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The care and maintenance
of your adviser
Graduate students bear as much responsibility as their mentors for ensuring that they
are well guided through their degrees, say Hugh Kearns and Maria Gardiner.
candidate does this, the better. If you’re not getting feedback, clear direction or the necessary
resources, then you must do something about
it. What does this mean in practice? Let us take
some examples.

do in the next two weeks; the next meeting.
This all sounds very straightforward. But
if more students followed these steps, many
adviser–student issues could be resolved.

meetiNgs

Again, in an ideal world, your adviser would
be skilled at providing supportive comments,
delicate in pointing out areas for improvement and deft at intuitively knowing the level
of feedback you seek. But this is a fantasy.
One student described her feedback experience as similar to being a victim in a drive-by
shooting — she handed over her work, it was
riddled with bullets and she was left with a
bloodied mess as the shooter drove off.
To be fair, e-mailing a chapter to an adviser
and saying “Give me feedback” is like walking into a restaurant and saying “Give me
food.” You need to be a bit more specific.
When handing over your work, identify the
type of feedback you are looking for. You
might say, “This is an early draft, so I just
want feedback on the overall direction,” or
“Please focus on the discussion on page six.”
If the feedback you get isn’t helpful, ask for
more detail. Maintaining your adviser means
asking for what you need rather than hoping
that he or she will know what to provide.

A comment we often hear at our workshops is,
“My adviser is lovely but he/she is just so busy
that we never get to talk about my thesis”. And
our response is, “Yes, your adviser is busy. All
advisers are busy and will continue to be busy.
Regardless, you need to organize meetings
where you can get real face time and talk about
your thesis.” We’re not recommending a quick
chat in the coffee room or a brief word in the
lab. Nor do we mean a lab meeting.

feedbaCk
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We mean regularly scheduled meetings
focusing on your thesis. You will probably
have to schedule them and follow up to make
sure that they happen. And when a meeting is
cancelled, you will have to reschedule it and
persist until it happens.
In our experience, just scheduling the meeting isn’t enough. You can’t assume that your
adviser hosts productive meetings or can intuit
what you need to know. You need a specific,
uncomplicated agenda that could include such
action items as what you’ve done in the past two
weeks; feedback on written work; what you’ll
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One of the secrets of looking after your
adviser is working out what they want — and
what most advisers want is a student who
comes to them with suggestions and solutions as well as problems, gets things done
and makes the job of advising easier. In business this is called ‘managing up’. When we
work with graduate students we call it the
‘care and maintenance’ of your adviser.
So although it is natural to complain about
your adviser — and can even be cathartic — it
is not enough. If your adviser is not giving you
what you need, you need to go out and get it. ■
Hugh Kearns and Maria Gardiner lecture
and research in psychology at Flinders
University in Adelaide, Australia, and run
workshops for graduate students and advisers
(see ithinkwell.com.au).

ImaGes.com/corbIs
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ver since the advent of graduate school,
students have complained about their
advisers. It is almost an article of faith.
The adviser is never available or is too available;
gives too much feedback or not enough; is too
critical or isn’t providing enough direction; and
so on. Exchanging horror stories with other students is a great way to bond. But advising goes
both ways — and if, after careful reflection on
their own studies and progress, students determine that they are not getting the guidance they
require, they must address the deficiencies.
It is not surprising that advisers figure large
in graduate students’ conversations. In 2009, the
US Council of Graduate Schools in Washington
DC reported survey results showing that 65%
of the 1,856 doctoral students who responded
identified mentoring or advising as a main factor in PhD completion. Our own research at
Flinders University in Adelaide, Australia, and
our experience at graduate-student workshops
across the world suggest that the adviser–student
relationship has a big impact on completion
time. It certainly influences whether students
are still smiling at the end of their degrees!
Students often assume that once they call
someone an adviser, he or she automatically
acquires all the skills of advising. After all, if
your adviser is the world leader in stem-cell
technology, he or she must excel at the seemingly simple task of advising — not to mention
possess highly developed interpersonal skills
and a keen interest in graduate-student development. Sadly, that is not the case.
Sometimes, advising is a weakness of an otherwise very accomplished scientist. This is not surprising. Mentoring tends to be a private business,
and often the only model available is an adviser’s
own experience of having been advised. If it was
good, they decide to copy that style and methodology; if it was bad, they do the opposite. There
is no guarantee that either approach will provide
the student with the guidance he or she needs.
A proactive approach is necessary. If your
adviser isn’t looking after you in the way you
need, then you need to look after them. At some
point in the PhD journey, most graduate students come to an important realization: “This
is my thesis. My name is written on the front of
it. I need to become the driver.” The sooner the
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WMU Policies

welcome!
During your first couple of days, you should receive the following
from your department:
  Bronco NetID
  E-mail account
  WIN (Western ID Number)
The Bronco NetID and password are used for access to secure
transactions within GoWMU (WMU’s portal), e-mail, e-learning, file storage, computer registration and personal Web pages
(homepages.wmich.edu). WMU will never ask for your username
and password via e-mail. Your password should never be given to
anyone, including WMU staff. Beware of phishing tactics that ask
for your private information.
A WMU e-mail address is created at the time of the Bronco
NetID creation. This e-mail address is in the format of firstname.
lastname@wmich.edu. It is the e-mail address used for all official
mailings from WMU. All e-mail to students should be sent using
the student’s wmich.edu address.
The Bronco Card® is the University’s official identification card,
and is obtained and serviced at the Bronco Card Center (located in
the Bernhard Center). The Bronco Card® combines many features
includng building, computer lab and library access.

class rosters and grading
View and Print Class Rosters:
1. Logon to http://gowmu.wmich.edu.
2. Enter your Bronco NetID and Password
3. On the Faculty/Staff Home tab,  select “Summary Class List”
in the “My Work” channel
4. Select the appropriate term from the drop down box.
5. Select the appropriate CRN/Title from the drop down box,
click Submit.
6. To print the class list, use the print option in your browser, OR
copy the class list to a spreadsheet.
PC Users
• Highlight the list of names
• Select Copy
• Open Microsoft Excel
• Select Paste
• Perform a “save as” and/or
print

MAC Users
• Highlight the list of names
• Select Copy
• Open Microsoft Excel
• Select Paste/Special
• Perform a “save as” and/ or
print

7. To choose another section, scroll to the bottom of the screen
and click on “Return to Faculty & Advisor Menu”.
8. Select “CRN Selection”.
9. Select the appropriate CRN, click Submit.
10. Select “Summary Class List”.
11. Follow steps 6 – 10 for additional courses.
12. When you have completed viewing your class rosters, log out
of GoWMU and close the browser.
To Submit Grades
You can begin submitting your final grades on the Monday
following the last day to withdraw.  The deadline for grade
submission is noon on the Tuesday following the end of the term.   
Grades can be changed up until the grade submission deadline.  
Once a grade is rolled to the student’s transcript, you must use the
Removal of Incomplete/Grade Change Form in order to change a
grade (see Grade Changes).
1. Logon to http://gowmu.wmich.edu.
2. Enter your Bronco NetID and Password
3. On the Faculty/Staff Home tab,  “Final Grade Worksheet” in
the “My Work” channel

4. Select the appropriate term from the drop down box.
5. Select the appropriate CRN/Title from the drop down box,
click Submit.
6. Enter a grade from the drop down list for each student (if you
have a large class, you will have  multiple “record sets”). It
is recommended to submit each page before moving to
the next.
7. Click the “Submit” button at the bottom of the page to save
your grade entries. You do not have to have all grades
entered before submitting. Note: You will not receive an
e-mail confirmation.
8. To choose another course, scroll to the bottom of the screen
and click on “Select a New CRN”.
9. Select the appropriate CRN/Title, click Submit.
10. Select “Final Grade Worksheet”.
11. Follow steps 8-10 for additional courses.
12. When you have graded all of your courses, log out of GoWMU
and close your browser.
Grade Changes
Grade changes can be made within 60 business days after the  end
of a semester.
1. Logon to http://gowmu.wmich.edu.
2. Enter your Bronco NetID and Password
3. On the Faculty/Staff Home tab, under “My Work” click on the
link “Removal of Incomplete/Grade Change Form”.
4. Verify that your name and WMU e-mail are correct. Note:
Only Instructors of record can make a grade change.
5. Choose the type of grade change from the drop down menu.
6. Select the term from the drop down menu.
7. Select the appropriate course from the drop down menu.
8. Select the appropriate student from the drop down menu.
9. Select the appropriate grade from the drop down menu and
add any necessary comments.
10. If you are removing an Incomplete, the information will be
sent electronically to the Registrar’s Office.  If you are
either changing a grade or re-evaluating a grade, you will
be required to print out the paper form, sign it, have it
signed by your Chair. It will be sent to the Registrar’s Office
for processing.

ferpa

concerned?

To avoid violations of FERPA rules, DO NOT:
display student scores or grades publicly in association with
names, SSNs, WINs (or any portion - e.g. last four digits of
WINs) or any other personal identifiers. *
put papers, exams, or any other graded student work in
publicly accessible places. Students are not to have access
to the scores and grades of other students.  
share student education record information, including grades
or GPAs with other faculty or staff members unless their
official responsibilities identify their “legitimate educational
interest” in that information for that student.
share information from student education records, including
grades or GPAs with parents or others outside the institution,
including letters of recommendation, without written
permission from the student.
* Faculty may display grades using a system of unique identifiers
known only to the student and the instructor as long as these
are then posted non-alphabetically.  
Information may be disclosed without a student’s written
consent:
To university personnel having legitimate educational interest
(e.g. advisors)
To accrediting organizations
To comply with judicial order or subpoena
In a health or safety emergency
Requests to disclose information should always be handled
with caution and approached on a case-by-case basis.
Semester or session grades are typically available to students
through their GoWMU account within a few hours of the submission deadline. Since access requires the use of the student’s
Bronco NetID and password, midterm and final grades can be
viewed securely.
When in doubt about releasing information, please contact the
Registrar’s office at (269) 387-4310 or registrar-info@wmich.edu.

An online form has been developed for faculty, staff and students
to share their concerns about a student whose behavior is troubling and persists despite efforts to intervene.
Information recorded on the form, which is confidential, goes
to the office of the associate dean of students, who reviews the
concerns and determines the next steps to take.
The link is http://www.studentworld.wmich.edu/health.
html.  Click on the link to ‘Student Concern Form’ on the upper right of this page. You will be asked to enter your Bronco
NetID and password. This is the ID and password used to access
GoWMU.
Instructors are strongly encouraged to report students on their
class list who are not attending, or students who are attending,
but not on the class list.    This can be done electronically through
GoWMU using the “Report Students Not Attending/Not Registered” link off the Faculty/Staff Home tab.  Once this information
has been reported, the Registrar’s Office will attempt to contact
the student to resolve the registration discrepancy.  

wmu

new
faculty

links to note:
Academic Advising
     www.wmich.edu/advising
Academic Calendar
     www.wmich.edu/registrar/calendar
Academic Catalogs
     www.catalog.wmich.edu
Academic Standards
     www.wmich.edu/registrar/AcademicStandards
FERPA
     http://www.wmich.edu/registrar/ferpa/fac-staff/index.html
Grades Policy
     www.wmich.edu/registrar/grades
Registrar’s office
     www.wmich.edu/registrar

Office of the Registrar
www.wmich.edu/registrar
(269) 387-4300
registrar-info@wmich.edu
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Guidelines Pertaining to the Disposition of Student Papers
The WMU policy with respect to the disposition of student work is:

Students have the right to have all their examinations and other graded material made available
to them with an explanation of the grading criteria. Faculty will retain all such materials not
returned to the student for at least one full semester (or through spring plus summer sessions)
after the course was given. Faculty are not required to return such material to the student, but
must provide reasonable access. Any student work to be discarded after the 1 semester time
frame must be shredded.
(http://www.wmich.edu/registrar/faculty-staff/instructors/semesterwrap-up.html)
The policy is clear enough with respect to non-circulating exams. However, during the course of any
semester, students complete many assignments that are submitted to the course instructor. These
include, but not limited to, midterm exams, quizzes, lab reports, worksheets, and essays. Unlike noncirculating final exams, such papers are typically returned to the students. According to the WMU
Registrar, “reasonable access” means that students must be given a reasonable chance to “collect” such
papers. An instructor cannot simply decide to keep student papers. However, neither can students be
forced to collect their papers. Uncollected papers should be treated as per policy, that is, kept for one
semester and then shredded.
Guidelines pertaining to the disposition of such papers are as follows:
1) All course related papers completed by students belong to the students not the instructor.
2) Except for non-circulating exams, all student work should be returned to students in a timely fashion.
3) Course syllabi should contain a statement to the effect that students will have until the end of finals
to collect their papers; after that, all uncollected student papers will be kept for one semester and then
shredded.
4) Final exam papers are to be kept as per University policy, that is, kept for one semester and then
shredded.
5) Graduate students who are instructors of record should turn all papers over to their supervising
professor or department chair. Graduate student instructors are not to retain possession of student
papers.
6) Student work can never be used for research purposes without an approved HSIRB protocol in place.
7) Even when properly obtained, student names and identifying markers must be removed from student
papers.

FAQs
1) I returned papers to my students but several students failed to pick up their work. What should be
done with these papers?
"Students should be advised of the WMU policy. Any papers not collected by the end of the
finals period, will be kept for one semester and then shredded. See #3 above."
2) The semester is over but I have a class set of papers that I neglected to return to my students. What
should I do with the papers?
"Same answer as for FAQ #1”

3) There are papers from a few students that I would like to keep because I can make instructional use
of them. Am I allowed to keep the papers?
"The papers must first be returned to the students and then the students must be asked for
their permission for you to keep the papers. The students must be assured that they are free to
agree or not agree, and if they agree, they are to be assured that their names and any
identifying markers will be removed from the papers."
4) I would like to keep an entire set of class papers for instructional use. Am I allowed to keep an entire
set?
"The papers must first be returned to the entire class. The instructor can then request that the
papers be returned so they can be used for future instructional purposes. There must not
appear to be any coercion and the students must be assured of confidentiality, which means
that all names and identifying markers must be removed from the papers."
5) There student papers from my class that I think might be useful for my research. Am I allowed to keep
student papers for research purposes?
"Student papers may not be kept for research papers unless there is an approved HSIRB
protocol in place."
6) I have a few papers that in the past students allowed me to keep for instructional purposes. There are
no names or identifying markers on the papers. I now find that these papers would be useful for
research purposes. Am I allowed to use these papers for research purposes?
"The papers cannot be used for research purposes without HSIRB approval. However, HSIRB
approval can be requested for the use of these papers even though an HSIRB protocol was not
in place at the time the papers were collected, bearing in mind that HSIRB approval is never
guaranteed."
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Home

Our mission

Quick Links

Environmental Safety and Emergency Management (ESEM), working
together with the entire campus community, strives to provide a
safe and healthy environment for faculty, staff, students and
visitors to campus. Equally important is that the university is
welcome in the community as an environmentally conscientious
neighbor.

Public Safety

Policies

What do we do?

Environmental Services

ESEM interprets laws and regulations and develops compliance
strategies that include training, inspections, and consultations in
disciplines of fire safety, industrial hygiene, safety engineering,
hazardous waste management, general safety, environmental
regulatory affairs, and occupational health. We place primary
emphasis on programs that prevent accidents and minimize human
exposure to hazardous agents and conditions; prevent degradation
of the environment; and promote responsible waste management.

Fire Safety Services
Health & Safety Services
Emergency Management
Training
Material Safety Data
Sheets
Health & Safety Links
Safety Alert
Contact Us

Accident Injury
Report
Business and Finance
Office

How to find us:
Address:

Bigelow Hall Annex - Map
Kalamazoo MI 49008
Phone: (269) 387-5590

Business Hours: Monday–Friday
8:00 am–5:00 pm

WMU > Environmental Safety and Emergency Management
Environmental Safety and Emergency Management
Western Michigan University
Kalamazoo MI 49008-5418 USA
(269) 387-5590
patricia.holton@wmich.edu
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Accident Injury Report
Who should fill out a WMU Accident/Injury 311 Report?

Home
Policies
Environmental Services
Fire Safety Services
Health & Safety Services

The supervisor should complete the form with input from the injured employee, student,
or visitor. All accidents and injuries of visitors, students, and employees while on WMU
properties or while on scheduled WMU business off campus must be documented on the
ESEM 311 form. Injuries of participants of collegiate athletics are the only exception for
which completion of the 311 is not required.

When should you fill out a WMU Accident/Injury 311 Report?
The accident/injury report form (311) must be completed within 48 hours of the accident
or injury and sent to the Division of Environmental Safety and Emergency Management

Emergency Management

Why should you fill out a WMU Accident/Injury 311 Report?

Training

An investigation of the accident or injury and completion of the 311 form by the
supervisor with the injured employee, visitor, or student is an important tool for the
university to determine possible causes of the accident and the measures to prevent a
reoccurrence of a similar accident or injury.

Material Safety Data
Sheets
Health & Safety Links
Safety Alert
Contact Us

The information on these forms is used to track accident trends, to determine if
equipment or facilities need repairs, to establish worker’s compensation benefits, and to
determine the safety training need for our university community.

Form and Instructions
Click here for instructions on how to complete the Accident/Injury 311 Form
Click here to obtain a printable copy of the Accident/Injury 311 Form
Note: You will need Adobe Acrobat Reader to open and print this form.

