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· INTRODUCTION
Welcome to the Doctor of Education (Ed.D.) in Professional Counseling and Supervision Program at the University of West Georgia (UWG). General program information, policies, and procedures are included in this handbook and are intended to provide guidance as you progress through the program. The faculty and staff are pleased that you have selected UWG for the pursuit of your doctoral degree. We are committed to making this experience a hallmark of your professional career.
DOCTOR of Professional Counseling and Supervision

Mission Statement

The mission of the Professional Counseling and Supervision Program is to prepare School and Community Counselors to be proficient in professional counseling and supervision and in program evaluation.  In addition, they will be leaders committed to helping marginalized and underserved populations in the communities, schools and agencies they serve.


· STUDENT ADVISEMENT
The Program director serves as the student’s academic advisor. 

The director also establishes the dissertation committee.  The dissertation chairperson directs the dissertation process, and required paperwork associated with the dissertation and graduation, including the following:

· Dissertation Committee Approval Form,

· Dissertation Proposal Approval Form,

· Oral Defense of Dissertation Announcement Form, 

· Results of Dissertation Defense Form, and

· all Graduate School forms related to graduation.

These forms are available at the Graduate School website, http://www.westga.edu/~gradsch/.   Click on Professional Counseling and Supervision Program Forms.
· GRADING POLICY
Grading scale

The doctoral program follows the standard graduate grading policy of the University: A (90-100%), B (80- 89%), C (70-79%), and F (69% or below). Each course syllabus sets the standard for academic grades. Class attendance is required, as specified by each course instructor.

Students must maintain a semester average of at least 3.0 on a 4.0-point scale.  A student who earns two Cs during the course of study or an F in a course will be notified by the Graduate School and subsequently reviewed by the Student Review Committee. The Student Review Committee will recommend to the department an appropriate action. Options include developing and completing a Student Development Plan (see Appendix A), being placed on academic probation, or dismissal from the program.
Grades reported as incomplete

The grade of Incomplete (I) is assigned at the discretion of the professor when it is determined by the professor and Program director that a student is unable to complete some portion of the assigned work in a course for non-academic reasons beyond his/her control. Reasons include family hardship, illness, accident, or verified disability. A grade of Incomplete must be initiated by the student.  The student should notify the professor and program director immediately if one of these conditions exists or has arisen. Notification must be given in writing prior to the end of the term. The professor and program director will determine, based on the nature of the condition and the uncompleted requirements, the additional period of time allowed for completing the work before a permanent grade is assigned. An incomplete grade reverts to a grade of F if the required work is not completed within the specified time frame not to exceed one academic year. A grade of I is not computed in the calculation of a student’s grade point average.  

In most cases, receiving an Incomplete in one or more courses could remove a student from his or her cohort. If this occurs, the student will have to re-start the sequence where he or she received the incomplete. The program director will determine when the student may re-enter the program, which can occur no sooner than one year after the student is removed from the cohort. In this case, the student will resume courses with a new cohort based on availability of space within the subsequent cohorts.
· LEAVE OF ABSENCE
In the event of unusual personal or professional circumstances, the student may request a Leave of Absence from the program. The request should be developed in cooperation with the program director, using the Request for Leave Form (see Appendix B). The director may consult with the Student Review Committee to determine whether leave should be granted. The student must be in academic and professional good standing at the time the request for leave is made.

It is the student’s responsibility to submit in writing a request for readmission to the program. The request should be submitted to the program director no later than 60 days prior to the beginning of the semester during which the student wishes to reenter the program. An interview may be conducted to determine if the student is ready to reenter the program. If the student is readmitted, he/she will be assigned to the next available cohort starting at the beginning of the term following the last completed term, if space is available

The program faculty are committed to working with students toward the completion of their degrees. Please note that a leave may or may not impact the seven year time limit for completing the program.  Upon readmission to the program, clarification of any requirements and the impact on the time limit will be articulated and submitted to the Graduate School for approval.  
· STUDENT REVIEW COMMITTEE
The purpose of the Student Review Committee (SRC) is to monitor student progress within the program. The SRC conducts reviews each semester for all students engaged in course or dissertation work. Additional reviews are conducted if necessary. 

