GRADUATE SCHOOL AND DEPARTMENTAL REGULATIONS

Note:
It is your responsibility to keep informed of academic policies and procedures.  Refer to the Graduate School Catalogue for complete summary of the rules governing graduate study.

1. Application for Admission to Candidacy Form for the Master’s Degree



a. Complete the face page of the Application for Admission to Candidacy form after at least two semesters (12 credits) of graduate work, but in any case no later than the third semester, whether or not a thesis committee has been formed.  This form is available in the Psychology Graduate Office.


b. Return the form to Anne with Part I completed, prior to getting the Graduate Director’s signature.


c. The signed form will be filed at the Graduate School, 25 Bishop Place, College Avenue Campus.


2. The Master’s Degree
Refer to your specific area’s requirements concerning the Master’s Degree.


The Master’s Committee Form

a. Complete a Master’s Committee Form before you begin your research.  The Committee Form may be obtained from the Psychology Graduate Office.  Anne will notify you of the approval of your committee.

b. The Committee consists of a Chairperson and two members.  They must all be either members or associate members of the Graduate Faculty.  [Students may nominate one additional member of the theses committee who is not a member of the Graduate Faculty of Psychology.  In this case, however, there must still be three members of the graduate faculty on the committee, bringing the total number of members to four.  The student must submit a current vita of that person and a brief statement on the reason this person would be useful on the Committee.  All outside Committee members must satisfy the criteria for associate membership on our Graduate Faculty.]


c. Follow the instructions in the Thesis and Dissertation Style Guide (available in the Psychology Graduate Office), for the preparation of your thesis.  Online at: http://www.nbcs.rutgers.edu/thesis/

3.
Final Examination for Master of Science Degree


a. IMPORTANT – If your area requires an oral defense, an announcement must be posted for two weeks before the defense.  Submit the title, along with the date and the time required to Anne.  Be sure to allow enough time for posting or your defense will be canceled.  


b. Obtain your Application for Admission to Candidacy Form (previously filed with them) from the Office of the Graduate School (25 Bishop Place) and submit to the Chairperson of your Committee.  (Be sure that you have completed at 24 course credits and 6 research credits required for the Master’s Degree.)


c. The Committee Chair will record the results of the final examination on this form signed Part II – A and C, or B.  It is then your responsibility to have it signed by the other members of your Committee.


d. Return to Anne for processing prior to obtaining the Graduate Director’s signature.  Completed forms must be filed with the Graduate School no later than three weeks before Commencement (no later than announced deadlines for October and January).


e. Finally, you must file the gray diploma application form with the Registrar’s Office.  This form may be obtained from the Registrar’s Office, or the Graduate Psychology Office.  Note:  Check the deadline for submission of application, as it changes year-to-year.



4.
Time Limits for the Master’s Degree


Committee formed and paper defended:  

End of 3rd Semester

Master’s Thesis successfully defended

End of 5th Semester

The policy regarding extensions beyond the 5-semester time limit for the Master’s Thesis is as follows:

The student should submit to the Area Coordinator a written request for an extension.  A committee composed of Area faculty, one of whom is the student’s advisor, will review this request.
A six-month extension will be granted if the rationale stated on the written request is acceptable.  No meeting is required with the student.

This six-month extension will be the only one given.  If the Master’s Thesis is not completed at the end of this period, the student will be recommended for termination.

Please direct inquiries to:

Ext. 2555, Room 207, Psychology Building, Busch Campus.


5.
Deadline Dates (Listed in Bulletin of the Graduate School) 


This date changes by a day or so each semester so double-check with Anne.