WMU > ESEM > Accident Injury Report
Environmental Safety and Emergency Management
Western Michigan University
Kalamazoo MI 49008-5418 USA
(269) 387-5590
patricia.holton@wmich.edu

GoWMU | Directories | Contact WMU
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WESTERN MICHIGAN UNIVERSITY
ACCIDENT/INJURY REPORT FORM 311
Accident Number:_____________________

Name of Injured

Western Identification # (WIN)

(Last)

(First)

(Middle Initial)

Was Medical Attention Received?
Where?
Yes
No
Injured Party Affiliation
If Employee List
(Circle One)

(Position)

Male
Female

Address (Work/Local)

Time of Accident

A.M.

Part of Body Injured

Date of Hire

Phone Number (Work/Local)

Time Started Work

Location of Accident
(Building)

Cause of Injury

Went to Emergency Room?
Yes
No
Date of Birth

(Department)

Employee
Student Employee
Student
Visitor

Date of Accident

Hospitalized?
Yes
No
Sex

(Room/Floor)

A.M.

P.M.

General Activity

P.M.

Injury Description

Injury Agent/Contributing Factor

Left
Right
Briefly Describe the Accident
What was the injured party doing right before the accident and then what happened?

Action Taken to Prevent Accident/Injury Reoccurrence

Witness Name

Witness Address and Phone Number

*The employee’s signature is required, but does not imply agreement/disagreement with the facts as presented. The supervisor
attests only that the facts are accurate to the best of his/her knowledge or as reported to him/her.
*Signature of Injured Party
Date
*Signature of Supervisor
Date

Revised 04/09
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Western Michigan University

TORNADO
Safety Rules
TORNADO WATCH means tornadoes are expected to develop
TORNADO WARNING means a tornado has been sighted or is
indicated by weather radar - TAKE SHELTER NOW!
•

A TORNADO WATCH is announced over radio and television stations and by phone to key
campus locations. Do not call the Weather Bureau EXCEPT to report the actual sighting of a
tornado. Be prepared to take shelter.

•

A TORNADO WARNING – TAKE SHELTER NOW condition is announced over local radio and
television stations and by the sounding of a steady tone on the early warning system.

•

Do not call the Department of Public Safety for information during a watch or a warning. Tune in
your local radio or TV station. Incoming phone calls tie up emergency lines that may be critically
needed if severe weather strikes our campus.

•

Seek shelter in the basement or interior corridors, stairways, or rooms on the lowest possible floor
of the building. STAY AWAY FROM WINDOWS.

•

Do not seek shelter in large rooms with wide, free-span roofs such as gymnasiums or
auditoriums.

•

In open country, move away from the tornado at a right angle to its path. If this is not possible,
DO NOT REMAIN IN A VEHICLE; instead find the nearest depression or ditch and lie flat, face
down.

•

Residents of WMU Apartments have instruction sheets that give the building or area in which to
seek shelter.

•

Have a severe weather action plan. Monitor local radio and TV stations during severe weather.
At home, keep your family together and be ready to move to shelter. Have blankets, a working
flashlight, necessary medicines, a battery operated radio, and a first aid kit to take to the shelter.

•

Sirens in the City of Kalamazoo are tested at 1:00 p.m. on the first Saturday of each month.
2/04
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Critical Incident
Response Plan

Facts
A fire can double in size every 30 seconds
It can reach temperatures over 1,000 degrees in 90 seconds
One breath of superheated 150 degree air can sear one’s
lungs
Using the wrong type of fire extinguisher can make matters
worse
Approximately 85% of the time, it’s the smoke inhalation
that kills

Emergency Procedures
Bomb Threat
Chemical Release
Fire
Extinquisher Info.
Additional Resources

General Safety
Shooter on Campus
Tornado/Severe Weather
Workplace Violence

WMU General
Evacuation
Procedures

Fire

Before a fire:

Pandemic Influenza

Know at least two evacuation routes
Locate fire alarm pulls/extinguishers
Be familiar with RED—React, Evaluate, Decide

Safety at Work
Volunteer Teams

Responding to a fire:
1. Pull the alarm if you discover a fire.
2. When you hear the fire alarm, get out of the building using the
nearest and safest exit.
3. Go to the re-assembly area and let your
professor/supervisor/emergency or building coordinator know
you are there.
4. Do not go back into the building until the fire department or
Public Safety says it’s safe to do so.

WMU > Emergency Management > Emergency Procedure > Fire
Emergency Management
Western Michigan University
Kalamazoo MI 49008-5418 USA
(269) 387-0678 (M–F, 8 a.m.–5 p.m.)

GoWMU | Directories | Contact WMU

WMU > Emergency Management > Emergency Procedures > Shooter on Campus

GoWMU | Directories | Contact WMU

Advanced Search
People Search

Home
Contact Us
Critical Incident
Response Plan
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Fire
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Tornado/Severe Weather
Workplace Violence

Shooter on campus
Each situation will be different and will require you to make judgments and decisions
based on the information immediately at hand. First and foremost, faculty, staff, and
students must be continually vigilant to the risk of violence on campus and embrace
threat assessment.

Pandemic Influenza
Safety at Work
Volunteer Teams

Be vigilant for “clues”
Most attackers engage in some behavior prior to the incident that causes others
concern or indicated a need for help. Most school attackers will also conduct
extensive reconnaissance of their target; they will analyze the availability of
ingress and egress points. Don't be reluctant to alert Public Safety or someone
else in authority if you have concerns about a member of the campus community.
If a shooting begins or you are close to an emergency situation,
call 911 or dial 7-5555 on any WMU campus phone or (269) 387-5555 from a cell
phone. Report the location and any injuries to the police dispatcher. It maybe
practical to leave the phone line open so the dispatcher can monitor the situation.
If the shooter is in the classroom or office:
everyone should attempt to get to a safe place or some type of cover and lie down
as flat as possible away from windows or the field of fire. Obstructions between
the person and the shooter can be used for concealment; keeping in mind the
obstruction may not be bulletproof. If you reach a safe place, stay down on the
floor and do not move. Do not raise your head to peek. Wait and listen for
directions from the police.
If the shooter is not in the classroom or office:
everyone should stay inside the classroom or office, move behind any available
cover and stay on the floor. Close and lock the door if possible, turn off the lights,
and close any window blinds. Do not peek outside of the classroom or office and
report the location of the shooter if known to the police dispatcher. Everyone
should stay in the room until a police representative advises it is clear and safe to
leave.

WMU > Emergency Management > Emergency Procedures > Shooter on Campus
Emergency Management
Western Michigan University
Kalamazoo MI 49008-5418 USA
(269) 387-0678 (M–F, 8 a.m.–5 p.m.)

GoWMU | Directories | Contact WMU

HSIRB Website Information

WMU > OVPR

> Compliance > Human Subjects Institutional Review Board (HSIRB)
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Research and Proposal
Development Tools
Compliance
HSIRB
Animal Care
Export Control
Biosafety
Radiation
Ethics Resource Center
NSF Ethics Training

OVPR Staff
Intellectual Property and
Commercialization
Students
Awards
About Research at WMU
Contact Us

Compliance

Human Subjects Institutional Review Board (HSIRB)
The Human Subjects Institutional Review Board (HSIRB) is a local review board,
established by the WMU Board of Trustees in accord with federal regulations, to interpret
and apply federal regulations, state law, and research sponsor requirements for the use
of human subjects in research. The HSIRB is charged with the protection of the rights
and welfare of human subjects in research conducted under the aegis of Western
Michigan University.
The three basic ethical principles that
guide the HSIRB are derived from the

People

Belmont Report
and they are
respect for persons, beneficence, and
justice.
By submitting a protocol to HSIRB:
Investigators comply with
university policy and federal
regulations.
Investigators promote the
protection of the rights and welfare of research participants.
Students learn about the ethical conduct of human research.
HSIRB Review Process Map
HSIRB Training
Policy for Required Training
CITI Training Modules
Application Forms
To access HSIRB forms for your initial application, continuing review or final report, and
class project registration, visit the Compliance Forms section.
Additional information, materials, and resources:
Deadlines and Meeting Information
Federal Regulations and Specific University Policies
Common Practices (standard operating procedures) when conducting research that
involves human subjects

Additional Requirements
Undergraduate Research - Conducting Research on Human Subjects
Faculty Supervising Undergraduates
Instructions for Collecting Blood
Instructions for Recruiting Subjects
Frequently Asked Questions
General Questions about HSIRB
Specific Questions About Human Subject Research
Questions? Email the research compliance coordinator

Office of the Vice President for Research
Western Michigan University
210 W Walwood Hall
Kalamazoo, MI 49008-5456 USA
(269) 387-8298 | (269) 387-8276 Fax
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HSIRB Review Process
Protocol and application
materials submitted for review

Project information entered in
database and number assigned

Submission complete

Yes

No

Missing information
requested from
investigators

Protocol sent to
HSIRB chair to
determine review level

Exempt

Expedited

Copies of application
distributed to 1 or 2
other members of the
board for review

Full Board

Investigators notified of meeting time;
copies of submission distributed to ALL
board members for review

HSIRB Meeting
3rd Wednesday of each month
8 a.m., 211 West Walwood Hall
Revisions needed

Revisions needed
Yes

No
Yes

Investigators notified
of revisions
Investigators notified of
revisions
Revisions submitted
and reviewed for
completeness

Revisions received and
reviewed by HSIRB chair
for completeness (may
have to go full board)

Project approved and
investigators notified in writing

No

SUBJECT: Required Training for Human Subject’s Researchers
Human Subjects Researchers:
The Human Subjects Institutional Review Board, in conjunction with the Office of the Vice
President for Research, has initiated a policy for researcher human subjects training. Our policy
to assure that all researchers are trained in human subjects protections issues is necessary for
the university’s compliance with federal requirements. As a researcher using human subjects in
your research, it is important that you follow this policy and associated procedures.
Our policy requires training of all faculty, staff, and students involved with human subjects
research. The procedure is to use a web-based training program. Training must occur prior to
the final approval or annual renewal of a protocol. The policy is effective June 1, 2005.
The materials offer researchers the opportunity to complete training at their convenience. The
modules can be accessed directly at www.citiprogram.org or through the WMU HSIRB web site at
http://www.wmich.edu/research/hsirb.html
CITI Course in Protections of Human Research Subjects
Required Modules for Human Subjects Researchers:
Social and Behavioral Researchers (SBR) (12 + required modules)
Introduction
History & Ethical Principles – SBR
Defining Research with Human Subjects – SBR
The Regulations and the Social & Behavioral Sciences – SBR
Assessing Risk in Social & Behavioral Sciences – SBR
Informed Consent – SBR
Privacy and Confidentiality – SBR
Records-Based Research
Workers as Research Subjects – A Vulnerable Population
Group Harms: Research with Culturally or Medically Vulnerable Groups
Conflicts of Interest in Research Involving Human Subjects
Western Michigan University Information
If your research involves children add:
Research with Children – SBR
Research in Public Elementary and Secondary Schools – SBR
Vulnerable Subjects – Research Involving Minors
If your research involves prisoners, incarcerated individuals, or the prison system add:
Research with Prisoners – SBR
Vulnerable Subjects – Research with Prisoners

Medical Model Researchers (12 + required modules (Protocols from the following units may
follow a medical model: Alcohol and Drug Abuse, Biology, Biometrics, Chemistry, Exercise
Physiology, Music Therapy, Nursing, Occupational Therapy, Physician Assistant, Physics,
Psychology, Speech Pathology & Audiology, Unified Clinics, etc.)
Introduction
History and Ethical Principles
Basic Institutional Review Board (IRB) Regulations and Review Process
Informed Consent
Social and Behavioral Research for Biomedical Researchers
Records Based Research
Research with Protected Populations – Vulnerable Subjects: An Overview
Group Harms: Research with Culturally or Medically Vulnerable Groups
HIPAA and Human Subjects Research
Workers as Research Subjects – A Vulnerable Population
Conflicts of Interest in Research Involving Human Subjects
Western Michigan University Information
If your research includes prisoners add:
Research with Prisoners – SBR
Vulnerable Subjects – Research with Prisoners
If your research includes children:
Research with Children – SBR
Research in Public Elementary and Secondary Schools – SBR
Vulnerable Subjects – Research Involving Minors
If your research includes genetic information:
Genetic Research in Human Populations
If your research includes pregnant women and/or fetuses:
Vulnerable Subjects – Research Involving Pregnant Women and Fetuses in Utero
If you are doing research at a VA hospital:
Human Subjects Research at the VA
If your research includes drugs or medical devices:
FDA-Regulated Research
Suggested Modules for Administrators:
Introduction
History & Ethical Principles – SBR
Defining Research with Human Subjects – SBR
The Regulations and the Social & Behavioral Sciences – SBR
Assessing Risk in Social & Behavioral Sciences – SBR
Informed Consent – SBR
Privacy and Confidentiality – SBR
(Please review other modules as they relate to research being done in your department or
college)
Required Modules for HSIRB members:
All 29 modules
If you have questions, please contact the Research Compliance Coordinator, at
387-8293 or ovpr-hsirb@wmich.edu.
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Online Application
Form
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Personal Help Information

The Writing Center
The Writing Center provides writing assistance for students, faculty, staff, and other members of the
WMU community. The Writing Center exists for all WMU students (graduate and undergraduate) who
choose to work on their writing. Because writing is such a complex act, students often concentrate on
particular aspects of writing with each visit. They may work with a tutor on organization or focus; they
may want to hone their style or find new ways to come up with topics or ideas for development; they may
also work on the conventions of English.
Writers may schedule appointments for Mondays - Fridays in advance by calling 387-4615. On Sunday
evenings, they offer walk-in sessions only on the 3rd floor of Waldo Library. Students may choose to
have a conference report sent to their instructors detailing their visit. The Writing Center tutors are glad to
work with students on their papers; however, they will not copyedit or proofread papers. The Writing
Center can be found at 1071 Moore Hall, (269) 387-4615, or by e-mail at writing-center@wmich.edu

Sindecuse Health Center
All students enrolled at Western Michigan University, Kalamazoo College, Kalamazoo Valley
Community College and Davenport College are eligible to receive health care services at Sindecuse
Health Center. In addition, spouses of WMU students and their children 12 years of age or older may
access many professional services. Campus visitors and camp participants are also welcome for acute care
needs.
All Western Michigan University employees, spouses and dependents 12 years and older are eligible to
use our cost-effective and convenient services, regardless of eligibility status for other University
employee benefits. In addition, they may use our comprehensive pharmacy, sports medicine and physical
therapy services. All services are offered on a fee-for-service basis at a cost savings to faculty and staff
and to the University.
Western Michigan University students enrolled in seven or more non-exempt credit hours for Fall/Spring
Semester (four or more credits during Summer I/Summer II Session) are automatically assessed a Student
Health Fee as part of the University's Enrollment Fee.
Western Michigan University students enrolled for fewer credit hours, students from Kalamazoo College,
Kalamazoo Valley Community College, Ferris State University pharmacy residents and Davenport
College, eligible spouses and children may buy-in on their first professional visit to the Health Center
each semester or session or opt to pay non-member rates. Health care coverage runs from the first day of
classes of one semester or session to the first day of classes the following semester or session.
The Center is open as follows: Regular Clinic Appointments--M, T, W, F 8:00-5:00, Thursday 9:00-5:00;
Urgent Care, M, T, W, F 8:00-5:00, Thursday 9:00-5:00; Saturday, 9-11:30. The Center provides
laboratory services, Xray, orthopedics, medical services, pharmacy, laboratory services, allergy injection,
immunization, TB testing, HIV testing, sports medicine clinic, physical therapy services, and nutritional
counseling, and has a staff of psychiatrists, psychologists, physicians, physician assistants, nurses, health
educators, physical therapists, and a medical social worker.