Each student will be reviewed regarding the following:

1. Academic progress and standards, and 

2. Ethical, legal, and professional standards and performance in the program.

Students not performing at the required academic level, not making significant progress toward the dissertation, or judged to be in noncompliance with the ethical, legal, and professional standards of the program will be notified by letter and required to meet with the program director.  The SRC will recommend a course of action that may include completing a Student Development Plan (see Appendix A), placement on academic or other probation, or dismissal from the program.

· APPEALS PROCEDURE and COMMITTEE
Students have the right to appeal grades or decisions by the Student Review Committee if they think they have been discriminated against, that their due process has been violated, or that policies have not been equally or equitably applied.  The procedures for appeals and other academic policies are elaborated at the university website http://www.westga.edu/~handbook/index.php?page=appendixe
Grade Appeals
Doctoral instructional faculty have the responsibility of evaluating students by standards and a grading system that is publicized and known to the students. The responsibility for determining the grades for each student rests on the faculty member assigned to teach the course. 

A student who feels the grade assigned for the class is arbitrary or unfair is entitled to appeal the grade.  Grade appeal is accomplished by submitting the Student Grade Appeal Form (http://www.westga.edu/~vpaa/GradeAppealForm) to the course instructor with an accompanying letter stating the exact nature of the appeal and the reason for the appeal. Subsequent appeals, if necessary, are made to the program director, Department Chair, Dean of the College of Education, Vice President for Academic Affairs, and the Senate Academic Policies and Procedures Committee, as outlined in the UWG Student Handbook.
All academic appeals, regardless of their nature, shall be concluded no later than the semester after cause for the appeal occurred.

Appeals of Student Review Committee Decisions

A student who feels that a decision by the Student Review Committee is arbitrary or unfair is entitled to appeal the decision. Appeals must be submitted in writing with a rationale for the appeal to the director no later than 30 days after notification of the Committee’s action. Subsequent appeals, if necessary, are made to the Department Chair, program faculty, Dean of the College of Education, Vice President for Academic Affairs, and the Senate Academic Policies and Procedures Committee, as outlined in the UWG Student Handbook.

All appeals of Student Review Committee decisions, regardless of their nature, shall be concluded no later than the semester after cause for the appeal occurred. Appeals regarding other issues in the doctoral program shall also follow this procedure and timeline.

· ACADEMIC HONESTY STATEMENT
Doctoral students are expected to adhere to the highest standards of academic honesty throughout the program.  

Plagiarism occurs when a student represents words, ideas, or information obtained from another person or source without giving credit. Direct quotations must be indicated and ideas of another must be appropriately acknowledged. 

Academic fraud occurs when a student intends to deceive or misrepresent ideas, information, or him/herself. Academic fraud also occurs when a student uses or purchases ghost-written papers or papers developed by another.  

Improper academic conduct on the part of the student shall include, but not be limited to: obtaining and/or using information during an examination by means other than those permitted by the instructor, including supplying of such information to other students; submitting through electronic media work that is not the work of the student, such as having another individual post work to CourseDen sites in the name of the student; and submitting work that is ghost-written or purchased from any source.
All forms of academic dishonesty, including but not limited to cheating, plagiarism, and falsification of academic records, are subject to disciplinary action.  
Incidents of academic dishonesty will be referred to the Student Review Committee for action.
· ADMISSION TO CANDIDACY 
Admission to Candidacy by the University
In order for a student to be recommended to the Dean of the Graduate School for admission to candidacy for the doctoral degree, one condition must be met:  an approved dissertation proposal must be completed.  

When the student is admitted to candidacy by the Dean of the Graduate School, the student is considered by the university to have attained All But Dissertation (ABD) status. 
· DISSERTATION COMMITTEES
The dissertation committee is generally comprised of three members who hold graduate faculty status in the College of Education, the College of Arts and Sciences, the Richards College of Business, the Honors College and/or the college of Nursing. The committee membership and rationale for the membership must be submitted to the director and approved. 