October 1
Deadline for all academic requirements




October 1
Deadline for filing October diploma application




January 1
Deadline for all academic requirements




January 1
Deadline for filing January diploma application




April 1

Deadline for filing May diploma application




May 1

Deadline for all academic requirements

Admission to Candidacy for the Ph.D. 
1. Qualifying Examination Committee

a.  Complete the Qualifying Exam Committee Form.  The form may be obtained from the Graduate Office.  You must have an approved Qualifying Exam Committee before taking the Quals.  Anne will notify you of the approval of your Committee.  The completion of the form includes obtaining the concurrence and signature (to indicate the concurrence) of the Program chair.  The form is then filed in the Office of the Vice Chair for Graduate Studies.


b. The Committee consists of four members.  A Chairperson who must be a member of the Graduate Faculty and three persons who may be either members or associate members of the Graduate Faculty.


c. The Qualifying Examination should be completed by the end of the 7th semester after a student registers in the Graduate School and at least two semesters before the final oral examination for the Ph.D. degree.


d. Student performance on the Qualifying Examination (or any component) will be graded on a high pass, pass, or fail scale.  The student will be notified of their grade in writing within two weeks of completion of the examination.  One retake of the examination (or any component) is permitted at the discretion of the Committee.  Successful completion of the Qualifying Exam is defined as a “pass” or higher grade by three of the four members of the Qualifying Exam Committee.


2.
Application for Admission to Candidacy for the Ph.D. 

a.
Complete Part I and submit to the Chairperson of your Committee after taking the Qualifying Examination.  The Chairperson will record the results by signing A or B on page 2.  It is then your responsibility to have it signed by the other members of your Committee.


b. Return to Anne for processing prior to obtaining the Graduate Director’s signature.  The signed form will be forwarded to the Graduate School Office.


c. You must remain in registration until you receive your Ph.D. degree.  If you don’t, you will be dropped from the Program.



3.
Ph. D. Dissertation Committee

a.
You must have an approved Dissertation Committee form before you begin your research.  This form may be obtained from the Psychology Graduate Office.  The completion of the form includes the concurrence and signature (to indicate that concurrence) of your Program Chair.  Anne will notify you of the approval of your Committee.


b. The Committee consists of four members:  A chairperson, who must be a member of the Graduate Faculty, and two persons who may be either members or associate members of the Graduate Faculty.  The fourth member of the Committee must be an “outside” members, defined as follows:  Whenever possible, “outside” means outside the University, but in all cases “outside” means outside the program.  Your Chairperson must furnish a paragraph describing the qualification of the outside member, along with a vita and mailing address of the individual.


4.
Final Examination 
a. It is your responsibility to make sure you have completed area course requirements and that you have 48 course credits and 24 research credits for the Ph.D. degree.


b. The date for the final defense must be cleared with your Program Chair.  Since dissertation orals are public, the Graduate Psychology Office must be notified at least two weeks before the scheduled orals (date, time, place, and title of dissertation) so that notices can be sent to faculty and students.  Contact Anne to schedule your oral defense.


c. Normally, the final draft of the doctoral dissertation is prepared by the student with the guidance of his/her advisor and then submitted to the remaining doctoral committee members at least three weeks prior to the date of the final defense.  Students are allowed one retake of the doctoral defense.  The Graduate School allows one dissenting vote on the doctoral defense.


d. Follow the instructions in the Thesis and Dissertation Style Guide (available in the Graduate Office [Room 207], for the preparation of your dissertation.


e. Obtain candidacy application from the Graduate School office (on which results of the Qualifying Examination were recorded).  Submit to Chairperson of your Committee.  The Chairperson will record the results by signing Part II, A or B.  It is then your responsibility to have it signed properly by your Committee.


f. Return to Anne for processing prior to obtaining the Graduate Director’s signature.  Completed forms must be filed with the Graduate School office no later than three weeks before commencement.

It is necessary to bring the dissertation (along with the signed candidacy form) to the Graduate Psychology Office for approval before submitting it to the Graduate School.

g. Finally, you must file the gray diploma application form with the Registrar’s Office.  This form may be obtained from the Registrar’s Office or the Graduate Psychology Office.  Note:  Check the deadline for submission of application, as it changes year-to-year.

Please leave your latest home address and the address of your place of employment with Anne.



Time Limit for the Ph.D. Degree



Normal Minimum

3 years



Normal Maximum
7 years; permission for additional time must be requested




from the Graduate School via the Vice Chair for Graduate




Studies.  Extensions will be granted only for exceptional 




circumstances.

The procedure for obtaining an extension on the time limits imposed upon the Qualifying Examination (four years), and the Ph.D. (seven years) has been revised.  All such requests will receive an intensive review at a formal meeting attended by the student, the Committee Chair, the Program Chair, the Vice-Chair for Graduate Studies, and The Graduate Director.  The Graduate Director will approve only one extension.  Therefore, requests must be carefully thought through.