University Counseling and Testing Center
Many important decisions and situations will confront students while they are at Western Michigan
University. They will need to make decisions regarding courses, curricula, and career exploration. They
may become involved in social and personal situations that leave them feeling confused and upset. In

addition, it may be likely that the inherent stresses of university life will at some time interfere with
academic achievement and personal growth. The University Counseling and Testing Center, located on
the main floor of the Faunce Student Services Building, exists to help students deal effectively with such
concerns.
The Center is staffed with professionally licensed counselors and psychologists and is accredited by the
International Association of Counseling Services.
Counseling and Testing Center Services consist of the following:
• Personal counseling,
• Educational counseling,
• Career counseling and testing,
• The career exploration/media center,
• Training and internship programs,
• National standardized testing,
• Test scanning services.
Appointments may be requested by calling (269) 387-1850 or by stopping at the Counseling and Testing
Center at 2513 Faunce Student Services Building reception desk between 8 a.m. and 5 p.m., Monday
through Friday. Students unable to utilize the Center's services during regular hours may make requests
for evening appointments. The Center attempts to service as many students as possible within staffing
limitations. More information can be found at http://www.uctc.wmich.edu/services/default.html.
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Guidelines for Instructors
The Academic Honesty Policy is created and defined by members of the academic
community, recommended by the Faculty Senate and adopted by the Board of Trustees.
The process is explained in detail on pages 268-270 in the Undergraduate Catalog and
pages 24-25 in the Graduate Catalog. The processes necessary to support this policy are
managed and facilitated by the Office of Student Conduct (OSC). If you have any
questions, please call the OSC at 387-2160.
ACADEMIC INTEGRITY PROCESS AT A GLANCE
STEP 1: CHARGING A STUDENT WITH ACADEMIC DISHONESTY: Faculty are asked to
complete the Academic Dishonesty Charge form. After completion of this form, deliver or
fax it to the OSC with a copy of the course syllabus and the original exam/paper upon
which the charge is based. Upon receipt of your forwarded materials, the OSC Office
Assistant will place a conduct hold on the student’s account and schedule an appointment
for the student to meet with an OSC staff member. During the meeting with the student,
an Academic Dishonesty Process Form will be completed.
STEP 2: IF THE STUDENT ADMITS RESPONSIBILITY FOR ACADEMIC DISHONESTY: The
faculty member will be contacted by an OSC staff member and apprised of the student’s
admission. The faculty member may determine the grade penalty (if any), which includes
a reduced or failing grade for the assignment as well as any grade penalty up to and
including an E for the course. The OSC may also assess non-grade related sanctions.
STEP 3 (if needed): IF THE STUDENT DOES NOT ADMIT RESPONSIBILITY FOR ACADEMIC
DISHONESTY: A hearing will be held between the student and the instructor, with the
instructor serving as the hearing officer or with the student, instructor, and an Academic
Integrity Hearing Panel (AIHP), with the AIHP serving as the hearing body. OSC will
contact the faculty member to determine the type of hearing preference. An AIHP
consists of three faculty members and two students. Panel members are selected using
procedures established by the Professional Concerns Committee of the Faculty Senate. At
the conclusion of either type of hearing, a determination of responsible or not
responsible will be made by the hearing officer or hearing body. The AIHP does not
determine any outcome beyond the finding of responsible or not responsible.
ADDITIONAL INFORMATION:
IF A FINDING OF NOT RESPONSIBLE HAS BEEN MADE: All charges are dismissed and no
penalties are assessed.
IF A FINDING OF RESPONSIBLE HAS BEEN MADE: A finding of responsible occurs based
on a student’s admission or as the result of a hearing with the instructor or AIHP. The
faculty member may impose an academic penalty up to failure for the course. Grade
decisions based on a finding of responsible for academic dishonesty may not be appealed.
Once a finding of responsible has been determined, further class attendance depends on
the penalty imposed by the instructor and/or OSC. If the instructor decides to fail the
student in the course, the student is not permitted to continue attending class. Additional
penalties ranging from a reprimand to dismissal from the university may be assessed by
the OSC.

IF THE STUDENT WANTS TO APPEAL A FINDING OF RESPONSIBILITY AFTER A HEARING
WITH THE INSTRUCTOR: A student may appeal the decision resulting from a hearing
with the instructor to an AIHP within five (5) university business days.
WHILE A CASE IS PENDING: A case is considered pending until one of two events
occurs: (1) the student admits responsibility or (2) the hearing process is completed.
While a case is pending, the student has the right to attend and participate in the class.
If the case is pending at the end of the semester, the instructor must assign an
incomplete grade and submit a change of grade form to the Registrar’s office once the
process is complete.
CHECKLIST OF ITEMS TO BE FORWARDED TO OSC
1. Completed charge form (retain a copy for your records)
2. Copy of course syllabus
3. Original Exam/Paper upon which the charge of academic dishonesty is based and any
other pertinent information (retain a copy for your records)
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Western Michigan University Academic Dishonesty Charge Form
PLEASE PRINT OR TYPE

Student Name ____________________________________________________Student ID#___________________________________
Student Email ____________________________________________________________________________________________________
Course Name and #_______________________________________________________________________________________________
Person Reporting __________________________________________________Date__________________________________________
I.

CHARGE
I am charging the above named student with an alleged violation of the University Academic
Honesty Policy as specified below. (Definitions are printed on the back of form.) Check all that
apply.




Cheating
Fabrication, Falsification and Forgery
Multiple Submission





Plagiarism
Complicity
Academic Computer Misuse

The student is charged with violating the University Academic Honesty Policy in the following manner:
(Please use additional sheets if needed.)

A representative from the Office of Student Conduct will meet with the above named student. If the student
admits responsibility, the Office of Student Conduct will contact the faculty member for consultation
regarding further action. If the student denies responsibility, the Office of Student Conduct will contact the
faculty member to ascertain the preferred hearing type and arrange the date, time and location of the
hearing.
Reporting Person’s Signature ____________________________________________________________________________________
Reporting Person’s Telephone Number__________________________________________________________________________
Reporting Person’s Email Address _______________________________________________________________________________
(Mail or fax to the Office of Student Conduct. The fax number for the Office of Student Conduct is 387-2554.)

Academic Honesty
If a student is uncertain about an issue of academic honesty, he/she
should consult the faculty member to resolve questions in any
situation prior to the submission of the academic exercise. Violations
of academic honesty include but are not limited to:
Cheating
Definition: Cheating is intentionally using or attempting to use
unauthorized materials, information, notes, study aids or other
devices or materials in any academic exercise.
Clarification
1. Students completing any examination are prohibited from
looking at another student's examination and from using
external aids (for example, books, notes, calculators,
conversation with others) unless specifically allowed in
advance by the faculty member.
2. Students may not have others conduct research or prepare
work for them without advance authorization from the
faculty member. This includes, but is not limited to, the
services of commercial term paper companies.
Fabrication, Falsification and Forgery
Definition: Fabrication is the intentional invention and unauthorized
alteration of any information or citation in an academic exercise.
Falsification is a matter of altering information, while fabrication is a
matter of inventing or counterfeiting information for use in any
academic exercise or University record. Forgery is defined as the act
to imitate or counterfeit documents, signatures, and the like.
Clarification
1.

2.

3.

``Invented'' information shall not be used in any laboratory
experiment, report of results or academic exercise. It
would be improper, for example, to analyze one sample in
an experiment and then ``invent'' data based on that single
experiment for several more required analyses.
Students shall acknowledge the actual source from which
cited information was obtained. For example, a student
shall not take a quotation from a book review and then
indicate that the quotation was obtained from the book
itself.
Falsification of University records includes altering or
forging any University document and/or record, including
identification material issued or used by the University.

Multiple Submission
Definition: Multiple submission is the submission of substantial
portions of the same work (including oral reports) for credit more
than once without authorization.
Clarification
Examples of multiple submission include submitting the same paper
for credit in two courses without the faculty member's permission;
making revisions in a credit paper or report (including oral
presentations) and submitting it again as if it were new work.
Different aspects of the same work may receive separate credit; e.g.,
a report in history may receive credit for its content in a history
course and for the quality of presentation in a speech course.

Plagiarism
Definition: Plagiarism is intentionally, knowingly, or carelessly
presenting the work of another as one's own (i.e., without proper
acknowledgement of the source). The sole exception to the
requirement of acknowledging sources is when the ideas,
information, etc. are common knowledge.
Instructors should provide clarification about the nature of
plagiarism.
Clarification
1.
2.

3.
4.

5.

Direct Quotation: Every direct quotation must be identified by
quotation marks or appropriate indentation and must be properly
acknowledged, in the text by citation or in a footnote or endnote.
Paraphrase: Prompt acknowledgement is required when material
from another source is paraphrased or summarized, in whole or in
part, in one's own words. To acknowledge a paraphrase properly,
one might state: ''To paraphrase Locke's comment,...'' and then
conclude with a footnote or endnote identifying the exact reference.
Borrowed facts: Information gained in reading or research which is
not common knowledge must be acknowledged.
Common knowledge: Common knowledge includes generally
known facts such as the names of leaders of prominent nations,
basic scientific laws, etc. Materials which add only to a general
understanding of the subject may be acknowledged in the
bibliography and need not be footnoted or endnoted.
Footnotes and endnotes: One footnote or endnote is usually enough
to acknowledge indebtedness when a number of connected
sentences are drawn from one source. When direct quotations are
used, however, quotation marks must be inserted and
acknowledgement made. Similarly, when a passage is paraphrased,
acknowledgement is required.

Faculty members are responsible for informing students concerning
appropriate formats for handling quotations, footnotes, endnotes, and
bibliographic references.
Complicity
Definition: Complicity is intentionally or knowingly helping or
attempting to help another to commit an act of academic dishonesty.
Clarification
Examples of complicity include knowingly allowing another to copy
from one's paper during an examination or test; distributing test
questions or substantive information about the materials to be tested
before the scheduled exercise; collaborating on academic work
knowing that the collaboration will not be reported; taking an
examination or test for another student, or signing another's name on
an academic exercise.
(NOTE: Collaboration and sharing information are characteristics of
academic communities. These become violations when they involve
dishonesty. Faculty members should make clear to students
expectations about collaboration and information sharing. Students
should seek clarification when in doubt.)
Computer Misuse
Definition: Academic computer misuse is the use of software to
perform work the instructor has told the student to do without
assistance of software.

ACADEMIC DISHONESTY CHARGE FORM INSTRUCTION SHEET
(Please complete the enclosed Charge Form per the following instructions)
The Academic Honesty Policy is created and defined by members of the academic community, recommended by the Faculty
Senate and adopted by the Board of Trustees. The process is explained in detail on pages 268-270 in the Undergraduate
Catalog and pages 24-25 in the Graduate Catalog. The processes necessary to support this policy are managed and facilitated
by the Office of Student Conduct (OSC). If you have any questions, please call OSC at 387-2160.
ACADEMIC INTEGRITY PROCESS AT A GLANCE
STEP 1: CHARGING A STUDENT WITH ACADEMIC DISHONESTY: Faculty are asked to complete the attached
charge form. After completion of this form, deliver or fax it to OSC with a copy of the course syllabus and the original
exam/paper upon which the charge is based. Upon receipt of your forwarded materials, the OSC Office Assistant will place a
conduct hold on the student’s account and schedule an appointment for the student to meet with an OSC staff member. During
the meeting with the student, an Academic Dishonesty Process Form will be completed.
STEP 2: IF THE STUDENT ADMITS RESPONSIBILITY FOR ACADEMIC DISHONESTY: The faculty member
will be contacted by an OSC staff member and apprised of the student’s admission. The faculty member may determine the
grade penalty (if any) which includes a reduced or failing grade for the assignment as well as any grade penalty up to and
including an E for the course. OSC may also assess non-grade related sanctions.
STEP 3 (if needed): IF THE STUDENT DOES NOT ADMIT RESPONSIBILITY FOR ACADEMIC DISHONESTY:
A hearing will be held between the student and the instructor, with the instructor serving as the hearing officer or with the
student, instructor, and an Academic Integrity Hearing Panel (AIHP), with the AIHP serving as the hearing body. OSC will
contact the faculty member to determine the type of hearing preference. An AIHP consists of three faculty members and two
students. Panel members are selected using procedures established by the Professional Concerns Committee of the Faculty
Senate. At the conclusion of either type of hearing, a determination of responsible or not responsible will be made by the
hearing officer or hearing body. The AIHP does not determine any outcome beyond the finding of responsible or not
responsible.
ADDITIONAL INFORMATION:
IF A FINDING OF NOT RESPONSIBLE HAS BEEN MADE: All charges are dismissed and no penalties are assessed.
IF A FINDING OF RESPONSIBLE HAS BEEN MADE: A finding of responsibility occurs based on a student’s admission
or as the result of a hearing with the instructor or AIHP. The faculty member may impose an academic penalty up to
failure for the course. Grade decisions based on a finding of responsibility for academic dishonesty may not be
appealed. Once a finding of responsibility has been determined, further class attendance depends on the penalty imposed by
the instructor and/or OSC. If the instructor decides to fail the student in the course, the student is not permitted to continue
attending class. Additional penalties ranging from a reprimand to dismissal from the university may be assessed by the OSC.
IF THE STUDENT WANTS TO APPEAL A FINDING OF RESPONSIBILITY AFTER A HEARING WITH THE
INSTRUCTOR: A student may appeal the decision resulting from a hearing with the instructor to an AIHP within five (5)
university business days.
WHILE A CASE IS PENDING: A case is considered pending until one of two events occurs: (1) the student admits
responsibility or (2) the hearing process is completed. While a case is pending, the student has the right to attend and
participate in the class. If the case is pending at the end of the semester, the instructor must assign an incomplete grade
and submit a change of grade form to the Registrar’s office once the process is complete.

CHECKLIST OF ITEMS TO BE FORWARDED TO OSC
1.
2.
3.

Completed charge form (retain a copy for your records)
Copy of course syllabus
Original Exam/Paper upon which the charge of academic dishonesty is based
and any other pertinent information (retain a copy for your records)

Academic Dishonesty Flow Chart

Instructor completes an Academic
Dishonesty Charge form and sends it to
the Office of Student Conduct (OSC) with
pertinent documents.

•
•
•

OSC Office Assistant places conduct hold on student record
OSC staff member meets with student and presents charges
Conduct hold in place until process complete

Student does not
accept responsibility

Student accepts
responsibility

•
•
•

OSC informs instructor of
decision
Instructor determines
student’s grade penalty (if
any)
OSC may assess non-grade
related (conduct) sanctions

•
•

OSC informs instructor of student’s
decision
Instructor decides on hearing type:
A: Instructor
OR
B: Academic Integrity Hearing
Panel (AIHP)

Hearing with Instructor
Student may appeal
decision within 5 business
days to AIHP

Hearing with AIHP
Decision is final- No
subsequent level of
appeal

Basic Advice on How to Cite Sources
“plagiarize… [definition]: to steal and pass off (the ideas or words of another) as one’s
own use (a created production) without crediting the source ~ vi to commit literary
theft: present as new and original an idea or product derived from an existing
source…” (Anonymous (1977) Webster’s New Collegiate Dictionary. G. & C. Merriam
Company, Springfield, MA: p. 877)
1. Anyone who turns in an assignment that involved consulting references
without identifying them has committed plagiarism.
2. Anyone who turns in an assignment that involves consulting references
without adequately citing them has also committed plagiarism.
3. Anyone who turns in an assignment in which it is claimed an author is
summarized, but in fact the author is quoted or paraphrased has also
committed plagiarism.
4. It is not the job of a graduate-level course instructor to teach you how to cite
your sources! Take it up with your elementary and high school teachers if
they never held you to learning how to cite your sources.

Rules of thumb

In general, don’t turn in papers at the graduate level that have no sources cited. (The
only exception is if your instructor tells you that the assignment involves no outside
research and has no expectation that you should track down the sources of
information that you know that are not common knowledge. This almost never
happens.)
Everything that is not common knowledge should be cited. Common knowledge
refers to what the intended audience for your essay can presumably be expected to
already know and/or what a reasonable person would not dispute.

Undergraduates begin and end their research using sources such as Wikipedia. As
graduate students, we expect the bulk of your research will come from articles in
peer reviewed journals and respected authorities (e.g. the Encyclopedia Britannica).

Citations should be “idiot proof”, i.e. a reasonably intelligent person should be able
to find the source you provide based upon your reference. If you quote or
paraphrase specific wording, you need to identify exactly where in the reference the
quoted words come from, i.e. a page number. (The only exception is a web source
for which there are no page numbers.)
Appending a list of references at the end of a paper does NOT constitute adequate
citation. You must give your reader some idea of how they were used, which ideas
came from which sources.

If your entire paper is based on a single source, use a footnote on the title to clarify
your debt, e.g. “1. This essay is paraphrased from source X, unless otherwise
indicated.” (Some journals will not allow authors to use footnotes – if this is the case,
begin the first paragraph by stating in the text that the following essay has been
paraphrased from source X unless otherwise noted (X). Then provide the complete
citation at the end of the essay in the section identified “References”.)
If the information in a paragraph is based on a single source, use a footnote at the
end of the paragraph to indicate your debt to that source. You can sometimes get
away with citing the reference at the end of the paragraph (Smith 2002), provided a
complete reference to the source is provided in a list of references AND a reasonable
person would recognize upon reading the paragraph that indeed the claims in the
preceding sentences all came from the one source identified at the end of the
paragraph.
If a single sentence within a paragraph cites information from a single source, cite
the source you consulted (e.g. “(Smith 2002)”) and provide a full citation to the
source on a list of references at the end.

Unless the exact wording is crucial (or the claim highly controversial) do not quote
from sources. Quoting is the only time when your source should be out in front of
you when you write the sentence, paragraph, etc.

In general, the best way to avoid misrepresenting a sentence as merely summarizing
when in point of fact it represents a paraphrase or direct quote is to close the source
before you write the sentence (paragraph, etc.) in your own words.
There are multiple reference styles –e.g. the Chicago Manual of Style, APA.
Whichever one you use be consistent.