The dissertation committee will follow a collaborative model. While the chair will coordinate committee activities and oversee the completion of the dissertation, each member is expected to make significant contributions throughout the process.

· THE DISSERTATION 
The dissertation format must conform to the most recent APA style unless exceptions are otherwise stated in the Guidelines for Formatting and Processing (Appendix D) and the Graduate School.  Students should consult these guidelines as well as the guidelines for format provided by the Graduate School early in the dissertation process and become familiar with their use. Students are responsible for receiving approval by the Institutional Review Board as part of the proposal process, prior to beginning their dissertation research. Forms can be obtained at http://www.westga.edu/~vpaa/irb/#forms. 
The dissertation must be completed and defended within seven years of beginning enrollment in the doctoral program. It is expected that students will complete the doctoral dissertation with reasonable continuity. Students called to military services or students with other circumstances may apply for an extension of time to the director, who will consult with the Student Review Committee and the Dean of the Graduate School.

Enrolling for Dissertation Credit
Following admission to candidacy and the designation of a dissertation chairperson, students may enroll for dissertation credit. This provides access to the university library, computer facilities, and faculty time. The number of dissertation hours for which a student is enrolled will be determined by the amount of dissertation work planned and will be approved by the student’s dissertation chairperson. The grade is determined by progress made toward completion of the dissertation. Students who do not make significant progress during a semester will be assigned a grade of Unsatisfactory (“U”). Students are required to complete a minimum of 12 hours of dissertation credit but may exceed this amount, if necessary.

It is the student’s responsibility to initiate communication and work collaboratively with the dissertation chairperson and committee in identifying goals and timelines for the completion of the dissertation. Students are expected to provide documents to the committee well in advance of meetings and deadlines and should expect to receive feedback in a timely but realistic manner.

If, for some reason, a student finds it necessary to opt out of working on the dissertation for a period of time, the director must be contacted in writing with a request from the student not enroll for dissertation credit that semester.  The student will not be allowed to enroll again until enrollment is requested in writing to the director. Note that this does not extend the seven year time span to complete the dissertation and doctoral program.

Oral Defense of the Dissertation Prospectus/Proposal

Once the student has completed the first three chapters (or equivalent*) of the dissertation, also known as the dissertation prospectus or proposal, the dissertation chair and student will schedule the proposal defense with the committee. This is a closed meeting for the student and dissertation committee. The dissertation proposal form should be completed at the conclusion of the proposal defense.  Once this form and the IRB approval are signed by the Ed.D. director and the Dean of the Graduate School, the student can be recommended for candidacy. 
*some studies may use a different chapter format. What must be included in the prospectus/proposal are: the introductory chapter, proposed methodology, and review of literature unless the study methodology requires the literature review to be completed after the study (e.g., grounded theory studies). 
Oral Defense of the Dissertation
Once the dissertation is completed in acceptable form and approved by the dissertation committee, the oral defense of the dissertation may be scheduled. The defense must be scheduled before the final defense date listed in the Graduate Catalog in order for the student to graduate during that term. It is the student’s responsibility to work closely with the dissertation committee and to schedule the defense using the Oral Defense Announcement Form. All dissertation defenses must be announced at least two weeks in advance. Dissertation defenses are open to interested faculty, students, and community members although their participation is limited to the questioning session after the committee has deliberated on the outcome of the oral defense. At the defense, the student must have available the Approval Certificate Page of the dissertation, the Report of the Oral Defense Form, and other forms required by the Graduate School for dissertation completion and graduation.  Based on the results of the oral defense of the dissertation, committee members will make arrangements to provide required signatures.

Submitting the Dissertation
A minimum of five final copies of the dissertation must be submitted to the Graduate School for processing and binding. The guidelines in Appendix D provide details on how to submit the final copies of the dissertation. In addition, it is expected that final copies will be provided to all dissertation committee members. All costs incurred for binding and processing the dissertation are the responsibility of the student.

Students are not required to file a copyright for their dissertation but may do so at their own expense.

