MARQUETTE UNIVERSITY

Department of Counselor Education and Counseling Psychology
Guidelines for Planning Proposals and Dissertation Defenses

Graduate School Dissertation Directive: It is helpful to become familiar with the Graduate School’s Directives and Deadlines:  http://www.marquette.edu/grad/documents/DissertationDirectives09_004.pdf
Below are helpful CECP Department tips, guidelines, and deadlines for the dissertation procedure and then graduation.
Institutional Review Board approval (if necessary)
Students must apply to the Office of Research Compliance to obtain IRB approval to conduct research with human or animal subjects. This process is in addition to the Graduate School requirements described in website given above and requires a separate review process. Complete information about the Research Compliance processes is available at their website (http://www.marquette.edu/researchcompliance/human/index.shtml). Even if the research does not involve collecting new data with human participants (e.g., in the case of archival projects), students and their advisors must nonetheless obtain approval that their research is “exempt” from review by the IRB.
Reserving a room and distributing copies of the proposal
After students receive permission from their dissertation committee chair (or co-chairs) to send their proposals to their committee and schedule a proposal defense meeting, students should reserve a room. Rooms SC177 and SC151C are often used (email coreen.bukowski@marquette.edu for room availability).  Also, let Coreen know if any AV equipment is required (e.g. PowerPoint, conference calling, etc). Copies of the dissertation should also be distributed to the committee members four weeks in advance of the meeting. The dissertation proposal date will be announced to the CECP faculty and student body so that others may attend the meeting if they desire. After the meeting is scheduled, students should email their dissertation title, meeting time and place to Coreen so she can make a dissertation proposal announcement email on the department website and the hallway access monitor.

Before the meeting
The student should download a copy of the Graduate School Outline for Dissertation, Thesis, or Professional Project form from the Graduate School website: http://www.marquette.edu/grad/documents/Outline.pdf
Bring the Outline form to the meeting so that committee members’ signatures can be obtained at the end of the meeting. The student should complete the first section of the form, Student Information, before the meeting.

The proposal meeting
The chair of the committee is responsible for running the meeting. The usual procedure for the meeting involves an initial relatively brief presentation by the student, which is followed by comments and questions from the committee members. Any audience members are then invited to make comments and ask questions. The students and audience are then dismissed from the meeting so that the committee can discuss the outcome of the meeting. The student is then informed of that outcome and required to complete paperwork (see below).

The approval of a student’s proposal or final defense requires a unanimous vote of the committee. Students should expect, however, the need to complete revisions before final acceptance of a proposal or final defense is given. The following options are possible with regard to the outcome of a proposal meeting:

1. Approve the proposal as is (without any revisions)

2. Approve the proposal conditional on the student completing specified revisions. These revisions are normally completed using one of the following procedures:

a. Committees can allow the chair (or co-chairs) to review and approve the revisions

b. Committees can require that all committee members individually review and approve the revisions

c. Committees can require another meeting to discuss the revisions before they are approved

3. Not approve the proposal

Whether the committee votes to approve the proposal (either “as is” or “with revisions”), the committee members should sign the Graduate School Outline form before leaving the proposal meeting. The student should also sign the form in the appropriate place, indicate the planned completion date, and complete sections A, B, and I on page two of the form (Research Area, dissertation title, and proposed timeline). Sections C through H can all be completed by simply indicating “See Attached Proposal”. The committee chair will give the form with the original signatures to the CECP Department for processing. If revisions are required, the department will simply hold the form until the committee chair informs the department chair that revisions have been satisfactorily completed. 

Submitting a copy of the proposal
After the committee chair (or co-chairs) approves any revisions that are required, she/he will inform the department chair so the chair can sign the Outline form to show the committee and the department has given formal approval to the proposal.

Because our department requires thorough, comprehensive dissertation proposals, our students do not need to complete Sections C through H of the Graduate School Outline form. They also do not need to submit their proposals in triplicate. Once the revisions have been approved, students need to submit only one complete copy of their revised proposals to the CECP Department for processing.  If close to a Graduate School deadline, the student may need to walk revisions to the Graduate School, the proposal (one copy), and the Outline form (the original and one copy of the Outline form). After the Graduate School approves the proposed project, one copy of the Outline form indicating that approval is returned to the student, the second is returned to the CECP Department (for filing).  The Graduate School keeps the original.

Planning the final defense meeting
Planning for the final defense of the dissertation uses procedures generally similar to those described previously. Reserving a room, distributing copies of the dissertation document ahead of the meeting, and the conduct of the meeting are all similar. Students must use the Dissertation Directives form [http://www.marquette.edu/grad/documents/DissertationDirectives09_004.pdf] from the Graduate School website instead of the Outline form.  Students do not obtain IRB approval after the study has been completed. 

Submitting copies of the final dissertation document
At minimum, students must submit three copies of their final document for binding. Two copies are submitted to the Graduate School; one copy is placed permanently in the University archives and becomes available for reference and borrowing through the Library. Check with the Graduate School for the current charge for binding and processing these copies. Students must also submit one additional copy of their dissertations if they have a single committee chair or two copies if they have co-chairs. These copies are submitted to the department and are maintained by the student’s chair (or co-chairs) as a permanent record of the project. The department currently uses a local binding company for these copies, and the current charge is about $25.00 per copy (pay upon pick up of binding copies). Students are free to submit additional copies for binding for themselves, friends, or family (contact Coreen). 
Important Graduation/Dissertation Deadline Dates with the Graduate School

(Watch the Graduate School bulletin/announcements/web link for actual published dates per semester):   http://www.marquette.edu/grad/current_datesanddeadlines.shtml
          Apply for graduation on-line at http://www.marquette.edu/grad/forms_applygraduation.shtml
· May Graduates, apply on-line by end of January

· August Graduates, apply on-line by end of March to walk in May ceremony OR beginning of June if not interested in attending May graduation  (Note: There is no formal August ceremony)
·  December Graduates, apply on-line early October 


The Dissertation Outline is due to Graduate School approximately three months before desired graduation date.
 
Last day for public defense of dissertation is approximately 6 weeks before desired graduation date
 
Final day to submit dissertation to Graduate School (with results and signatures) is approximately two weeks before desired graduation date 
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