After all this, you might be tempted to simply add a footnote with a reference to
each paragraph, regardless of whether you have actually consulted that source. DO
NOT DO THIS! It is intellectually dishonest to claim you consulted a work that you
did not actually consult. It is also plagiarism if the view you attribute to the author is
not one he or she holds in the work cited, i.e. it misrepresents the author’s views as
expressed in the cited source.
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Projected Schedule of Graduate Classes

Projected schedule of doctoral courses 2015-2023(2016-06-13)

Advance Schedule of Doctoral Program Graduate Courses
Academic Yr

2015/16

Cycle 1.2
2016/17

2017/18

Cycle 2.2

2018/19

22 August 2016

Fall

Spring

Sum-1

6170 (Rudge)
6200 (Peasants)
6260 (Fetters)

6150 (Henderson)
6171 (Rudge/Mentors)
6180 (Peasants)

6160 (Cobern/Peasants)
6260 (Cobern /ONLINE)

1st students need to take R1 and R2

1st students need to take R2 and R3

6140 (Rudge)
6170 (Petcovic)
6200 (Peasants)

6150 (Schuster)
6171 (Petcovic/Mentors)
6180 (Peasants)

6260 (Cobern /ONLINE)

1st yr students need to take R1
e.g., SOC 6060 Resrch Dsgn & Data
Collection
6160 (Cobern/Pleasants)
6170 (Henderson)
6200 (Peasants)

1st yr students need to take R2
e.g., SOC 6070 Logic & analysis Of
Soc Resch I
6171 (Henderson/Mentors)
6180 (Peasants)

1st yr students need to take R3
e.g., EMR 6480 Qualitative Resh
Methods
6140 (Rudge)
6260 (Cobern /ONLINE)

1st yr students need to take R1
e.g., SOC 6060 Resrch Dsgn & Data
Collection

1st yr students need to take R2
e.g., SOC 6070 Logic & analysis Of
Soc Resch I

2nd yr students need to take R4, e.g.,
SOC 6210 Logic & analysis Of Soc
Resch II
6150 (TBA)
6170 (Petcovic)
6200 (Peasants)

and R3 Qual course offered by MISE

1st yr students need to take R1
e.g., SOC 6060 Resrch Dsgn & Data
Collection

1st yr students need to take R2
e.g., SOC 6070 Logic & analysis Of
Soc Resch I

6171 (Petcovic/Mentors)
6180 (Peasants)
6260 (Cobern /ONLINE)

2nd yr students need to take R4, e.g.,
SOC 6210 Logic & analysis Of Soc
Resch II

1

1st yr students need to take R3
e.g., EMR 6480 Qualitative Resh
Methods

Sum-2

Projected schedule of doctoral courses 2015-2023(2016-06-13)
Academic
Fall

Spring

Yr

2019/20

6160 (Schuster)
6170 (TBA)
6200 (TBA)

6140 (Rudge)
6171 (TBA/Mentors)
6180 (Henderson)

6260 (TBA/ONLINE)

1st yr students need to take R1
e.g., SOC 6060 Resrch Dsgn & Data Collection

1st yr students need to take R2
e.g., SOC 6070 Logic & analysis Of Soc
Resch I

1st yr students need to take R3
e.g., EMR 6480 Qualitative Resh Methods

6171 (TBA/Mentors)
6180 (TBA)
6260 (TBA/ONLINE)

6160 (Peasants)

2nd yr students need to take R4, e.g., SOC 6210
Logic & analysis Of Soc Resch II
6150 (Petcovic)
6170 (TBA)
6200 (TBA)

Cycle
1.2

2020/21

1st yr students need to take R1
e.g., SOC 6060 Resrch Dsgn & Data Collection
2nd yr students need to take R4, e.g., SOC 6210
Logic & analysis Of Soc Resch II
6140 (Rudge)
6170 (TBA)
6200 (TBA)

2021/22

1st yr students need to take R1
e.g., SOC 6060 Resrch Dsgn & Data Collection
2nd yr students need to take R4, e.g., SOC 6210
Logic & analysis Of Soc Resch II
6160 (Schuster)
6170 (TBA)
6200 (TBA)

Cycle
2.2

2022/23

Sum-1

1st yr students need to take R1
e.g., SOC 6060 Resrch Dsgn & Data Collection

1st yr students need to take R2
e.g., SOC 6070 Logic & analysis Of Soc
Resch I
and R3 Qual course offered by MISE
6150 (Petcovic)
6171 (TBA/Mentors)
6180 (TBA)

6260 (TBA/ONLINE)

1st yr students need to take R2
e.g., SOC 6070 Logic & analysis Of Soc
Resch I

1st yr students need to take R3
e.g., EMR 6480 Qualitative Resh Methods

6140 (Rudge)
6171 (TBA/Mentors)
6180 (TBA)

6260 (TBA/ONLINE)

1st yr students need to take R2
e.g., SOC 6070 Logic & analysis Of Soc
Resch I

1st yr students need to take R3
e.g., EMR 6480 Qualitative Resh Methods

2nd yr students need to take R4, e.g., SOC 6210
Logic & analysis Of Soc Resch II
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Ph.D Program

The Mallinson Institute for Science Education – Doctoral Program
MISE offers a graduate program leading to the PhD degree in Science Education. This is
a graduate program in Science Education for those with a science or science education
background who wish to pursue careers as college or university science teachers,
science education researchers, science teacher educators, curriculum specialists, high
school science department chairs or professionals in government agencies or school
districts.
The program has three tracks, viz. 1. College science teaching, 2. College science
teaching with discipline research focus, and 3. Curriculum and instruction (K-12). The
tracks share a common core, along with some specialization.

Track 1

Track
1. College science teaching
Career goal: Teaching
undergraduate science at
community colleges, liberal arts
colleges, teaching-focused
universities.

Track 2

2. Discipline-specific research
focus
Career goal: Faculty in a university
science department or teacher
education unit, involved in both
teaching and research.

Track 3

3. Science curriculum and
instruction with K-12 focus
Career goals:
• Science teacher educator.
• Science curriculum specialist
• Science education researcher
• School science department chair
At colleges and universities,
government education agencies or
school districts

Program description & requirements
Program: Graduate study in the
scientific, historical and philosophical
aspects of science teaching and learning
with a specific focus on the teaching and
learning of science at the college level.
Requirements: Science qualifications at
master’s level or equivalent.
Program: Graduate study and research
in the teaching and learning of science
concentrating on specific disciplines: i.e.
biology, chemistry, geography, earth
sciences or physics. Emphasizes
pedagogical content knowledge for these
disciplines.
Requirements: Science qualifications at
master’s level or equivalent.
Program: Graduate study in the
scientific, historical and philosophical
aspects of science curriculum and
instruction with a specific focus on the
teaching and learning of science at the
K-12 level.

Requirements: Masters degree in
science education or equivalent.

Component

Courses

Credits

Science Content
Cognate

MA in Science/Science Education (or
equivalent)

24

SCI 6140 Hist & philos….

3

SCI 6150 Hist of sci ed. . .

3

SCI 6160 Models of Learning

3

SCI 6170 Research Traditions

3

SCI 6180 College Science Teaching

3

Research Design, Quantitative & Qualitative
Research Methods, Evaluation Methods

12

Science Education Core

Research Tools

Track specializations

1. CST

2. CST/DRF

3. C & I

SCI 6170

SCI 6170

SCI 6170

SCI 6180

SCI 6180

SCI 6260

Dissertation

SCI 7300

6

15
Total credits 72

2

New Course (not yet in place)

6270 (K-12 Methods):

3-credit course on the teaching of methods; coordinated
with teaching 4010/4040

Research Tools Requirement for the MISE Doctoral Program
The University requires doctoral students to take 12 credits in “research tools,” to be specified by each program. The basic MISE requirement is one course in
quantitative methods and one in qualitative methods (e.g., SOC 6060 & 6200 or EMR 6450 & EMR 6480). Bearing this basic requirement in mind, the 12 credits
of research tools can be drawn from any of the following courses on research methods. We strongly recommend, however, that you discuss your course choices
with faculty and other students. Students who have already taken these courses are an important source of information for new students.

Entry Course
(Tend to be offered in the fall semesters)
Introduction to Research

Advanced Courses
(Tend to be offered in the spring semesters)

SOC 6060 (covers both quant & qual research)

SOC 6200 (covers both quant & qual research)

EMR 6450

EMR 6550, 6650. 6750

Or
PSY 6340
Quantitative Research Methods

PSY 6350, 6360

Or
Stat 5670

STAT 5610 (Spr 2008, 2010, 2012),
5630, 5680,

All courses assume rudimentary knowledge of
statistics
Qualitative Research Methods
Policy Research
Evaluation
EDLD 6810
EMR 6450
EMR 6480
EMR 6550
EMR 6650
EMR 6750
EVAL 6000

EMR 6480

EMR 6580
EDLD 6810 Policy Development
Adv EVAL courses

EVAL 6000

Policy Development
Elementary Statistics
Qualitative Research Methods
Research Design
General Linear Methods
Applied Multivariate Statistics
Intro to Evaluation

PSY 6340
PSY 6350
PSY 6360
SOC 6060
SOC 6200
STAT 5610
STAT 5630
STAT 5670
STAT 5680

Experimental Design & Analysis I
Correlation & Regression Analysis
Experimental Design & Analysis II
Research Design & Data Collection I
Research Design & Data Collection II
Applied Multivariate Statistical Methods
Sample Survey Methods
Experimental Design & Analysis of Experiments
Regression Analysis

Flowchart: Science Education Doctoral Program

Admission into the Ph.D. Program

Form Committee
Committee
Select Dissertation Topic Appointment Form

Ph.D. Coursework
Science Ed.
Core courses
SCI 6140

All other
required
Coursework

SCI 6150
SCI 6160
SCI 6180
Obtain 3.5+ GPA

Complete Dissertation Proposal
Formal presentation
Fail

Complete all
coursework
Obtain 3.0+ GPA

Can retake
each class
one time
Fail

Yes

No

Proposal approved
Candidacy Attained

Out of
Standing

Resubmit
One time

Early Research Requirement in
conjunction with SCI 6170 or other
research project
Present to MISE
Present at approved conference

Formal Paper

Fail

Out of
Standing

HSIRB
approval if
needed

Pass

Fail
Out of
Standing

Submit paper to MISE faculty for
approval (Resubmit ONE TIME
if not approved).
Submit paper to approved journal

Graduation Auditing

Schedule Defense

College Teacher of
Science

Complete Dissertation Defense
Formal presentation

Science Teacher Educator

Formal Paper
SCI 6170 – Sce Ed.
Research Traditions
(3 Hrs) and
SCI 6180 – Teaching
and Learning in
College Science
Classroom (3 Hrs)
(Each taken for the second
time)

SCI 6170 – Sce Ed.
Research Traditions (3
Hrs) and
SCI 6260 – Curriculum
Studies in Science
Education

Yes

Submit One
Time back to the
Committee &
get approval
Fail

Yes

Comprehensive
Literature. Review
Formal Paper

Out of
Standing

No

Revisions
Required

No

Dissertation
Approval Form

Dissertation
Check-in Form

Submission of
Electronic Thesis
Dissertation (ETD)

Formal Presentation
Resubmit
One time
Pass

Fail
Out of
Standing

Select Dissertation
Advisor w/ program
Director’s consent

Refer to the Graduate
College

Graduation

Go to Narrative

Go to Time to Degree

Prepared by Dr. Marianne Di Pierro, Julien Kouamé (The Graduate Center/WMU). Approved by Dr. William Cobern 06/10/2009

Narrative of the Flowchart: Science Education Doctoral Program

1. Admission into the Ph.D. program.
2. Complete Prerequisites if applicable.
3. Start the Ph.D. course work Take at least 48 hours of graduate work beyond the courses counted
toward a Master's Degree. Courses consist of:
SCI 6140 - Science: Historical and Philosophical Perspectives Credits: 3 hrs.
SCI 6150 - Science Education: Historical and Philosophical Foundations Credits: 3 hrs.
SCI 6160 - Science Education: Models of Learning and Teaching Credits: 3 hrs.
SCI 6170 - Science Education: Research Traditions Credits: 3 hrs.
SCI 6180 - Teaching and Learning in the College Science Classroom Credits: 3 hours
AND
For The College Teacher of Science Curriculum select:
SCI 6170 - Science Education: Research Traditions Credits: 3 hrs. AND
SCI 6180 - Teaching and Learning in the College Science Classroom Credits: 3 hours
(Each taken for a second time)
For The Science Teacher Educator Curriculum select:
SCI 6170 - Science Education: Research Traditions Credits: 3 hrs. AND
SCI 6260 - Curriculum Studies in Science Education Credits: 3 hours
4. Complete early research requirements: Comprehensive Literature Review requirements and
Dissertation Proposal requirements
5. Meet with the Director of the Program to establish a Dissertation Committee
6. Select a dissertation Topic
7. Oral Presentation of Dissertation Proposal
8. Register for Dissertation Credit (15 hrs of SCI 730)
9. Complete the Residency enrollment requirement, which includes two consecutive semesters of fulltime study on campus. Complete the approved Research Tools by the advisor
10. Candidacy is established after students complete Coursework, Research Tools, Comprehensive Exam
and a Teaching Experience.
11. HSIRB Approval
12. Collect Data
13. Complete The Graduate College (TGC) forms.
14. Schedule the Defense and apply for the Graduation Audit.
15. Complete the Oral Dissertation Defense.
16. Finish the required revisions.
17. Submit back to the Committee & get approval.
18. Submit the Electronic Thesis Dissertation (ETD)/ Submit Standard Dissertation.
19. Graduation.

Go to Time to Degree

Go to Flowchart

Prepared by Dr. Marianne Di Pierro, Julien Kouamé (The Graduate Center/WMU). Approved by Dr. William Cobern 06/10/2009

Admission into Program

3.22 Years

Phase 1

Comprehensive
Exam

2.89 Years

Dissertation
Defense

Phase 2

0.30 Years

Graduation

Phase 3

Average Completion Timeline: Doctoral Degree in Science Education (6.41 years)

Note: Information above is based on data collected from WMU Profiles of Graduated Doctoral Students AY: 2000 - 2006