· GRADUATION
Each candidate must apply for graduation the semester before their anticipated graduation. Candidates should work with the Graduate School to identify and complete necessary paperwork, which includes:

· the Graduate Student Application for Graduation
· the Proposed Plan of Study for the Ed.D. Program
· Graduation fee

· Graduation Information Form

These forms should be completed in cooperation with the candidate’s advisor, and then submitted to the director for signature and forwarding to the Graduate School. These forms are available online from the Graduate School at  http://www.westga.edu/~eddforms/ .

Required attire for the graduation and doctoral hooding ceremony are:
· Black doctoral gown,

· Gold tassel,

· Doctoral hood reflecting the colors of the University of West Georgia, and

· Either a tam or mortarboard cap.

Students may rent, when available, or purchase their regalia for the graduation ceremony.  Students should contact the bookstore no later than eight weeks prior to graduation regarding their regalia.  Alternately, appropriate regalia may be purchased from Jostens through the bookstore or on-line.
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APPENDIX B

Request for Leave 

Form


______________________________________
___________________________________

Name
Date of this request

___________________________________
Date admitted to the program

I hereby request a leave from the Professional Counseling and Supervision program at the University of West Georgia for the following reason:

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

I accept the responsibility for submitting in writing a request for a readmission interview with the Program director in order to determine my readiness for readmission to the program. This request must be made by at least 60 days prior to semester which they hope to reenter the program. 

I understand that I must be in academic and professional good standing at the time of my request and that I will be assigned to the next available cohort on a space available basis.
                ______  Approved                                       ______ Denied






 










______________________________
___________________________________________

Student Signature
Program director Signature

Date

APPENDIX C

Faculty List

· FACULTY 

Following is a partial list of faculty members who are involved with the doctoral program.  

BOES, SUSAN R., B.A. (Mary Manse College), M.Ed. (Auburn University), Ph.D. (Auburn University), Professor
CHARLESWORTH, JOHN ROBERT, JR., B.S. (Indiana University of Pennsylvania ), M.S., Ph.D. (Mississippi State), Assistant Professor

CAO, LI, B.A. (Chongqing Jianzhu University), M.A. (Sichuan University), M.Ed. (Queen’s University), Ph.D. (McGill University), Associate Professor

CHIBBARO, JULIA S., B.A.(Randolph-Macon, Women’s College), M.Ed. (The Citadel), Ed.S. (University of South Carolina), Ph.D. (University of South Carolina), Assistant Professor

HANCOCK, MARY, B.A. (University of Indianapolis), M.S. (Indiana University), Ph.D. (Indiana University), Assistant Professor

COBIA, DEBRA, B.S. (Auburn University), M.Ed. (West Georgia College), Ed.S. (West Georgia College), Ed.D. (University of Alabama), Professor and director of Ed.D. Professional Counseling and Supervision Program
PAINTER, LINDA C., A.B., M.Ed. (West Georgia), Ph.D. (Georgia), Associate Professor 

PARRISH, MARK S., B.B.A (Armstrong State College), M.Ed., Ed.S. (University of West Georgia), Ph.D. (Auburn University), Assistant Professor
PEARCE, BECKY D., Staff Assistant
SLONE, MARY BETH, B.A. (Salisbury State University), M.Ed. (The University of 



Memphis), Ph.D. (The University of Memphis), Associate Professor
STANARD, REBECCA ANN, B.S. (West Virginia University), M.Ed. (Ohio University), Ph.D. (Ohio University), Professor and Interim Chair
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· INTRODUCTION
Dissertation Format and Processing Guidelines
The dissertation represents a significant contribution to research and scholarship in your field. This project not only satisfies a degree requirement, it also advances your discipline and contributes to the mission of the Doctoral Program.  
For these reasons, this guide in Professional Counseling and Supervision has been prepared to assist you. In preparing a dissertation for submission to the Graduate School, keep in mind that neatness and correctness in form are second in importance to accuracy and soundness of research; however, all are important in preparing a quality dissertation. This guide can assist you in the preparation of your dissertation, but it is not meant to be an exhaustive manual. For specific questions of style, consult the most recent edition of the APA Style Manual. When using a style manual, follow the specifications for published documents. However, certain policies set forth in this Guide take precedence over those in any style manual as they pertain to this institution. Diligent application of the policies set forth in this manual will increase the probability that your dissertation will be acceptable when it is submitted to the Graduate School. Close attention to the details now will save you time and money.  Read this manual carefully before you begin preparing your dissertation.  Please do not use another dissertation as a model for your work, since a particular style or example in a previous model may not meet present guidelines.