6.
Intradepartmental Transfers



Students enrolled in any Psychology Departmental Program may transfer to another Program within the Department of Psychology if the Director and the new program’s area coordinator and the new program’s admissions committee approve the transfer request.


Evaluation of Academic Progress


The academic progress of every graduate student is formally evaluated once each year in a meeting of all faculty members in the student’s program.  These meetings occur during the spring semester and the Area Coordinator must send the written results of the faculty’s evaluation to the student within two weeks of the meeting.  Negative evaluations must state explicit remedial actions to resolve any deficiency.  Students can obtain additional information upon receipt of a negative evaluation.  In addition, every student is encouraged to consult with their major advisor, Area Coordinator, the Vice Chair of Graduate Studies or the Graduate Director at any time in their graduate career to obtain clarification of procedures or to discuss their academic progress.

 PROCEDURES FOR COMPLETING DEGREES

4.1 PROCEDURES FOR FILING FOR A MASTER’S DEGREE




(See samples at the end of this section)

a. The front of the Application for Admission to Candidacy form must be completed by the student, listing all courses being applied towards the Master’s degree.  If the student is not writing a thesis, the student is required to list at least 30 credits of coursework on the form and have the director sign, indicating that the courses listed satisfy the requirements for the degree.  If the student is writing a thesis, the student should list at least 24 credits of coursework and 6 credits of research towards the degree, also approved by the director.  The form is to be submitted to Anne at least 4 weeks prior to finishing, where it will be checked against the official record.  It will be kept on file until the student comes to pick it up.


b. The student will pick up the form before taking the comprehensive examination and/or having a defense of the thesis.  Upon completion of this requirement, the student will ask his committee to sign on the back of the form, affirming that he/she has passed the comprehensive exam. (Part A)


c. The student will then obtain signatures for either Part C or D (depending on whether or not the student is writing a thesis), indicating that the writing requirement has been met as well.


d. Final approval (Part E) must come from the Graduate Director, verifying that the candidate has satisfied all program requirements for the degree.


A DIPLOMA APPLICATION FORM must be filled out and returned to the Graduate Registrar’s Office, Administrative Services Building, Room 200A, Busch Campus, by the dates specified on the back of the form.


CHECKLISTS ARE AVAILABLE AT THE OFFICE OF ACADEMIC AND STUDENT SERVICES

4.2

PROCEDURES FOR FILING FOR A DOCTORAL DEGREE:




(See samples at the end of this section)

The Application for Admission to Candidacy for the Ph.D. (which is to be completed at the time the student passed the qualifying exams and then returned to the Graduate School) should be picked up at the Office of Academic and Student Services before defending the dissertation.  At that time, other forms will be given to the students, e.g., payment fee forms, microfilming/copyright agreement forms, questionnaires, etc.  The student will then go to his/her defense.  If the defense is successful, the student’s committee will sign Section “B” of the candidacy form and the title page of the dissertation.  Final approval must be given by the Graduate Director certifying all requirements have been met for the Ph.D. degree.  This form, along with the other forms mentioned above, and two copies of the dissertation must be returned ALL AT THE SAME TIME to Anne.

A. DIPLOMA APPLICATION FORM must be filled out and returned to the graduate registrar, Administrative Services Building, Room 200A, Busch Campus, by dates specified on back of the form.  The dates correspond to the dates on which the degrees are awarded.

Note:
Foreign students completing their Ph.D. degrees should complete an exit questionnaire for the Center for International Faculty and Student Services.  These forms are provided by the Graduate School-NB.

EXAMINING COMMITTEES

I. Master’s Comprehensive Examination (thesis):  all master’s students must pass a comprehensive examination, even if they are submitting a thesis.  Programs may choose to combine the thesis defense and the comprehensive examination into a single oral examination.  There are three program faculty members on the committee.  The vote on the examination and the approval of the thesis must be unanimous.  Under some circumstances, it is permissible to include an outside member on a thesis committee.  Requests for such exceptions should be addressed to the Office of the Dean prior to the examination.  If students choose the thesis option, be certain they are using the current Graduate School-New Brunswick Style Guide for preparation.  For additional information regarding style and format, contact Barbara Sirman at 932-8122.