Prepared by Dr. Marianne. Di Pierro, Brandy Pratt/JulienBK (The Graduate Center/WMU). Approved by Dr. William Cobern 06/10/2009
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PhD Student Policies Revised 10/16/2019
PROGRAM REQUIREMENTS FOR THE MISE PH.D. PROGRAM
This document summarizes what is required for successful student completion of the MISE Ph.D.
Program in terms of both student and faculty responsibilities. Exceptions to any policy item can only be
granted by a majority vote of the MISE faculty. As with all requirements, the faculty will discuss any
exceptions or problems as a group and come to a unified consensus that is in the best interest of the
student. Topics are presented in the following order:
1. Program Elements
2. Definition of Advancement to Candidacy
3. Research Committee Formation
4. SCI 6170-6171 Early Research Experience I & II
A. Memorandum of Understanding (MOU)
B. Research Proposal
5. Early Research Requirement (ERR)
A. MISE Presentation
B. Conference Presentation
C. MISE Faculty Review of ERR Manuscript
D. Journal Submission of ERR Manuscript
6. Comprehensive and Critical Literature Review (CCLR)
A. The CCLR Document
B. The CCLR Presentation
7. Dissertation Proposal
8. Dissertation Defense
9. Table Summarizing Major Requirements of the MISE Ph.D. Program
10. Appendix I. Feedback for MISE ERR Presentations
11. Appendix II. Approved ERR External Research Conferences
12. Appendix III. Directions for the Submission of ERR Manuscripts for Review by MISE Faculty
13. Appendix IV. Rubric for Review of ERR Manuscripts
14. Appendix V. Approved ERR Journals
15. Appendix VI. Rubric for Review of the CCLR
16. Appendix VII. Article Dissertation Policy (an alternative to the traditional dissertation structure)
1. Program Elements
The following describe the required components of the MISE Ph.D. Program
A. Core Coursework Grade Requirement: The student must pass SCI 6140, 6150, and 6160 with an
average GPA of 3.5 or better; each course can be taken one additional time to improve GPA, if
needed. The highest grade received for each course will be used in the GPA calculation.
A
=
4.0
BA
=
3.5
B
=
3.0
CB
=
2.5
C
=
2.0
B. SCI 6170-6171 Early Research Experience I & II: The student must pass this two-course series
that provides experience in critical evaluation of the research literature and experience in
conducting mentored research. In SCI 6170, students develop a Memorandum of Understanding
with their faculty mentor that describes the faculty and student responsibilities for the research
to be carried out. The SCI 6170 course culminates in a Research Proposal which is then carried
out under the faculty mentor’s supervision in SCI 6171.
1
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C. Early Research Requirement (ERR): An original research study is designed and carried out by the
student with faculty mentorship. Our program is designed such that the SCI 6170-6171 course
sequence leads to the ERR. However, students may fulfill the ERR with a different project. The
ERR has four requirements:
• Present the completed study in a MISE symposium,
• Present the completed study externally at a professional conference ,
• Prepare a manuscript describing the completed study that is reviewed and approved by
MISE faculty (can be re-submitted one time with revisions if needed), and
• Submit the completed manuscript to a peer-reviewed journal for publication review.
D. Comprehensive and Critical Literature Review (CCLR): Upon successful completion of the core
coursework and the ERR, the student prepares a comprehensive and critical literature review in
an area pertaining to the student’s intended dissertation research. The CCLR is supervised by a
3-member committee. The CCLR has two requirements:
• Present the approved CCLR at a MISE symposium, and
• Approval of the final written document by the CCLR committee.
E. Dissertation Proposal: Upon successful completion of the CCLR, the student’s dissertation
committee is officially formed and the student develops a dissertation research proposal. The
proposal has two requirements:
• Present the approved dissertation research proposal at a MISE symposium, and
• Approval of the final written proposal by the committee.
F. Dissertation Defense: Upon successful completion of the dissertation proposal, the student
works on his/her dissertation research. The finished dissertation has three requirements:
• Defend the approved dissertation at a MISE symposium,
• Approval of the final written dissertation by the committee, and
• Submission of the approved dissertation to the Graduate College.
2. Definition of Advancement to Candidacy
Candidacy is defined as having completed program requirements (A) through (E), above. A student is
permitted to enroll in dissertation credits (SCI 7300) after these are completed.
3. Research Committee Formation
A faculty research committee that will guide a student’s research can be formed at any time, but no
later than the time that the CCLR is started. A research committee could be formed early such that this
committee works with the student through the ERR, CCLR and dissertation processes. Or, formation of
this committee could be delayed until the start of the student’s CCLR. Committee membership may
change through ERR, CCLR, and dissertation process.
Committees are formed through consultations involving the student, the MISE Director, and
interested faculty. Committees must be chaired by a MISE faculty member. Although students and
faculty have input into committee membership and who will serve as Committee Chair, the MISE
Director will make final decisions regarding committee composition. Both CCLR and Dissertation
committees must include a second MISE faculty member (in addition to the Chair) and at least one
additional member from outside MISE. CCLR committees are limited to 3 members. Dissertation
committees can have additional members. Documentation on committee formation, changes to
committee membership, and faculty agreement to serve, are placed in the student’s file. Committees
are not official until all appropriate documentation has been approved and filed at the MISE office.
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4. SCI 6170-6171 Early Research Experience I & II
This two-course series is designed to give science education doctoral students direct experience in
the process of designing and conducting original research in science education. Note that research in
science education may be of various types, e.g. empirical, conceptual, theoretical, historical or
philosophical, or a combination, and may thus use a variety of methods.
In the first course (SCI 6170) students conceptualize and design their own research projects, gather
and critically appraise the relevant literature, and write a formal Research Proposal. In the second
course (SCI 6171) the student carries out this research under the guidance of a faculty mentor, and
writes a Research Report. These two courses and their rationale and requirements are described in
more detail below. Specific assignment information and grading criteria are available in the SCI 6170 and
6171 syllabi.
A. SCI 6170 Early Research Experience I. In SCI 6170, each student conceptualizes and designs a
suitable research project, in consultation with the course instructor and a faculty mentor under
whose guidance the research will be conducted. Each student’s developing research ideas and
progress is presented and discussed by the group as part of the weekly class sessions, providing
ongoing feedback for change and improvement. At the same time students will be seeking
relevant literature and compiling and critically appraising work pertinent to the project. In
weekly classes, students report both on their progress in designing the project and on valuable
ideas from literature pertinent to their research. Some of this literature may become part of
assigned readings for class discussion where appropriate.
• Memorandum of Understanding. During 6170 a Memorandum of Understanding (MOU)
will be drawn up and signed jointly by the student, the 6170 instructor, and the mentor
(and committee members if a committee has already been formed at this stage). This
memorandum may be regarded as an agreed ‘contract’, and outlines in some detail the
nature and extent of the work that will be undertaken on the particular research project
by the student during 6170 and 6171, with a reasonable timeline for each stage. It also
specifies the student and mentor responsibilities on the project and what is required of
both. The 6170 instructor and the mentor should consider a MOU carefully to ensure it
involves a viable project and a reasonable amount of work for a student during the 6171
semester. It is understood that research projects differ, may involve different amounts
of work and time, and that not all students will begin or end at the same place. Thus
MOUs must be worked out to ensure that all students will be doing appropriate and
equitable amounts of work on their projects. If a student’s research proposal or MOU
seems over- or under-ambitious, the 6170 instructor, student and mentor should meet
to further discuss reasonable expectations.
• Research Proposal. The eventual outcome of the research development and literature
aspects together is each student’s production of a formal Research Proposal for their
chosen project during 6170. This proposal should outline the entire research project, as
it is intended to be fully enacted. It should describe and motivate the proposed project,
its context, purpose, conceptual framework, theory base, research goals, stages,
methods, data sources, proposed analyses, etc., and should include a corresponding
focused literature review for the area of interest. The proposal document should be
written along the lines of formal proposals submitted for research grants, and the
faculty instructor and mentor can advise in this regard. Besides a comprehensive
account of the proposed research the document should also include a timeline and
estimated budget.
3
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Note that SCI 6170 is a class with grades assigned by the 6170 instructor of record for work
done, assignments, contributions, and progress achieved during the course. As such, the
learning objectives of the assignments, including the MOU and Research Proposal, are tied to
the overall course goals. The Research Proposal may be used as the starting point for the CCLR
and/or dissertation proposal (see below), however students should expect substantial
refinement and revision as the scope of dissertation research will be more significant than the
6170-6171 project.
B. SCI 6171 Early Research Experience II. In SCI 6171, the second course in the sequence, students
will carry out their proposed research, under the guidance of their faculty mentor, and in
accordance with the MOU. Students will keep a full Research Record of all stages of the project
as carried out, including work done, ideas, modifications, improvements, literature, data,
analyses, interpretations, conclusions, etc., even dead-ends and lessons learned. This work will
culminate in a formal Research Report for 6171. Students will continue to meet weekly as a
group with the former 6170 instructor, however, all work should be submitted to the 6171
faculty mentor and the grade will be assigned by the faculty mentor.
Given the nature of research, the project may extend beyond the 6171 semester, in which
case this will be agreed by student and research mentor and the MOU updated accordingly. If all
stages of the research are not complete by the end of the semester, the 6171 Research Report
should give a full account of the work and stages achieved so far, with plans for completion.
The SCI 6170-6171 course sequence is typically used by a student to fulfill the MISE Early Research
Requirement (ERR, see 5 below). Students who enter having largely completed their ERR requirement in
another way should use the courses to start developing their CCLR document (section 6) and/or
dissertation proposal (section 7), and the MOU and Research Proposal should be written to reflect this.
Having fulfilled the Early Research Requirement with a different research project does not exempt the
student from any requirements in the SCI 6170-6171 course sequence.
5. Early Research Requirement (ERR)
The goal of the ERR is for (i) students to experience the full research process, and (ii) to demonstrate
competence with specific aspects of the research process. All parts of this process are to be carried out
under the guidance of a faculty mentor or research committee.
Under (i), students are expected to lead a research project from conceptualization to publication,
including specifically:
• Design a study (e.g., identify research goals or questions, review appropriate literature, identify
a theoretical framework, choose methods, obtain HSIRB approval, etc.)
• Conduct the study (e.g., collect, analyze, and interpret data)
• Communicate the research in a presentation external to MISE
• Communicate the research in a manuscript submitted to a peer-review journal
The purpose of (ii) is for students to demonstrate sufficient mastery of research skills to continue in
the doctoral program, and for students to obtain formative feedback to improve their external
presentations and publications. Students are expected to demonstrate the following aspects of research
competence as evaluated via the associated rubrics and additional feedback:
• Communicate the process and results of the research project in an internal MISE presentation
• Communicate the research in a manuscript suitable for peer-review, submitted to the MISE
faculty
Our program is designed for students to begin their early research as part of the SCI 6170-6171
course sequence (see section 4, above). However, it is also possible for students to complete these
requirements with a project undertaken outside of SCI 6170-6171 (for example, grant-related research).
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Regardless of the source of the research, these requirements can only be met with a project for which
the student has substantial intellectual ownership. In other words, a project in which the work has been
completed by a faculty member and a student name has simply been added to it, is not acceptable.
Likewise, work on a grant that was written and conceptualized by a faculty member in which the student
is simply doing research already thought through by the faculty member is not acceptable. A grant
project undertaken by a faculty member can, of course, represent an opportunity for a student to do his
or her ERR project—the point is that the student’s ERR project must be in some sense distinct from the
original grant, i.e., involve the development of research questions that are distinct from those originally
proposed in the grant and include a critical appraisal by the student of additional literature.
By the completion of the ERR project, all students must get to the point where they have analyzed a
set of data and drawn conclusions from that analysis. Once they have reached this point they will be
able to complete the following four requirements (not necessarily in this order):
A. MISE Presentation. Students should schedule a 40-45 minute block (20 minute presentation and
20 minutes of discussion/feedback) to present their ERR project to the MISE community. This
presentation is meant as an opportunity for students to present their work in a safe and
constructive environment before presenting at a state or national conference. The presentation
allows faculty and other student to learn about the presenting student’s research interests, and
to provide critical and constructive feedback that improves the work. Feedback will be provided
orally and via rubric (see Appendix I). Students should submit a 3-5 page executive summary of
their research and schedule the presentation with the MISE office with the permission of their
mentor at least 14 days prior to the presentation date.
B. Research Conference Presentation. Students will present their work at a research conference
(see Appendix II for recommended conferences) at the state, national or international level. The
faculty prefer that the conference be competitive, such that students would need to submit a
presentation proposal to the organization, have it reviewed and selected on merit. The
conference and presentation must be research-oriented. Both oral and poster presentations are
acceptable to fulfill this requirement. Students should copy their acceptance notification and
relevant conference program page to include in the yearly SPAR.
It is possible that a student may have done research prior to their early research
requirement and that they would have already presented either orally or through a poster at a
qualifying event. These presentations may count for the early research requirement, but it must
be clear that the student was the sole or primary author of the talk or poster. The student and
faculty mentor must request post-hoc approval from the MISE faculty. MISE faculty will consider
each request individually. Presentations in which students’ names were added, but for which
most of the work was conducted by a faculty member or another student do not qualify.
C. MISE Paper Submission. The student must formally write up a publishable manuscript and
submit it to the MISE faculty for review. The student will submit this paper and a cover letter to
the current 6170 instructor, who will serving as MISE Editor, then disseminates it to a committee
of at least two MISE faculty (not the student’s research mentor or mentors). These faculty will
act as reviewers of the work and submit an evaluation of either “Pass” or “Revise and Resubmit”
plus recommendations for changes or improvements. Faculty may choose whether or not to
remain anonymous during the review process. The MISE Editor will summarize the reviews and
forward the decision and recommendations to the student. (More detailed directions guiding
the submission of manuscripts are provided in Appendix III. The rubric faculty will use to
evaluate manuscripts is provided in Appendix IV.) In the event that the student’s faculty mentor
happens to be the MISE editor, a different faculty member (usually the previous editor) will be
assigned the role of editor for that student.
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If the student is required to revise and resubmit, the student and mentor may request a
meeting with the MISE editor and reviewers. Such a meeting would be for formative purposes
so that the student better understands what revisions are needed and why. The meeting would
also give the student the opportunity to clarify possible misunderstandings about the paper. The
resubmitted paper should be accompanied by a cover letter that point-by-point addresses each
of the MISE editor and reviewer concerns. Students are encouraged to work closely with their
mentor during this review process, and must obtain his/her approval prior to the resubmission.
The resubmitted paper may be sent to the same faculty reviewers, or may be sent to one or
more new reviewers who will be asked to check that all of the prior concerns have been
addressed.
Failure to submit a suitably revised paper or a paper that receives a recommendation of
“Not Pass” on the second attempt may result in the student’s dismissal from the doctoral
program. A “Not Pass” will trigger a MISE faculty review of the student’s entire record in MISE.
Based on this review and on the findings of the ERR review process, the MISE faculty will
determine whether the student will be allowed to continue in the doctoral program and on
what conditions, or dismissed.
D. Journal Submission. The student is required to submit his/her manuscript to a peer-reviewed
journal (see Appendix V for recommended journals) after submitting the manuscript for review
by the MISE faculty. Ideally this will take place after the student has received comments from
the MISE reviewers. This, therefore, requires that the students seriously discuss with their ERR
advisor the type of journal that would fit best with their research and would be most likely to
publish it. The student should maintain a copy of the submission confirmation provided by the
journal, and include the confirmation in the yearly SPAR, along with a copy of the submitted
manuscript. It is not necessary for the manuscript to be accepted for completion of this ER
requirement. Students are encouraged to continue pursuing publication, considering reviewers’
comments.
6. Comprehensive Critical Literature Review (CCLR)
The purpose of the CCLR is for the student to identify and critically evaluate the domains of
knowledge relevant to the dissertation project. The CCLR is not a proposal designed to answer a specific
research question, but should be guided by the student’s intended dissertation research focus. There
are four objectives within the CCLR in that students will: (1) develop expertise in relevant literature as
expressed by the ability to document the breadth of the field, (2) identify and evaluate important papers
in the field, (3) synthesize and identify specific needs within the relevant domains of knowledge, and (4)
identify significant research questions arising from the analysis of the literature. In short, the CCLR
should address the question “what does the literature say about the state of knowledge in this research
field (or fields), and are these legitimate claims?”
Students can begin working on the CCLR at any time; however, the CCLR cannot be presented at
MISE until the professional core courses have been completed with an average GPA no less than 3.5,
four research tools courses completed, and all ERR components completed (some flexibility regarding
the conference presentation of the ERR will be allowed). The CCLR may build from the student’s prior
work in the SCI 6170-6171 course sequence and/or on the ERR project, or may be an entirely different
project. In either case, it must be directly related to the intended dissertation research.
To begin work on a CCLR requires that the student have an officially approved research committee
in place. This committee of three will include a major advisor along with a second MISE faculty member
and an outside member (see section 3, above). Students will work closely with their committee to set
the format of the CCLR, including what general topics should be covered and how they should be
arranged. It is expected that the student will work most closely with his or her major advisor, however,
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the full committee should stay informed of the general progress of the CCLR and provide input on the
conceptualization, format, design, and literature selection. It will be the responsibility of the committee
as a whole to work together in an effective manner to ensure that the student understands their
responsibilities in writing the CCLR.
The CCLR consists of two products: a written document and a public presentation.
A. The CCLR Document. The guidelines for this document are purposefully broad. The student
should demonstrate by the end of the document that they are able to meet the four objectives
stated above:
• The term “comprehensive” in the CCLR addresses objective (1). Within the CCLR, the
student should document the breadth of literature, both historical and current, within
specific research fields that are pertinent to the intended dissertation research project.
Note that a clear and coherent rationale for the identification of the relevant research
fields, as well as for the inclusion and exclusion of specific literature, is to be provided.
• The term “critical” in the CCLR addresses objective (2). A selection of important
(“critical”) papers from the relevant literature fields should be critically analyzed. These
should include seminal works in the research field, as well as papers that are
immediately relevant to the student’s intended dissertation topic. Note that “critical”
does not merely mean that the student should find fault with these papers - strengths,
weaknesses, and contributions of this research should be examined.
• The term “critical” also related to objective (3). To address this objective, the student
should effectively integrate the literature that she or he has reviewed, identify the
major findings associated with the research fields explored, and evaluate the status of
work within these fields. This synthesis should lead to the identification of demonstrable
needs in the field, which may be an absence of literature, flawed or incomplete methods
used, inconsistent or weak claims within the field, or even incomplete or inconsistent
theoretical frameworks within the field. All of these issues should be considered as the
student evaluates the status of knowledge within the identified research fields.
• This synthesis of the state of knowledge in the relevant research domains lead to
objective (4). Here the student should recommend potential future directions of
research and identify significant potential research questions that arise from the
analysis of literature. One or more of these research questions should be directly related
to the intended dissertation project.
It is important to note that not all faculty will ask students to format their CCLR in exactly
the same way. Students should understand that these differences reflect differences in the
science education community as a whole. The faculty are committed to working together and
respecting differences in approach, while upholding the high standards they have set for
students.
There is a rubric to consider when preparing the CCLR (see Appendix VI). It outlines the
expectations the faculty have of the students. The rubric is meant for formative purposes only
and will NOT be used to score a student’s CCLR, because of the difficulty in setting a fair
quantitative measure of passing. Furthermore, the rubric categories should not be thought of as
headings or chapters for the CCLR. If students are unsure of what any of the categories or
criterion mean, they should consult their major advisor for clarification.
The final CCLR document should be submitted to the student’s committee for review. The
student will continue to work on the CCLR until the committee is satisfied with the written
document. If a student feels that his or her progress on the CCLR is being hindered by the
committee, he or she may appeal to the MISE Director.
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B. The CCLR Presentation. Once the student’s committee has approved the written document, the
student my schedule his/her CCLR presentation. A 1.5 hour block should be scheduled to
accommodate the 40 minute presentation and 45-50 minutes of faculty and student questions.
Students should submit a 5-8 page (not including references) executive summary of their CCLR
to their committee chair at least two weeks prior to the presentation date, and schedule the
presentation with the MISE office at least 14 days prior to the presentation date.
The presentation should demonstrate the student’s ability to both critically review and
synthesize the literature contained within the CCLR. The presentation has multiple purposes: (a)
for students to gain practice in scholarly presentations, (b) for faculty and other students to
become informed about student work, and (c) for faculty and students to provide critical
feedback intended to shape and improve the project. It will not be possible for the student to
present the full scope of the CCLR document in the time allotted, therefore, the student should
work closely with his/her committee to determine the best structure for the presentation and
the most appropriate literature to highlight.
At the conclusion of the CCLR presentation, the MISE faculty will remain in a closed session
with the CCLR committee members (excluding the student presenting). Faculty at this point may
share any concerns about the student’s presentation and intended work. This faculty feedback
may necessitate additional revision to the CCLR document. However, the final decision as to
when a student’s work passes the CCLR is at the discretion of the committee.
7. Dissertation Proposal
Once the CCLR is passed, the Graduate College document on dissertation committee formation is to
be filed. It is expected that the student and committee chair will keep in regular communication with the
full committee about student progress. If a student feels that his or her progress on the dissertation
proposal is being hindered by the committee, he or she may appeal to the MISE Director.
The dissertation proposal is a research proposal and should at minimum contain the following
elements: abstract, context and problem statement, theoretical framework, research goals and/or
questions, literature review, and methods. The exact structure of the document is at the discretion of
the committee. It is possible for the student to draw from their prior 6170-6171 coursework, ERR, and
the CCLR for the dissertation proposal. The CCLR, however, may need modification to fit the research
goals and/or questions; thus additional literature may need to be included or tangential research
eliminated to align this document with the research objectives. Second, the dissertation proposal will
describe a research project that is more substantial than in the 6170 proposal (and the ERR), as well as
one that is originally designed by the student, rather than designed co-constructively with faculty.
The written dissertation proposal should be submitted to the student’s committee for review. The
student will continue to work on the proposal until the committee is satisfied with the written
document. Once the student’s committee has approved the written proposal, the student may schedule
his/her proposal defense. A 1.5 hour block should be scheduled to accommodate the 40 minute
presentation and 45-50 minutes of faculty and student questions. Students should submit a 5-8 page
(not including references) executive summary of their dissertation proposal to their committee chair,
and schedule the presentation with the MISE office at least 14 days prior to the presentation date.
As with the CCLR, the dissertation defense serves to both inform MISE faculty and other students
about a student’s research, and provides an opportunity for critical feedback that can improve the
intended project. At the conclusion of the defense presentation, the MISE faculty will remain in a closed
session with the dissertation committee members (excluding the student presenting). Faculty at this
point may share any concerns about the student’s presentation and intended work. At this point,
students may be asked to revise or re-conceptualize the written document to take into account any
questions or concerns raised in the oral defense. Faculty input will be considered, but the final decision
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as to accepting the dissertation proposal is at the discretion of the committee. Once the final proposal
has been approved by the committee, the student is able to complete the dissertation research and
move onto their dissertation defense.
8. Dissertation Defense
The final dissertation describes the full extent of the student’s research and is expected to include
the following elements: abstract, context and problem statement, theoretical framework, research goals
and/or questions, literature review, methods, results, discussion, limitations of the study, implications
for future work, and conclusions. The exact organization of the dissertation is at the discretion of the
student’s committee. The student is encouraged to make use of the dissertation proposal in writing
some of the final dissertation, however, it is quite likely that revisions will be required as the research
takes shape and conclusions emerge.
It is the shared responsibility of the student and the committee chair to keep all committee
members informed of research progress as the student works on his/her dissertation. This regular
communication will ensure that the committee has a shared vision of the project and can give the
student consistent and timely feedback. Students should expect there to be multiple revisions to the
written document until the committee is fully satisfied.
Once the student’s committee has approved the written document, the student may schedule
his/her dissertation defense. A 1.5 hour block should be scheduled to accommodate the 40 minute
presentation and 45-50 minutes of faculty and student questions. Students should submit an 8-10 page
(not including references) executive summary of their dissertation to their committee chair, and
schedule the presentation with the MISE office at least 2 weeks prior to the presentation date.
The presentation is an oral defense of the dissertation research. As with the CCLR and the
dissertation proposal, it serves to inform other faculty and students about the student’s research and as
a final opportunity to gather feedback that can refine the work. As such, a student may be asked to
make revisions to the written document based on feedback received at the defense. Faculty input may
be solicited, but the final decision to approve the dissertation lies solely with the committee. Once the
written dissertation is approved by the committee, it may be submitted to the Graduate College.
To be clear the goals and mode of evaluation for each of the major requirements are outlined in
Section 9 (Table). If students have any questions, they are encouraged to first look at the supplemental
documents provided in the handout and then speak with their advisor. If faculty have any questions,
they should raise these at a faculty meeting or via email, so that students receive consistent and
accurate messages from all faculty.
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9. Table Summarizing Major Requirements of the MISE Ph.D. Program
Major
Requirement
Core Coursework