If you have questions about these guidelines, you may call the Graduate School or the director of the Professional Counseling and Supervision Program. 

· GENERAL POLICIES AND REGULATIONS

Student Integrity
Conferral of a degree implies personal integrity and ability to perform with in the framework of scholarly methods.  Three areas in which graduate students need to be particularly cautious are the following:

1. Proper acknowledgment of cited works  
2. Use of copyrighted material (See “Copyright Law and the Doctoral Dissertation” at http://www.ifla.org/documents/infopol/copyright/crews.txt 

3. Proper reporting of work subject to federal compliance regulations (e.g., use of human subjects). (See the Institutional Review Board’s website at http://www.westga.edu/~irb/ )

Format

The element that contributes most to the attractiveness and readability of the dissertation is consistency in format. Consistency means the student establishes a series of conventions or protocols regarding spacing, heading sequencing, and other aspects of appearance to visually guide readers through the document, thus enabling them to concentrate on the content. Consistency in dissertation production is especially critical because it determines in part the committee reaction to content and, ultimately, acceptance of the document by the Graduate School. 

Submission Procedures 

As a professional, you have full responsibility for insuring all copies of your dissertation are correct in content and form.  All copies must be clear, legible, and accurate.  Before you submit your dissertation to the Graduate School, make sure that all pages are present and in correct order.

Graduate School

It is not required, but it may be wise to submit a few sample pages to your dissertation chairperson or to the Graduate School for review. Good sample pages might include a table, the first page of a chapter, a page from the appendix, and the table of contents. It is strongly suggested that you stop by the Graduate School Office before printing the five copies of the dissertation on the 25 % fiber content paper to determine if your dissertation complies with the “Rules of Form…” guidelines.  Maintaining close contact with the Graduate School will help ensure that your submission goes smoothly.  When the dissertation is completed and properly signed, all copies (not bound or fastened with clips of any sort) shall be deposited with the Dean of the Graduate School for examination and approval. 

· SUBMISSION GUIDELINES
Checklist 

The following items are due to the Graduate School when you submit your dissertation.

1. Submit five* copies, in final form, on approved paper (25% fiber content, white 8” x 11 ½” paper).  These copies must be in separate boxes with tops or in envelopes with clasps that fasten.  Each box or envelope should have a label containing the following information: 

· Your Name

· Full Title of Dissertation

· Name of Dissertation Chair 

2. A check made out to the University of West Georgia to pay for binding four copies of the dissertation, microfilming, and publishing the dissertation.  You may choose whether or not to register a claim to copyright, a service offered by University Microfilms International (UMI). The fee for copyrighting your dissertation is an additional $65, which can be included in your check for the other fees.  Note: All fees for filing dissertations are subject to change.  Consult the Graduate School for current information, or wait until you come to the Graduate School to make out your check.

3. Abstract of 350 words or less.  This is in addition to and separate from the abstract included in the body of the dissertation.  This abstract will be sent to UMI.

4. Copy of the Title Page, for UMI.

5. Completed Doctoral Dissertation Agreement From to send to UMI with the unbound copy of your dissertation.

*If you would like more than 1 bound copy of your dissertation, submit as many additional copies as you want to have bound and pay the additional cost. Your committee members may request bound copies for themselves.

