STEPS TO DEGREE COMPLETION

All forms shown in bold are required.

	EVENT
	WHEN/HOW
	FORM

	Temporary faculty advisor assigned
	Assigned at admissions; incoming student's research interests matched to faculty member’s interests.
	Admissions letter from Educational Policy office

	Complete or secure waiver for first-year required coursework
	TE901, EAD942, EAD943, CEP932, CEP933, ED928.
	

	Complete Annual Review
	Before April 30th of each year.
	Annual Progress Report

	Complete Part I of the Comprehensive Examination
	Late August, just prior to beginning of second year.
	Application for Doctoral Comprehensive Examinations (Part I) and
Comprehensive Examination Evaluation Rubric

	Select a permanent advisor
	End of first year/beginning of second year: Student requests a regular faculty member (in the tenure stream) to become his or her permanent advisor and the chair of his or her guidance (program) committee; this request is based upon mutual interests and commitments.  May retain temporary advisor as permanent advisor.
	Change of advisor form

	Form a guidance committee 


	During second year of study: Student selects appropriate faculty members to comprise his or her guidance (program) committee, with the assistance of his or her advisor.
	Guidance Committee Membership form

	Change in guidance committee members
	When necessary, complete form when changing members of the guidance committee.
	Changes in Guidance Committee Membership form

	Complete a proposed program plan of study


	By end of second year. Student and advisor prepare a tentative plan, which must be reviewed/revised by the guidance committee and approved by the program coordinator and the Associate Dean for Student Affairs and External Relations.
	Report of the Guidance Committee: Program Plan form


	Complete Educational Policy capstone course in evaluation and analysis
	ED976: End of second year, when all required courses completed.
	

	Complete Comprehensive Examination Part II
	End of second year; no later than early third year. Student registers for the examination at the beginning of the semester in which he or she plans to take it by contacting the program coordinator. If the student does not pass this final part of the two-part examination, he or she may retake the failed section in the next semester, with the agreement of his or her advisor.
	Application for Doctoral Comprehensive Examinations (Part II)

	Select dissertation director and dissertation committee members
	After passing the comprehensive examination: Student requests appropriate faculty members to comprise his or her dissertation committee. The dissertation director and committee members may or may not be the same as the guidance committee chairperson and members.
	Dissertation Director Approval form

	Dissertation Proposal Approval
	After passing the comprehensive examination:

Student drafts and revises the proposal with his or her advisor and other faculty before submitting a formal proposal to the dissertation committee for approval.
	Dissertation Proposal Approval form



	Obtain UCRIHS approval for dissertation if using human subjects
	Student’s advisor and a representative to the UCRIHS help the student to prepare and file the UCRIHS clearance application.
	UCRIHS Application



	Conduct original research for dissertation.  
	Enroll in at least 24 credits of TE999 or EAD999 before completing dissertation.
	

	Oral dissertation defense
	Student consults the University Calendar for examination dates and agrees with the dissertation committee members on an acceptable time.  Student submits a final version of the dissertation to the committee members at least two weeks prior to the oral defense date.
	Notice of Doctoral Dissertation Oral Examination

	Submission of dissertation
	After successful dissertation defense:  Student should consult The Graduate School website for instructions on producing the dissertation.
	Graduate School

	Final Certification
	After passing the oral examination on the dissertation:  Committee chairperson completes forms certifying that the student has met all program requirements and sends the forms to the Student Affairs office.
	


All forms can be found on the Educational Policy Program Forms page, located at: 

http://ed-web3.educ.msu.edu/edpolicy/forms.htm
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