Sub-Requirement(s)

Goal(s)

Evaluation

SCI 6140
SCI 6150
SCI 6160

•

Grade given in each
course by course
instructor. Students
must have BA (3.5) or
higher grade point
average across all
courses.
Grade given by SCI
6170 Instructor (First
Semester)

•

SCI 6170

MOU

•
•

Research Proposal

•
•

SCI 6171

Early Research

•

Early Research
Requirement (ERR)

MISE Presentation

•

Outside Presentation

•

MISE Paper

•

•

Provide students with
foundational knowledge
of science education
Evaluate student
readiness to complete the
PhD program
Provide students with an
appropriate guide for
reasonable research goals
Set a contract to outline
responsibilities of both
students and faculty in
completing the stated
research goals
Provide students the
opportunity to develop
their ERR project*
Provide students practice
in writing a research grant
proposal
Carry out research project
in alignment with the
MOU
Give students formative
feedback on their ERR
project before presenting
at a conference.
Give students experience
presenting at a
professional conference
Provide students with
formative feedback
intended to improve their
work
Ensure students have
appropriately written up
their ERR before
submitting to a peerreviewed journal
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Grade given by SCI
6170 Instructor (First
Semester)

Grade given by SCI
6171 Instructor
(Second Semester)
N/A (Presentation
counts as Pass)

N/A (Presentation
counts as Pass)
“Pass” or “Revise &
Resubmit” awarded by
committee made up of
the MISE editor
(current SCI 6170
instructor) and two
MISE faculty reviewers.
Second “No Pass”
triggers faculty review
of student’s record and
possible dismissal from
the program.
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Journal Submission

•
•

Comprehensive
Critical Literature
Review (CCLR)

Written document

•

•

Oral presentation

•

•

Dissertation
Proposal

Written proposal

•
•

Oral defense

•
•

Dissertation
Defense

Written dissertation

•
•

Oral defense

•

Give students experience
submitting to peerreviewed journals
Give students an
opportunity to get a
publication
Students learn to focus
their dissertation research
ideas to formulate sound
projects
Demonstrates student’s
ability to effectively
integrate and critically
analyze literature into one
document
Demonstrates student’s
ability to orally present
the synthesized and
analyzed literature
Provides opportunity for
feedback to improve the
student’s work
Write a proposal for the
dissertation research
Demonstrates student’s
capacity to independently
design a research study

N/A (Submission
counts as Pass)

Defend proposed
research study to faculty
and students
Provides opportunity for
feedback to improve the
research
Present the research in a
written format
Demonstrates student’s
capacity to design and
carry out independent
research
Defend completed
research study to faculty
and students

Faculty feedback after
presentation
considered in
committee’s review of
the written proposal

Continual revision until
approved by 3-member
CCLR committee.

Faculty feedback after
presentation may be
considered in
committee review of
the written document

Continual revision until
approved by
dissertation
committee, of at least
3 members.

Continual revision until
approved by
dissertation
committee, of at least
3 members.

Committee feedback
after presentation may
be incorporated into
final written
dissertation
*Students who have already completed their ERR may use SCI 6170 to begin preparation of their CCLR
and dissertation proposal.
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10. Appendix I. Feedback for MISE ERR Presentations
Aspect for Evaluation
With suggested questions to guide evaluation
1. Nature and significance of the project
Is the essence / purpose of the project clearly described?
Is the problem that the study addresses clearly outlined?
Is the originality, importance and significance of the study
clearly established?
2. Relevant Literature
Is the study adequately grounded in literature relevant to
the project?
Is the literature cited clearly and critically appraised?
3. Research Goals/Questions
Are the research goals / questions of the study clear and
appropriate?
Are the goals and questions well motivated with reference
to the cited literature?
4. Research Design and Methodology
Is the design of the study appropriate to tackle the
research goals / questions?
Are the methods, procedures, research design and
instruments suitable and aligned with the goals?
5. Research procedures, Data Collection and Analysis
Has the research been conducted appropriately?
Was data collection careful and adequate?
Are the data-analysis methods explicit, suitable and well
motivated?
Are all concepts, constructs and methods involved clearly
explained?
6. Results, Interpretation, and Discussion of Findings
Are the data analyzed correctly and interpreted
appropriately?
Are the research results clear and well presented?
Are findings and insights well argued and discussed?
Are suitable examples and/or data extracts provided?
Are the conclusions and/or implications appropriate and
related to the research goals?
Are implications for instruction, limitations, and future
work discussed?

Rating
Substance
Excellent
Good
Fair
Poor
Not Applicable
Excellent
Good
Fair
Poor
Not Applicable
Excellent
Good
Fair
Poor
Not Applicable
Excellent
Good
Fair
Poor
Not Applicable
Excellent
Good
Fair
Poor
Not Applicable

Excellent
Good
Fair
Poor
Not Applicable

Style
7. Organization
Is the overall organization of the presentation logical and
coherent?
Is the structure and flow of the talk easy to follow?
Is the talk given at an appropriate level for the topic and
intended audience?
8. Visuals
Are the font sizes adequate for audience viewing?
Does the presentation make good use of color schemes?
Are the graphics uncluttered and clearly labeled?
Are the visuals free of typos and grammatical errors?
9. Speaking
Does the presenter speak clearly?
Does the presenter speak at an appropriate volume for the
room?
Does the speaker avoid verbal tics (“um,” “like,” etc.)?
Is the pace of the presentation appropriate?

Excellent
Good
Fair
Poor
Not Applicable
Excellent
Good
Fair
Poor
Not Applicable
Excellent
Good
Fair
Poor
Not Applicable
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11. Appendix II: Recommended ERR External Research Conferences
American Association for the Advancement of Science National Meetings (AAAS)
American Association of Physics Teachers National Meetings (AAPT)
American Education Research Association National Meetings (AERA)
American Geophysical Union (AGU) National or Regional Meetings
Association for Science Teacher Education National Conferences (ASTE)
Association of American Geographers (AAG) East or West Lakes Division Conferences
Association of American Geographers (AAG) National or Regional Conferences
Biennial Conference on Chemical Education (BCCE)
Earth Educators Rendezvous (EER)
Geographic Education National Conferences
Geological Society of America (GSA) National or Section Meetings
Gordon Research Conference: Chemical Education Research and Practice
International Geoscience Education Organization (IGEO) Conference
International History, Philosophy and Science Teaching Group Meetings (IHPST)
Michigan Academy of Science, Arts and Letters
National Association for Research in Science Teaching National Meetings (NARST)
Physics Education Research Conferences
This list is not exhaustive.
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12. Appendix III. Directions for the Submission of ERR manuscripts for Review by MISE Faculty