Distribution of Four Bound Copies of Dissertation
Binding the 4 copies of your dissertation will take approximately 4-8 weeks.  Bound copies of the dissertation will be distributed as follows (the fifth copy which will not be bound will be sent to UMI):
1. Ingram Library, UWG

2. Student

3. Dissertation Chair

4.  Professional Counseling and Supervision Program
University Microfilms International

UMI Dissertation Publishing offers a complete program of digital and analog publishing as well as bibliographic and copy services.  When you publish your dissertation through UMI Dissertation Publishing, your research becomes available through the UMI dissertation data base, one of the largest and most widely used specialized research databases in the world.
You are required to publish your full dissertation and a 350-word abstract with UMI.  Exceptions to this requirement may be granted on an individual basis by the director.  One copy of your dissertation that you submit to the Graduate School will be sent to UMI.  You will also need to prepare an abstract of not more than 350 words and print an extra copy of your title page, which will be attached to the Doctoral Dissertation Agreement Form that you will complete and sign.  All of these items are due at the time you submit your dissertation to the Graduate School.  The Doctoral Dissertation Agreement Form is available in the Graduate School office in Cobb Hall, or you may call the Graduate School (678-839-6419) to have this form mailed to you.
UMI will prepare a master negative microfilm of your dissertation and store the negative in their film vault.  They will also create a digital version of the text in Adobe PDF and mount it on their web site, ProQuest Digital Dissertations, and UMI will publish the citation and abstract in the appropriate paper and on-line sources.

· CONTENTS OF THE DISSERTATION

Title Page

The title page should conform to the sample title page included with the “Rules of Form” information that is available from the Graduate School.  A sample is also available in the appendix of this guide.  It is assigned a Roman numeral “i” although the number does not appear on the page.  The student’s name must appear as he/she is registered at the University of West Georgia.

Approval Certificate Page

This page contains the signatures of your dissertation committee members and the Dean of the Graduate School.  It indicates that the content and format of the dissertation are appropriate and acceptable.  This page is assigned “ii,” although that number does not appear on the page.

Abstract

Graduate School policy requires that each dissertation submitted to the Graduate School must include an abstract. Although the content of the abstract is determined by the student and committee, the following information is standard: 1) a short statement concerning the area of investigation; 2) a brief discussion of methods and procedures used in gathering the data; 3) a condensed summary of the findings, and/or 4) conclusions reached in the study. Students must provide one separate copy of an abstract to the Graduate School that cannot exceed 350 words in length.  This abstract will be submitted to UMI. 

Copyright (optional)

This page shows that the dissertation has been copyrighted.  The student’s dissertation committee can provide insights as to if the dissertation should be copyrighted or not.  

Dedication (optional)

If the student wishes to dedicate the dissertation, the dedication statement is included on this page. 

Acknowledgments (optional)

This page is used to thank those who have helped in the process of obtaining the graduate degree.  Permission to quote copyrighted material is listed here, as well as acknowledgment for grants and special funding.

Preface (optional)

 A personal statement about the purpose and scope of the dissertation would be included in the preface. The tone of a preface, however, must be academic and appropriate to scholarly work.

Vita

The one-page vita presents the student’s educational and professional experience related to education.  It also presents the student’s major areas of study during doctoral studies. The vita contains appropriate academic and professional information about the author/student (see sample vita). Personal information should not be included.
Table of Contents

The Table of Contents may vary in style and amount of information included. Chapter or Section titles, the Bibliography/List of References, the Appendix, if used, and the Vita should be included. Page numbers shown in the Table of Contents for the Appendix must be the number assigned to the title sheet preceding each section. There should not be a title sheet preceding References or Bibliographies. Although it is not necessary to include all levels of headings, any inclusion must be consistent. If a particular level is included at any point, all headings of that level must be included. All pages, including the preliminary pages, must be listed in the Table of Contents.

List of Tables, Figures, or Illustrations

If there are five or more tables or figures in the dissertation, a List of Tables, a List of Figures, and/or List of Illustrations must be included after the Table of Contents. Any tables, figures, or illustrations appearing in the appendix must also be included in the list. Each title must be unique, and all titles must be entered in the Lists worded exactly as they appear on the table, figure, or illustration.