II. The Ph.D. Qualifying Examination:  These do not normally have outside members.  There are two types of exceptions that may be requested:

1) If the qualifying examination includes an examination on the dissertation proposal, it is appropriate that an outside member participate.  He or she should do so as an additional member or the examination on the proposal should be separated from the rest of the examination.


2) When a program has a subfield option that clearly calls for an outsider – or the student wishes to call in a senior person from outside with knowledge of the discipline comparable to their own (e.g., an “external examiner” a la Swarthmore), exceptions will be considered.  Blanket exceptions can be arranged to cover such cases – it is not our intent to vet the choices of the faculty.  Three program faculty members and one outsider are allowed in such cases.

For example, if the qualifying examination is in two parts, written and oral, and the oral is permitted only after the written is passed, then the inclusion of an outsider in the oral exam is appropriate to assist in the review of the dissertation proposal, and/or provide expertise in a subfield option.  Three program faculty members and one outsider are allowed in this case for the oral examining committee.  Be certain the student is using the current style guide for preparation.  For additional information regarding style and format, contact Barbara Sirman at 932-8122.



III. The Final Examination (Defense):  requires an outside member on the Committee


PH.D. DISSERTATION COMMITTEES
Dissertation committees must be appointed immediately prior to or shortly after the student has been accepted to candidacy.  After consultation between the student, his or her proposed chairperson, and the Graduate Program Director, the latter will appoint the committee.

The Ph.D. dissertation committee must consist of a minimum of four members, chaired by a Full Member of the Graduate Faculty.  One of the committee members must be from outside the program and should be chosen in consultation with the Program Director.  If the outside committee member is not a member of the Rutgers Graduate Faculty, the Director of the student’s program must immediately inform the Dean’s Office of the name and address of the person appointed.  Substitutions in committee membership, once it has been formed, are the responsibility of the Program Director and will occur only if a member is unable to serve or if a student’s dissertation topic changes, requiring a new dissertation director and/or modification of his committee.  In cases other than these, approval for a change in committee membership rests with the Dean of the Graduate School-NB.  If a member of a student’s committee leaves the University, he or she may continue to serve on the committee with the approval of the Graduate Program Director.


Petitions for waiver of the rule requiring that one member of the committee be from outside the program faculty may be addressed to the Dean; these requests should be made well in advance of the formation of the committee.

Once the student has developed, with the advisor of the dissertation director, a fully articulated dissertation proposal, a meeting of the committee (including the outside member whenever possible) and the candidate should be held to discuss the candidate’s dissertation proposal.  The committee must be kept informed of the student’s progress and must agree to follow his or her work and assist in its development.  The committee shall also agree to give ample and early warning of any reservations concerning the student’s progress and must specify in writing the changes required for dissertation acceptance.  If the outside member participates only during the last stages of the dissertation, it shall be the responsibility of the Program Director to furnish him or her a copy of the dissertation proposal and of all subsequent changes.  The chairperson and all but one member of the committee must approve the dissertation regardless of the total number of members on the committee.  In the case of two or more dissenting members, attempts should be made to reconcile differences at the program level.  If resolution of the differences is not possible, the dissertation must be judged unsatisfactory.  Appeals may be referred to the Dean of the Graduate School-NB.

All members of the committee should sign the Ph.D. application form in the appropriate places (approval/disapproval).  In the event that the outside member is unable to attend the defense, his/her written approval or disapproval of the dissertation, prior to the defense, will be an acceptable substitute for a signature on the form.  If approval is not unanimous, a letter from the dissenting member(s), in which the reasons for disapproval are briefly indicated, must accompany the dissertation.  This letter shall be addressed to the Dean of the Graduate School-NB and copy sent to the Program Director, all members of the committee, and to the student.  It is strongly advised that approval of the completed dissertation and of the final examination be completed at the same time.  In other words, the dissertation should be in essentially final form at the time of the public oral defense.

Finally, it is the responsibility of the Graduate Program Director to insure that all of the above procedures are properly followed and completed before giving her or his final approval.