Submitting your Early Research Paper for MISE faculty review:
When submitting your early research requirement (ERR) paper for internal review, please
provide a cover letter (email or document attachment) that includes the following:
1. A few sentence overview of the purpose of the study and study design (e.g., purpose,
research design, and main findings).
2. The name of the journal that you are submitting to. If there are any specific journal or
review requirements that you’d like the faculty to know about, feel free to include these.
Also keep in mind that the faculty members reviewing your paper may not be specialists in
your research area, so feel free to also include any specialized terminology that might help
with the review.
3. The name of your mentor and any other coauthors. Use the cover letter to draw attention
to your role on the project, in particular, your role in conceptualizing the research,
performing a critical review, analyzing and interpreting the data you collected, and writing
up the study. Please distinguish between your contributions and those of your mentor
and/or coauthors. You should also indicate the role of anyone who assisted with you on
your project, particularly MISE faculty members. If your project was part of a larger study,
please indicate how your project relates to the goals and purpose of the larger study.
Be sure to include the name of your mentor and any other coauthors in your cover letter only.
(The manuscript should only have your name.) MISE faculty members who assisted you on your
project cannot serve as reviewers of your paper. You and your mentor are free to recommend
specific faculty who would make appropriate reviewers for your paper, or note faculty
members whom you would prefer not to review the paper. These recommendations will be
taken into consideration, but the editor will make the final decision assigning reviewers.
The information you provide serves two purposes: (1) to allow the MISE editor to identify
faculty members who have the appropriate areas of expertise to provide a relevant review, and
(2) to establish the context of the study and audience of the paper for the reviewers, so that
they can provide a review that will improve your paper for external submission.
Your ERR paper and accompanying cover letter should be submitted to the current SCI 6170
instructor. Please allow 4-6 weeks for the review process.
The Review Process:
Two MISE faculty members plus the MISE editor will provide written reviews of your paper.
Anonymity is at the discretion of the individual reviewers. At the conclusion of the review
process, the two reviewers and editor will reach a consensus as to whether your paper has
passed the Early Research Paper Requirement. Both you and your mentor will receive
notification of the final recommendation and copies of the reviews. Two outcomes are possible:
14
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1. A “Pass” indicates that your paper demonstrates a capacity to pursue original research and
write the results in a manner suitable for submission to a peer-reviewed journal. You are
encouraged to consider the reviewer and editor comments in revising your paper for external
submission. No further action with the MISE internal review is required.
2. A “Revise and Resubmit” indicates that your paper does not meet these expectations. You
are allowed to submit a suitably revised version of your paper only once in order to pass the
paper requirement. The resubmitted paper should be accompanied by a cover letter that pointby-point addresses each of the MISE editor and reviewer concerns. You and/or your mentor
may request a meeting with the MISE editor (and reviewers) to further discuss the feedback on
your paper. You are encouraged to work closely with your mentor during this review process,
and must obtain his/her approval prior to the resubmission. The resubmitted paper may be
sent to the same faculty reviewers, or may be sent to one or more new reviewers who will be
asked to check that all of the prior concerns have been addressed.
If you receive a “Revise and Resubmit” on the first attempt, two outcomes are possible on the
second attempt:
1. A “Pass” indicates that the paper has been suitably revised to address the reviewer concerns,
and that it now demonstrates your capacity to pursue and write up original research. No
further action with the MISE internal review is required.
2. A “Not pass” indicates that your paper is insufficiently revised to address the reviewer
concerns. At this point, a full review of your progress in the program will be conducted by the
MISE faculty. Based on this review and on your performance during the ERR process, the MISE
faculty will determine whether you will be allowed to continue in the doctoral program and on
what conditions, or dismissed.
What will happen if your mentor is serving as editor at the time you submit your ERR paper
The procedure is the same, except that when you submit your paper to the current editor, he or
she will direct it to the immediate past editor, who serves as a "back-up" editor. Your mentor
will neither serve as editor nor as a reviewer.
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13. Appendix IV. Rubric for the Review of ERR manuscripts
There are many types of research in science education, as there are in research generally. Thus research may be empirical,
conceptual, theoretical, historical or philosophical, and often a combination. Papers arising from research will reflect this, and
the rubric below provides a reviewing guide that should be interpreted flexibly in this light; not all aspects will apply in all cases.
Aspect for Evaluation
Rating
Comments
With suggested questions to guide evaluation
1. Nature, purpose and significance of the project
Excellent
Is the essence and purpose of the project clearly described along with suitable
Good
background, rationale and context?
Fair
Are the issues that the study addresses clearly outlined?
Poor
Have the authors adequately demonstrated the originality, importance and
Not Applicable
significance of the study?
2. Relevant background and literature
Excellent
Is the background and literature cited clearly related and relevant to the various
Good
aspects of the project, critically appraised, and reasonably
Fair
complete/comprehensive?
Poor
Not Applicable
3. Research goals/questions
Excellent
Are the research goals and/or questions clearly stated and appropriate?
Good
Are the goals and questions well motivated with reference to the relevant
Fair
literature?
Poor
Not Applicable
4. Research design and methodology
Excellent
Are all concepts, constructs and methods clearly articulated and defined?
Good
Is the design of the study appropriate to tackle the research goals? and
Fair
Are the methods, procedures, research methodology and instruments suitable,
Poor
motivated, and aligned with the goals?
Not Applicable
5. Research procedures, data and analyses
Excellent
Has the research been conducted appropriately?
Good
For an empirical study, was data collection careful and adequate using
Fair
appropriate methods and instruments?
Poor
Are the analysis methods explicit, suitable and well-motivated?
Not Applicable
Where applicable, are data analyzed correctly and interpreted appropriately?
6. Results, interpretation, argumentation and discussion of Findings
Are the research results clear and well presented?
Excellent
Are findings and insights well argued and discussed?
Good
Are suitable examples and/or data extracts provided?
Fair
Are the conclusions and/or implications appropriate, and is their relation to the
Poor
research goals clear?
Not Applicable
Are implications for instruction discussed, within sections or separately?
7. Presentation, writing and readability
Does the overall organization of the manuscript make sense, with an internal
logic easy to follow?
Excellent
Is the structure and flow of the manuscript easy to navigate, under appropriate
Good
headings and subheadings?
Fair
Is the manuscript well written and concise without unnecessary repetition or
Poor
redundancy, and free of typos and grammatical errors?
Not Applicable
Is the manuscript written appropriately for the topic and intended audience?
Are the tables and figures adequate, appropriate and well presented?
8. Appendices
Appropriate
Where applicable, are there suitable appendices providing relevant material not
Not
in the main manuscript?
Appropriate
9. Style and formatting
Excellent
Does the manuscript conform to the stylistic guidelines of a proposed journal,
Good
including conventions for heading structure and references?
Fair
Poor
Not Applicable
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14. Appendix V: Recommended ERR Journals
Canadian Journal of Science, Mathematics and Technology Education
CBE Life Sciences Education
Chemistry Education Research and Practice
Cognition & Instruction
Cultural Studies of Science Education
European Journal of Science and Mathematics Education
Higher Education
International Journal of Biology Education
International Journal of Environmental & Science Education
International Journal of Science Education
International Journal of Math and Science Education
International Journal of STEM Education
International Research in Geography and Environmental Education
Journal of Astronomy and Earth Sciences Education
Journal of Biological Education
Journal of Chemical Education
Journal of Curriculum Studies
Journal of Engineering Education
Journal of Geoscience Education
Journal of Geography and Higher Education
Journal of Research in Science Teaching
Journal of Science Education and Technology
Journal of Science Teacher Education
Journal of the Learning Sciences
Physical Review Special Topics - Physics Education Research
Research in Science Education
Research in Science and Technology Education
School Science and Mathematics
Science & Education
Science Education
Science Education International
Studies in Science Education
This list is not exhaustive.
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15. Appendix VI. Rubric for Review of CCLR Documents
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16. Appendix VII. Article Dissertation Policy (an alternative to the traditional dissertation structure)
1. The article dissertation will be comprised of a minimum of three articles. The articles should form
a cohesive body of work that supports a theme or themes that are expressed clearly in the
introduction to the dissertation (Chapter 1).
2. A maximum of one article published or accepted for publication prior to the proposal defense may
be included. This article must represent work undertaken while the student is enrolled in the PhD
program at WMU and be approved by the committee at the time of the student’s proposal defense.
This article must be connected to the theme or themes of the dissertation. If a previously published
article is approved by the committee, the student will be responsible for securing necessary
permissions from the copyright holder and other authors. Students must have their dissertation
committee’s permission to use their ERR paper to fulfill this requirement.
3. It is expected that the articles submitted for the defense are of publishable quality as decided by the
committee. The committee’s judgment on the publishability of the articles shall be the only
judgment that impacts the decision to approve the student’s dissertation.
4. The student will submit at least one article to a science education journal agreed upon by the
committee prior to the dissertation defense. The committee and the student will agree on the
topic of the article and the journal to which the article will be submitted. The article need not be
accepted for publication prior to the student’s graduation, so long as the committee determines
that the article is of publishable quality
5. Articles may have been published before the defense. However; if so, the student must obtain
copyright permission from the publishing journal to include the article in his/her dissertation. Doing
so is required by U.S law. When asking for permission to include the article in the dissertation,
students should notify the journal editor that the dissertation will be made available on-line. All
doctoral dissertations will be made available online in ScholarWorks at WMU and through ProQuest.
Doctoral dissertations written at Western Michigan University are published by ProQuest, where
each dissertation is reviewed for possible infringement of copyright. ProQuest offers guidelines for
common uses that may exceed fair use. Please refer to and see especially beginning on page 5 in:
“Copyright and Your Dissertation or Thesis: Ownership, Fair Use, and Your Rights and
Responsibilities,” by Kenneth D. Crews, J.D., Ph.D., which is used under a CC BY/NC license from the
Copyright Advisory Office at Columbia University, at
http://media2.proquest.com/documents/copyright_dissthesis_ownership.pdf.
If there is any doubt about whether or not the potential use is “fair,” it is best to proceed as if
permission is needed. ProQuest can also provide authors with information regarding:
(a) examples of permitted copying,
(b) blanket licenses held by UMI that cover some commonly used materials,
(c) copyright owners who routinely deny permission requests.
To obtain this information, contact ProQuest’s Copyright Unit at 1-800-521-0600, ext. 77020.
For more information on Copyright Law and Graduate Research by Kenneth D. Crews is a helpful
resource for copyright:
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Crews, Kenneth D. “Copyright and Your Dissertation or Thesis: Ownership, Fair Use, and Your Rights
and Responsibilities.” Columbia University, 2013. Web. 22 Feb. 2016
(Guidelines for the Preparation of Theses, Specialist Projects, and Dissertations, Graduate School;
2016). https://wmich.edu/sites/default/files/attachments/u67/2016/2016-Guidelines.pdf
Students must secure all copyright permissions before finalizing the dissertation. Some journals
might have copyright peculiarities that make it not worth the trouble to include that specific article in
the dissertation. All of these issues should be considered early on in the process and be discussed in
the proposal. The student should make sure that this entire process is compliant with WMU
dissertation format guidelines.
6. At least two of the articles should be based on data that are generated and analyzed by the
student. If one of the articles is conceptual in nature, or based on a synthesis of the literature, it must
be connected to the theme or themes of the dissertation without overlapping heavily with the
contents of other articles. A certain amount of overlap between articles is acceptable, but whether
the extent of any overlap is excessive will be determined by the student’s dissertation committee.
Redundancy can be carefully reduced by citing one’s own work. However, self-plagiarism - reusing
one’s own previously written work or data in a ‘new’ written product without letting the reader know
that this material has appeared elsewhere - is prohibited.
7. The student must be the first author on all articles. As first author, the students is responsible for
development and articulation of a concept or idea for research, development of a proposal to pursue
this idea, development of a research design, conducting research and analysis, writing major portions
of a manuscript, designing an intervention or assessment (if relevant), and interpreting results. Coauthors (such as committee members, other faculty, other students, or collaborators outside of
WMU) must be identified at the student’s proposal defense. The role of each co-author must be
presented and approved by all members of the dissertation committee for each dissertation article,
and any changes in co-authorship must be approved by the student’s committee.
8. If journal reviewers suggest revisions to any of the submitted manuscripts prior to the dissertation
defense, your plan for addressing those suggested revisions should be shared with your
dissertation committee members and approved by all of them before you enact the changes.
Changes can be made to any of the manuscripts provided that the dissertation committee members
are aware of and agree to the changes being made and their rationale. Students may opt to defer
changes requested by a journal to which they have submitted an article until their dissertation has
been successfully defended.
9. The article dissertation must include an abstract that synthesizes the articles, as well as an
introduction (Chapter 1) and a conclusion (Chapter 5, assuming three articles are presented in
Chapters 2-4 respectively). It may also be desirable to have a separate literature review chapter,
which would then be Chapter 2.
10. The introduction should function as the cord that weaves the various manuscripts together and
describes, for the reader, their ‘collective meaning’ and ‘combined contribution’ to the field. It should
include:
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a. A definition or statement of the problem
b. The importance of the problem, i.e., why it is worth researching, why it matters to the field of
science education.
c. The theoretical or conceptual framework(s) supporting the research.
d. An overview of the important literature that shows the main field or fields reviewed, an overview
of the literature reviewed in the CCLR, and a synthesis of each area to identify knowledge gaps.
e. The research questions addressed by the student’s investigations.
f. The methodology used to answer those questions.
11. The conclusion will briefly summarize the major findings, limitations, discussion, and
recommendations. The author will also present and discuss linkages (i.e., similarities and differences)
between the separate manuscripts that are included in the dissertation, striving as much as possible
to present the document as representative of a coherent body of work. The conclusion chapter ‘ties’
everything together and helps the reader see how the various manuscripts, taken together, make a
contribution to the knowledge base regarding the problem. The conclusion chapter should also
present/discuss research imperatives, or knowledge gaps, not visible when each manuscript is
considered individually and should articulate an agenda for future research on the issues addressed
in the dissertation.
12. The dissertation proposal for an article dissertation must include:
a. The introductory chapter as described in item 11 (above).
b. Copies of any completed articles including the name of the journal and date of submission (or
planned submission), and an indication of the status (in preparation, in review, in press, or
published)
c. A written plan for any of any articles in progress, including proposed journals to which they will
be submitted
d. A timeline for completion of the work.
The defense of the article dissertation proposal is expected to parallel the proposal defense for a
traditional dissertation. The article dissertation alters the format, but not the content, expected in
the dissertation research. The student is still expected to present the proposal at a public defense,
and to submit a 5-8 page (not including references) executive summary of their proposal as with a
traditional proposal defense per the MISE handbook.
13. The final copy of the article dissertation should be formatted and bound consistent with WMU
dissertation guidelines. This includes making all text, headings, page numbers, table titles, and figure
captions the same font throughout all papers included in the dissertation. Simply inserting an existing
PDF of a previously published paper is not acceptable.
14. As with any other dissertation, students should be in regular communication with all committee
members to inform everyone of research progress and to obtain timely feedback.
15. Exceptions to any of these requirements may be granted by a majority vote of the MISE faculty and
Director.
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MISE SPARs
MISE graduate students must submit online an up-to-date MISE SPAR (Student
Professional Activities Report) each year by November 30.
You can download a fresh SPAR copy (if needed) from the MISE website student page
http://www.wmich.edu/science/students.html. Then you can type or cut/paste into this
protected Word document, and as time goes by, just keep adding to your saved copy.
Here are links to the tutorials mentioned on the SPAR form (the first four are mandatory):
1) HSIRB Training- http://www.wmich.edu/research/hsirb.html
2) APA Tutorial- http://flash1r.apa.org/apastyle/basics/index.htm
3) Plagiarism Tutorialhttp://library.camden.rutgers.edu/EducationalModule/Plagiarism/
4) WMU's Preventing Sexual Harassment Tutorialhttp://training.newmedialearning.com/psh/wmichu/index.htm
5) "Right to Know" WMU training available to those working in labs with any
potential hazards- http://www.esem.wmich.edu/hazcom.htm
When your MISE SPAR document is ready (updated through October 31, due by
November 30), it should be uploaded to your personal iWebfolio account (the online
portfolio that WMU provides for storing/sharing files).
iWebfolio
If you do not yet have an iWebfolio account (or if you cannot recall your "username"
and "password"), please obtain your information by emailing Karen Stokes Chapo
at: "Karen Stokes Chapo" <karen.stokeschapo@wmich.edu>
For a new account, Karen will need your name, email address, and WIN (Western
Identification Number). You could simply add that information at the top of a copy of
the SPARs email you will receive in early November, and forward it to her email
address. Then she'll know that you are one of our authorized doctoral graduate
students here at the Mallinson Institute.
(NOTE: iWebfolio accounts typically expire after one year, so it might be wise to ask if
your renewal can start in November. That way, your account shouldn’t expire in the
following couple of months, before faculty are able to access and review your SPAR
portfolio and document(s).)
When you're ready to upload/submit your SPAR Word document, go to
www.iwebfolio.com and "Log In" (with username and password).
***If you already have a MISE SPAR Portfolio, you can generally "open" it from the
"Home" tab (at upper left corner of page)... and you can always access it from the

"Portfolios" tab (just click on it in the Portfolio Name list, or Open from the right side of its
row).
(NOTE: if you ever [upon opening your portfolio] see a note at the top of the screen
asking if you will accept changes... click on yes)
Beginning in 2014, you should create and maintain a single MISE SPAR portfolio as
follows: Click on the "Portfolios" tab, then click on Create New Portfolio
Folders are shown on the left side... click on College of Arts & Sciences then Select the
"MISE SPAR" template. Next you'll see a list of the people who have permission to view
your portfolio (do not remove anyone). Click on "Next" and you'll have the option of
typing a description of your portfolio. Click on "Save" to create your MISE SPAR
portfolio.
Once created, you can access this portfolio at any time from the opening screen of
iWebfolio as described above.*** But for now, you should be ready to edit this portfolio
as follows...
At the upper left inside your portfolio you will see a list of seven categories...
My Portfolio
MISE SPAR Document
Presentation
Publications
Course Work
MISE Presentation Approval Forms
ICES - Instructor and Course Evaluation System
The My Portfolio category will open first; it's a place for the due date and your
name. But to edit, you'll need to go into edit mode...
Find the (moveable) row/dock of circular buttons in the lower left corner, and click on
the blue "Edit Mode" button.
You can then type/edit your "Due Date of Annual
Report" and "Student Name" in the appropriate boxes.
(NOTE: to exit "Edit Mode" just click on green magnifying glass "View Mode" button

)

While in "Edit Mode" you'll also see a menu list at the upper right. You will want to click
on "Files" and then click on the green plus sign
to "Add File(s)." "Browse" your
computer and upload your new/updated "MISE SPAR" Word document (please put the
year somewhere in your filename, e.g., 2014-BA-SPAR.doc). Click on "Save File(s)"...
then you should then be able to see it in your expanded list of "Files."
(NOTE: the blue funnel icon will let you decide which of your saved files are visible in
your list, but this private file storage is much like your Webmail Briefcase... none of those
files will be inside of your shared MISE SPAR portfolio until you put them there!)

The next step is simple but important. Drag your "MISE SPAR" Word document from the
list of files (on the right) into the "MISE SPAR Document" category (on the left!). You
should immediately be able to see the Filename (or Display Name) of your Word
document listed within/below that second category of your SPAR portfolio (on the left
side of your screen). Instructions for "dragging" are on each page of your portfolio that
accepts files.
You do not need to remove previous MISE SPAR Word documents from that second
category on the left side of the screen (especially if the year is included in the
filename). You may keep a whole series of yearly SPAR documents in this category
(they will probably have Feedback associated with them). However, whenever you do
need to remove or replace a document or file from a category on the left, simply click
on the white/red X that appears when your cursor hovers over the filename. You can
then drag any newly selected file into the appropriate category (same as described in
red above and also on the portfolio pages).
Before leaving "Edit Mode" it is important to save any changes you make to your
portfolio by clicking on the middle "Save" button.
Once any/all changes have been
saved, this button will be gray.
Gray is good.
_____________________________
Three other categories in your SPAR portfolio ("Presentations," "Publications," and
"Course Work") allow you the option of attaching copies or scans of your work (in the
same manner as described in red above).
There is also a category where you should save scanned copies of any "MISE
Presentation Approval Forms," which are accessible from the MISE website student
page (http://www.wmich.edu/science/students.html).
The seventh category is for those who have worked as a WMU Teaching Assistant
(TA/instructor). Please upload and attach your teaching evaluations HTML files in the
category called "ICES - Instructor and Course Evaluation System."
_____________________________
It’s not as complicated as it sounds... so fear not, you'll easily make sense of it while
messing about within.

SPAR

through 10/31/2016 – due 11/30/2016

Student Professional Activities Report – Mallinson Institute for Science Education
(Completion of this cumulative report is required for continuation in the graduate program)

Student Information
Name:
Date Enrolled in Program:
Date of Master’s Degree Completion:
(or expected date of completion)

GPA – Overall, Cumulative:
GPA – MISE Professional Core Courses:
(Final professional core GPA must be 3.5 or higher)

MISE Core Course

Credits

Grade

SCI 6140
SCI 6150
SCI 6160
SCI 6180 or SCI 6260
SCI 6200 (1 credit 3 times)

3
3
3
3
0/3

P/F

Training

Date Completed
Semester/Year

Date Completed
Semester/Year

HSIRB Tutorial (register for organization Western Michigan University)
https://www.citiprogram.org/index.cfm?pageID=154&icat=0&ac=0

Responsible Conduct of Research course (RCR)
(WMU – available Fall 2016 to new grad students on Elearning)

APA Tutorial

http://flash1r.apa.org/apastyle/basics/index.htm

Plagiarism Tutorial

http://library.camden.rutgers.edu/EducationalModule/Plagiarism/

WMU Training: Title IX – Unlawful Harassment
Prevention (third module) https://wmich.edu/hr/awareness
Right to Know
(WMU – only if required by science dept.)

List/add conferences, meetings, seminars, and workshops attended, and all
other professional activities since last November 1st (excluding MISE functions)
Provide date, title, and location

List papers, posters, workshops presented
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Provide date, title, co-authors, and location

Papers submitted for publication review
Provide date, title, and journal

Papers accepted for publication
Provide date, title, and journal

Academic progress in science discipline (master’s level)
Provide details (for concurrent enrollments, upload copy of “Permanent Program” to iWebfolio)

Awards and recognitions, including grants
Provide details

MISE Functions
Provide date and description (e.g., potlucks, award luncheons, seminars, presentations/defenses)

Other MISE Course Work
MISE Course

Credits

SCI 6170
SCI 6171
SCI
SCI
SCI

3
3

Grade

Date Completed
Semester/Year

Research Tools
Course

Credits

Grade

Date Completed
Semester/Year

Teaching Requirement
Observation semester:
2

Sem/year
Course
First Teaching semester:
Sem/year
Course
Further Teaching Experience
Summarize the teaching you have done since the first teaching semester (list/describe courses).

Student Reflections on Progress

Early Research Requirement (ERR)
Faculty Mentor:
Research Abstract:

Dates of Research (mm/dd/yyyy)
Present paper at MISE
Title of paper:
Present paper at approved conference
Conference name:
Submit paper to MISE faculty
Paper approval by MISE faculty
Submit paper to approved journal
Journal name:
Comprehensive Critical Literature Review (CCLR) Requirement
Committee Chair:
Committee Member:
Committee Member:
CCLR Title:
3

Dates of CCLR Approvals
Presentation at MISE
Faculty Decision Status (mark with X):
Passed…………………….…
Passed with Conditions….
Not Passed…………….……
Faculty Approval
Dissertation Committee
Date Set:
Committee Chair:
Committee Member:
External Committee Member:
Committee Member:
(4th member optional)

Dissertation Title

Dissertation Proposal
MISE Presentation Date
Committee Approval Date
Dissertation Defense
MISE Presentation Date
Committee Approval Date

4

TO BE COMPLETED BY THE MISE DIRECTOR
Continuation…………………….
Continuation with Cautions…..
Dismissal…………………………..
Comments:
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Graduate Student Reading List

Graduate Students' Reading List (August 2006)

History & Philosophy of Science and Science Education "
Sociology of Scientific Knowledge "
Religion Sr Science "
Issues of Diversity

,

Science Teacher Education
Learning Theory

L-

Research
Curriculum and Instruction
Handbooks
Discipline Specific Readings (Choose one area)
Biology Education

-

Chemistry Education
Earth Science Education
Geography Education
Physics Education

e
Last primed 811 li2006 10:06:00 .&\I
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MISE Faculty List

Graduate Faculty
Bill Cobern
Director, The Mallinson Institute for Science Education
University Distinguished Professor of Biological Sciences & Science Education
B.A., University of California (San Diego)
Ph.D., University of Colorado (Boulder)
3245 Wood Hall
Professor Cobern began his academic career as an undergraduate student in biology and
chemistry at the University of California, San Diego. He later taught high school science
for several years and at the same time completed a Master’s degree program involving
biology, anthropology, and education graduate courses. In 1976, he enrolled in the
science education doctoral program at the University of Colorado, Boulder. There he
worked on secondary and middle school science curricula at BSCS, studied philosophy of
science and research methods. His doctorate degree was awarded with a cognate in
quantitative research methods. Professor Cobern then spent the next four and a half years
at the University of Sokoto, Nigeria, where he developed greater interest in the nonquantitative disciplines of the philosophy and sociology of science. His work at Sokoto
was divided between teaching courses to students from both urban and rural homes and
supervising undergraduate honors research. His personal research focused on the
development of relevant formal education for Fulani pastoralists that would be consistent
with their traditional ways of life. From these experiences grew the conviction that
science educators must understand the fundamental, culturally based beliefs about the
world that students, teachers, and curricula bring to class, and how these beliefs are
supported by culture; because, science education can be successful only to the extent that
science can find a niche in the cognitive and socio cultural milieu of students. Since those
days in Nigeria his research has developed from this conviction. While continuing work
related to culture and religion, Dr. Cobern has in recent years expanded his research by
quantitatively addressing instructional efficacy in science education and science teacher
education. He is also investigating new mixed methods approaches to the study of
cultural issues. Dr. Cobern has held several academic appointments and is currently the
Director for The Mallinson Institute for Science Education in Michigan where he is
conducting both qualitative and quantitative research. Professor Cobern has over 60
professional publications and has served on the boards of major science education
research journals. He has been the PI or co-PI on over $5M in externally funded R&D
grants. He has been a guest lecturer in Australia, Brazil, Egypt, Japan, Lebanon, Malawi,
New Zealand, Norway, Sweden, South Africa, Taiwan, and Turkey. In
2009, he was named a WMU Distinguished Professor. He is a Fellow of the American
Association for the Advancement of Science, a Fellow of the American Scientific
Affiliation, and a Fellow of the American Education Research Association.
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Marcia Fetters
Associate Professor Teaching, Learning & Leadership
B.S., M.A. Ed., and Ph.D. (Michigan State University)
2438 Sangren Hall
Phone; (269) 387-3538
Fax: (269) 387-2882
Marcia Fetters has a dual appointment in the Department of Teaching, Learning &
Leadership and the Mallinson Institute for Science Education. Her primary undergraduate
teaching assignment is secondary science methods. At the graduate level she teaches a
variety of courses for science teacher professional development and growth. Her research
interests focus on the needs of individuals marginalized from the science education
community, with a special focus on individuals with learning disabilities, and science in
informal settings. Related to this interest she has explored, written about, and published
on the use of toys to teach science concepts. See her homepage for additional
information. Check it out! http://homepages.wmich.edu/~mfetters/
Megan Grunert
Assistant Professor of Chemistry
B.S., University of Indianapolis
M.S., Ph.D., Purdue University
Office: 3425 Wood Hall
Phone: (269) 387-2909

Dr. Grunert joined the WMU faculty in 2011, with a joint appointment in the Chemistry
Department and the Mallinson Institute for Science Education. Her research interests
include diversity in chemistry and other sciences, motivational theories, educational
psychology, and curriculum development to foster inclusive education.