Body of Text

The primary rule is to conform to the current APA Style Manual when presenting the text of the dissertation.  The dissertation must be divided into a logical system that is followed consistently throughout the document. Chapters are the most common division, but sections and parts are also permissible. Chapter or section numbers and titles are primary divisions of the entire dissertation.
Each major division (chapter or section) must have a title, be numbered consecutively throughout the document, and begin on a new page. The chapter number and title should appear two inches below the top margin of the first page of the chapter. 
Subdivisions and headings.  Any logical system of subdivision within chapters or sections is permissible, but the structure used must be consistent throughout the document. The appearance of the heading must vary in style for each level of heading unless a numbering sequence is used to indicate level. (See the APA Style Manual for heading levels and formats.) The headings within a chapter or section do not start on a new page unless the preceding page is filled with text. If there is not room for the complete heading and at least two lines of text at the bottom of a page, the new heading should start on the next page. First and second level headings may be preceded by extra spaces to indicate to the reader a major shift in material.  See the current APA Style Manual for information regarding spacing and format.
Citations within text.  Citation usually consists of information in parentheses within the text. The form, style and content of citations should be determined by what is generally accepted in the APA Style Manual. 

· Table 1.   Arrangement of Dissertation Parts
	Parts
	Page Assignment

	Blank Page 
	

	Title Page 


	Assigned the small Roman numeral (i) although it is not typed on the page

	Approval Certificate page 
	Assigned (ii), not typed

	Abstract
	Small Roman numerals, beginning with “iii,” are assigned and typed at the center and at the bottom of the page.

	Copyright/Dedication/Acknowledgments/
Preface  (optional pages)
	

	Vita 
	

	Table of Contents
	

	List of Tables, Figures, or Illustrations
	

	Body of Text
	The text should be arranged in sections consistently in accordance with the 
APA Style Manual. The pages of the text should be numbered in Arabic numerals.  The first page of the text should not bear 
a number, however, the second page and 
all subsequent pages of the text should 
have a number in the upper right corner within the margin.

	
	

	
	

	References


	List of references in the format 
prescribed by APA shall 
follow the text of the dissertation.

	Appendix (optional section)

	Any necessary appendices shall 
follow the reference list.

	Blank Page
	


Tables, Figures, and Illustrations

Tables, figures, or illustrations should not be larger than the space within the margins so that they will not be sheared in binding.  Illustrations and figures must be high-quality resolution, photo quality or better. It is suggested that, where possible, all copies of illustrations, etc., should be produced by a high-quality printer. 

Types.  Tables are usually quantitative in nature and should be organized so that entries that are to be compared are next to one another, hence the need for the tabular format of a table. Because tables consist of tabulated material or columns, the use of lines in tables helps the reader distinguish the various parts of the table. The table must include the following three horizontal lines: 

1. The table opening line, which appears after the table title and before the columnar headings.

2. The columnar heading closing line, which closes off the headings from the main body of the table.

3. The table closing lines, signaling the end of the table.

Different table styles, such as a full grid, (e.g., vertical lines and additional horizontal lines) are acceptable but not required. Tables must have at least two columns, which house headings at the beginning of the table. These headings should describe the data to be presented in the table. The headings appearing between the table opening line and the column heading closing line must apply to the entire column down to the table closing line. This is especially important when tables continue onto additional pages. It is never acceptable to change columnar headings on continued pages. One method of avoiding this problem is to add subheadings below the columnar heading closing line. Tables may be continued on as many pages as necessary, provided the columnar headings remain the same and are repeated on each continued page. The first page contains the table number and title, and subsequent pages contain the remainder of the table and the designation: Table #. (continued).  Consult the APA Style Manual for examples.

