforms in both primary and secondary education in Singapore” (p. 188).  

 

Copyright and Plagiarism 
If, in your paper, you intend to include a long quotation, or a diagram, from someone else’s 

work then you may need to seek permission to do that from the person(s) or companies holding the 
copyright for what you are reproducing. 

It should go without saying that writers should acknowledge fully the sources of any significant 
ideas or passages of writing that have been gained from other persons. 

 

Acknowledgement(s) 
If a writer wishes to acknowledge, formally, the support of others in the generation of a paper 

then this should be done immediately before the Reference List under a heading 
“Acknowledgement.” 

 

Appendices 
Appendices can be used for material which is needed to substantiate the main thesis being 

argued but would distract the reader from the argument if it were included in the main body of the 
text. Appendices are usually referred to in parentheses [e.g., (see Appendix A)], and the actual 
Appendices are given after the Reference List. Appendices should be used sparingly – it is usually 
preferable to include the information in the main body of the text. Note that appendices are to be 
included within the 10-page limit for a paper. 

 
PLEASE DO NOT BE DISCOURAGED BY THE DETAIL PROVIDED IN THE ABOVE 
SUMMARY OF APA STYLE. IF YOU ARE NOT FAMILIAR WITH APA FORMATTING 
AND REFERENCING, DO YOUR BEST TO CONFORM WITH THE ADVICE THAT HAS 
BEEN OFFERED. NOTE, HOWEVER, THAT THE JOURNAL EDITORS WILL ATTEMPT 
TO LOCATE AND CORRECT VARIATIONS FROM APA 