Illustrative visual material, such as a photograph, map, line drawing, graph, or chart, should be called a figure. Becuase figures are considered illustrations or diagrams and may be imported from an external source, any text that is part of the figure can be in any typeface, provided it is neat and legible. The figure number and title must be in the same base typeface as the rest of the dissertation because this material is considered a part of the typeset body of the document.  A figure containing several related parts too large to be included on a single page may be continued onto other pages. The first page contains the figure number and complete title, and subsequent pages contain the remainder of the figure and the designation: 

Figure #. (continued).  See the APA Style Manual for examples.
Explanatory material for figures may be placed within the figure, either above or below the title or continued after the period following the title. If a figure has a long legend that must be placed on a separate sheet because of the size of the figure, this page must be placed immediately before the figure. The page number assigned to the legend page is considered to be the first page of the figure. The figure title would appear on the legend page, together with the legend information. Separate legend pages are used only if needed.
Material such as an oversized map or drawing, videotape, diskette, CD-Rom, or other material that cannot be bound must be labeled as illustrations, not tables/figures. If it is necessary to include illustrations, these materials should be listed in a List of Illustrations and indicated as being “In Pocket.” A label must be affixed to each illustration stating the illustration number and title and the student’s name and date of graduation. A pocket for the illustration will be attached to the inside back cover of the hard-bound copies at the bindery.
Titles. Each table, figure, or illustration must have a unique title descriptive of its contents; no two titles can be exactly the same. The number and title must appear above each table and below each figure. Figures/tables containing parts must be given a general title, after which the figure/table may be broken down into separate parts, as in a), b), etc. For multiple part figures/tables, the title may be composite, with no references to individual parts, or integrated, with titles for each part as part of the general title. The style of the titles must be consistent for all figures/tables.

Numbering. Because tables, figures and illustrations are separate entities, they must be numbered independently.  Number all tables, figures, and illustrations with Arabic numerals in the order in which they are first mentioned in the text (e.g., Tables 5, 6, and 7).  Do not use suffix letters or combine related tables into one table.  If the manuscript includes an appendix with capital letters and Arabic numerals (e.g., Table A1 is the first table of Appendix A or of a sole appendix).

Placement. Tables, figures and illustrations must be referenced in text by number, not by expressions such as “in the following table/figure.” When more than one table/figure is referenced on a page of text, each follows in the order mentioned until all have been placed, then text starts again. In degree of importance, tables/figures are secondary to the text. This means that all text pages must be filled with text and in no case should they be left significantly free of text because of the mention of a table/figure

Tables, figures, and illustrations should be incorporated within the body of the text, rather than in the appendix. It is recommended that tables/figures be assigned pages separate from the text to avoid problems in shifting during last-minute revisions. For example, on a separate page immediately following the text page where the table was first referenced (e.g., Table 1 is referenced on page 7; page 7 is a full page of text; Table 1 is placed by itself on page 8; the text starts again on page 9).  However, if the student wishes to incorporate tables/figures within the text, the following criteria must be met:
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table/figure must be separated from the text by extra space 
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• 
table/figure cannot be continued onto a following page,
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table/figure must be placed at to or bottom of page, never 
center/near center of page.
There should  be a balance of no less than one-half page of text and no more than one-half page of table/figure. If multiple tables/figures are mentioned together on a page, they may be placed on pages together, provided there is approximately ½ inch between each table/figure. It is not necessary to designate as figures small diagrams or drawings, nor to designate as tables compilations that are no more than a three lines in length. 

To accommodate large tables/figures, it is sometimes necessary to orient them horizontally on the page. The margin at the binding edge (left side of page) must still be 1½ inches, and all other margins at least 1 inch. The placement of the page number must be consistent with the rest of the dissertation. The table/figure and its caption must be placed so that it can be read when the document is turned 90-degrees clockwise.
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· Does every page show at least a 1 ½ ” left margin and at least a 1” margin at the top, bottom, and right side?
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· Are all entries listed in alphabetical order?

· Do all entries follow the latest APA style?
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Appendices
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· Does every page show at least a 1 ½” left margin and at least a 1” margin at the top, bottom, and right side?

· Does the first page show a 2” margin at the top?  Subsequent pages in each appendix should return to 1” below the margin.

· Have you assigned each appendix a number or letter and title?

· Have you placed all appendices after the bibliography or reference list?

Copies

· Have you taken a set of sample pages to the Graduate School for review? It’s an optional step, but it may save you time and money later on.
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· Are all pages photocopied on one side only of each sheet of paper (no front to back photocopies)?

· Do you have at least five copies of your dissertation?
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· Is each copy in a separate envelope or box?
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