Charles Henderson
Associate Professor of Physics
BA Macalester College
M.S., Ph.D. University of Minnesota
Office: 1129 Everett Tower
Phone: (269) 387-4951
Charles Henderson is an Associate Professor in the Physics Department and the
Mallinson Institute for Science Education at Western Michigan University. His current
work is focused on the development of theories and strategies for promoting change in
the teaching of STEM subjects. This includes issues related to the diffusion and adoption
of research-based instructional strategies. Two current projects include ‘Facilitating
Change in Undergraduate STEM’ and ‘Understanding Instructor Practices and
Attitudes Toward the Use of Research-Based Instructional Strategies (RBIS) in
Introductory College Physics’. Both projects are funded by NSF. The goal of the former
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project is to articulate models for promoting changes in STEM instructional practices in
higher education. The latter seeks to understand the level of knowledge about, attitudes
towards and use of RBIS by introductory physics instructors. Dr. Henderson is the editor
of Physics Education Research Section of the American Journal of Physics and
former chair of the American Association of Physics Teachers (AAPT) Committee on
Research in Physics Education. He has been awarded a Fulbright Scholar grant to
conduct research and work with graduate students at the University of Jyväskylä in
Jyväskylä, Finland from January to June, 2010. His primary work will be with the
University of Jyväskylä Institute for Educational Research. Dr. Henderson earned his
Ph.D. in Physics Education Research from the University of Minnesota, Twin Cities
Campus.
Mark Jenness
Director, The Science and Mathematics Program Improvement Center (SAMPI)
Ed.D., M.A., Western Michigan University;
B.S., Nazareth College
The primary goal for SAMPI is education improvement by helping K-12 schools,
institutions of higher education, non-profit organizations, and other educational entities
improve their educational programming. With an emphasis on science, mathematics,
technology, and general school reform, SAMPI employs a variety of strategies to assist
clients with their improvement efforts, including evaluation, research, professional
development, materials development, and consultation.
Heather Petcovic
Assistant Professor Geological Sciences
PhD, Oregon State University
Heather Petcovic has a joint appointment in the Geosciences Department and the
Mallinson Institute for Science Education. Her geology research has focused on a
combined field, analytical, and numerical modeling approach to understand how dikes
fed lava flows of the Columbia River flood basalts, which include the Earth’s largest lava
flows. She also has classroom experience as a NSF Teaching Fellow, and experience in
informal science education and outreach. Her science education research interests include
the role of field experience in geoscience education, and alternative conceptions in earth
sciences, particularly those involving earth materials, volcanoes, and plate tectonics. She
is also interested in the role of informal education programs in promoting scientific
literacy in the general public, enhancing formal K-12 learning, and encouraging
underrepresented students to pursue careers in the sciences.
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David Rudge
Associate Professor of Biological Sciences
B.S., Duke University
M.S., M.A., Ph.D. University of Pittsburgh
3134 Wood Hall; (269) 387-2779
Dave Rudge researches how the history and philosophy of science (particularly
evolutionary biology) can be used to inform the teaching of science. After completing his
doctoral degree in the University of Pittsburgh’s Department of History and Philosophy
of Science, he taught at both Texas A&M University and Iowa State University. Dr.
Rudge is a published scientist and philosopher, and is coeditor, with Elmer D. Klemke
and Robert Holligern, of Klemke, E.D., Hollinger, R. and Rudge, D.W. (eds.) (1998)
Introductory Readings in the Philosophy of Science.(3rd.ed.) Buffalo, NY: Prometheus
Books. He is currently writing a book on H.B.D. Kettlewell’s famous experiments on
industrial melanism, with special attention to how the episode has been portrayed in
science textbooks. His web page is located [http://homepages.wmich.edu/~rudged/].

David Schuster
Assistant Professor of Physics
B.Sc.(Honns.) University of the Witwatersrand
M.Sc., Ph.D. University of Wisconsin, Madison
Research and teaching interest in physics education include: cognition, conceptual
understanding, problem-solving, assessment, epistemology, educational design and
curriculum development.

Brandy A. Skjold
Faculty Specialist II
B.S., M.S., Northern Michigan University
Ph.D., Western Michigan University
3140 Wood Hall
(269) 387-3336
Research interests focus on the teaching of science at the college level and the process
learners go through as they learn to become scientists. She is interested in the explicit
teaching of Nature of Science.
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Joseph P. Stoltman
Distinguished Professor of Geography and Science Education
B.A., Central Washington State
M.S., University of Chicago
Ph.D., University of Georgia
Phone; (269) 387-3407
Fax; (269) 387-3442
Joseph P. Stoltman has been a faculty member since 1971 in the Department of
Geography, Physical Sciences Division, College of Arts and Sciences. His research has
focused on the teaching and learning of geography, global change education, and the
spatial analysis of educational reform in Michigan. He is a member of AAAS, NSTA,
NCGE, AAG, SSEC, and MCSS, each a professional society devoted to improving
scientific knowledge and teaching in the earth and social sciences. He serves as cocoordinator of the Michigan Geographic Alliance, which has as its objective the
enhancement of geographic literacy in Michigan among students and young adults.
Dr. Mary Anne Sydlik
Adjunct Assistant Professor and Senior Researcher
Mallinson Institute for Science Education
Co-Director of Science and Mathematics Program Improvement (SAMPI)
B.A., Clarion State College
M.A., Western Michigan University
Ph.D., Syracuse University
Office: 3231 Wood Hall
Phone: (269) 387-3791
http://www.wmich.edu/sampi/
Dr. Sydlik is an Adjunct Assistant Professor and Senior Researcher in the Mallinson
Institute for Science Education as well as Director of the Science and Math Program
Improvement (SAMPI) Center, an outreach division of the Institute specializing in
evaluation, research, and technical assistance for K-12 schools and higher education
institutions. Mary Anne joined SAMPI in 2009, and is serving as a lead investigator on
national, statewide, and local educational improvement efforts. In addition to evaluation,
her research areas include behavioral ecology and animal behavior; faculty development;
using technology in the classroom; and science and technical writing, especially for the
general audience and for children.
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Adjunct Professor
Dr. Herb Fynewever
Associate Professor of Chemistry at Calvin College
B.S. Calvin College
Ph. D. University of Wisconsin--Madison
Email: <herb.fynewever@calvin.edu>
Dr. Fynewever has adjunct appointments in the Chemistry Department and the Mallinson
Institute for Science Education at WMU. His research interests include how students
learn chemistry. In particular, they investigate how the type and timing of feedback
impacts students' learning. They study how this formative assessment can be incorporated
into homework assignments, peer-to-peer instruction, self/computer instruction,
teacher/student interaction, classroom activities, and even testing.
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Funding Through WMU

The Graduate College
Selection Criteria for Awards from the Graduate Student Research and Travel Funds
In addition to meeting eligibility criteria (regular admission to a graduate degree program, good academic
standing, full-time enrollment during term(s) in which research or travel activity takes places), applicants
for awards from the Graduate Student Research and Travel Fund should keep the following selection
criteria in mind when preparing an application.
Graduate Student Research Fund
Criteria for selection for an award include the following considerations (in no special order):
1. Likelihood that the project will result in a peer-reviewed publication.
2. Significance of the project.
3. Student’s role as sole or principal investigator.
4. Student’s qualifications to conduct the project.
5. Reasonableness of the resources required and funding requested.
Graduate Student Travel Fund
Criteria for selection for an award include the following considerations (in no special order):
1. Extent of the student’s participation (sole [preferred] or principal presenter, first listed author).
2. Selectivity, scope, and reputation of the conference.
3. Level and scope of the presentation (original oral communication, poster, panel presentation, etc.).
4. Significance of the project.
5. Reasonableness of the requested funding amount.

The Graduate College
2/22/2008

Celebration of Research and Creative Activities

Visiting Scholars and Artists Program

VISITING SCHOLARS AND ARTISTS PROGRAM
Established in 1960, the Visiting Scholars and Artists
Program significantly contribute to the intellectual life of
Western Michigan University. This program provides
funds for academic units to bring distinguished scholars
and artists to campus. These visitors meet with faculty
and students in their fields and address the community at
large. Since the program began, it has supported over 600
visits by scholars and artists representing more than 60
academic disciplines. Following are biographical sketches
of the scholars and artists participating in the 2011-2012
Visiting Scholars and Artists Program. Dates are subject
to change. For information about specific topics, detailed
schedules for each scholar or artist, and specific times and
locations of events, please contact the sponsoring
departments.

VISITING SCHOLARS AND ARTISTS PROGRAM
COMMITTEE
Dr. Error! Reference source not found., Chair
Mr. Igor Fedotov
Dr. Sisay Asefa
Dr. Joan Herrington
Ms. Wendy Kershner
Dr. Pavel Ikonomov
Ms. Vonceal Phillips

NEIL WHITEHEAD
Co-sponsors: English, Anthropology,
Haenicke Institute and Africana Studies
Dr. Neil Whitehead (BA, in Psychology and Philosophy,
Oxford University; MA, Social Anthropology, Oxford
University; Ph.D., Social Anthropology, Oxford
University) is Professor and Chair of Anthropology at the
University of Wisconsin-Madison. He was the Chief
Editor for the journal Ethnohistory. Dr. Neil Whitehead is
one of the world's leading authorities on the history of
violence and sexuality. His published research has
investigated the relationships between colonialism,
violence, and sexuality. Dr. Whitehead will deliver a
public lecture on the influences of Classical and
Enlightenment ideas on the foundation of truth in modern
sciences and the pragmatic convergence between

ethnography and torture in recent global attempts to
weaponize culture.
DATES: October 2011
HOST: Mustafa Mirzeler
KENT G. LIGHTFOOT
Co-Sponsors: Anthropology, Foreign Languages, and
History
Dr. Kent G. Lightfoot is Professor of Anthropology at the
University of California, Berkeley. He received his B.A. in
Anthropology from Stanford University and his M.A. and
Ph.D. in Anthropology from Arizona State University. He
has conducted archaeological and ethnohistorical research
throughout North America and is a well-recognized
expert on Russian colonialism in the Pacific Northwest.
He has directed investigations of Native Californian,
Native Alaskan, and Russian sites around historic Ross
Colony for over two decades. This work has resulted in
numerous grants, honors, and over 100 publications. He
is the recipient of the 2007 Society for Historical
Archaeology James Deetz Award for his book, "Indians,
Missionaries, and Merchants: The Legacy of Colonial
Encounters on the California Frontiers" (University of
California Press, 2005).
DATES: October 17-19, 2011
HOST: Michael Nassaney
SONDRA SHAW-HARDY
Co-sponsors: Public Affairs and Administration and
Gender and Women’s Studies
Known as a philanthropist, founder of women's giving
organizations, county commissioner, appointee of several
foundation boards, Ms. Shaw-Hardy is also an author of
six books and numerous newsletters. Ms. Shaw-Hardy
visualized the importance of women's philanthropy
nearly 20 years ago in chairing the first national meeting
on the subject, Women and Philanthropy: A National
Agenda, in 1993 at the Johnson Foundation. Currently,
she is a columnist to Citicorp's Women & Co website and
an associate of Inspired Legacies. Her 2010 book coauthored with Martha A. Taylor titled "Women &
Philanthropy: Boldly Shaping a Better World” is based on
extensive interviews, and serves as the focus of her WMU
presentations on nonprofit organizations' gender sensitive
fundraising, women as leaders and donors, and working
with women of wealth.
DATES: October 27-28, 2011
HOST: Barbara Liggett

ANNE FAUSTO-STERLING
Co-sponsors: Anthropology, Gender and Women’s
Studies, and College of Arts and Sciences
Anne Fausto-Sterling is Professor of Biology and Gender
Studies in the Department of Molecular and Cell Biology
and Biochemistry at Brown University. She is Chair of the
Faculty Committee on Science and Technology Studies. A
Fellow of the American Association for the Advancement
of Science, author of the award winning book Sexing the
Body and author of scientific publications in
developmental genetics and developmental ecology,
Professor Fausto-Sterling has achieved recognition for
works that challenge entrenched scientific beliefs while
engaging with the general public. Her work in progress
applies dynamic systems theory to the study of human
development to understand how cultural difference
becomes bodily difference through case studies examining
sex differences in bone development and the emergence
of gender differences in behavior in early childhood.
DATES: November 3-4, 2011
HOST: Bilinda Straight
TRACY CHRISTENSEN
Co-sponsors: Theatre, Dance, Family and Consumer
Sciences
Tracy Christensen’s Costume Design credits include
Souvenir produced at the Lyceum Theater on Broadway.
She has also been an Associate Costume Designer for the
Broadway productions of Shrek, A Little Night Music,
The Little Mermaid, 12 Angry Men, Fiddler on the Roof,
Wonderful Town, and Dance of the Vampires. Ms.
Christensen has also been the Associate Costume
Designer on Beauty and the Beast throughout the world in
12 cities including Melbourne, Vienna, Tokyo, Mexico
City, London, Buenos Aires and Seoul. She has also
designed extensively Off-Broadway and regionally at
such theatres as the Kennedy Center, Hangar Theater, and
The Long Wharf Theater. Ms. Christensen is currently a
lecturer at SUNY Purchase. She has been a guest lecturer
at SMU and Rutgers University.
DATES: November 3-6, 2011; January 23-28, 2012;
March 4-15, 2012
HOST: Kathryn Wagner
RONALD MALLON
Co-sponsors: Philosophy, Ethics Center, and GSAC
Ron Mallon is an Associate Professor of Philosophy at the
University of Utah. His research is in social philosophy,
philosophy of cognitive psychology, and moral

psychology. He has authored or co-authored papers in
Cognition, Ethics, Journal of Political Philosophy, Midwest
Studies in Philosophy, Mind and Language, Nous, Philosophy
and Phenomenological Research, Philosophy of Science, Social
Neuroscience, Social Philosophy, and Social Theory and
Practice. He has co-directed at NEH Summer Institute in
Salt Lake City, Utah, been a chair of the Society for
Philosophy and Psychology Meeting, and he has been the
recipient of a Charlotte W. Newcombe Doctoral
Dissertation Fellowship, a Laurence S. Rockefeller Visiting
Fellowship at the Princeton’s University Center for
Human Values, and an American Council of Learned
Societies Fellowship.
DATE: December 1-4, 2011
HOST: Fritz Allhoff
FRED ANDERSON
Co-sponsors: History and Humanities Center
Fred Anderson is a professor of History at the University
of Colorado. He has held fellowships from the National
Endowment for the Humanities, the Guggenheim
Foundation, and the Rockefeller Foundation, and is the
author or editor of five books, including Crucible of War,
which won the 2001 Francis Parkman Prize as best book in
American history. Together with Andrew Cayton, he has
published The Dominion of War: Empire and Liberty in North
America, 1500-2000. His most recent book, The War That
Made America: A Short History of the French and Indian War,
was the companion volume for the PBS television series of
the same title. He and Andrew Cayton are currently
writing Imperial America 1672-1764, a volume in the
Oxford History of the United States.
DATE: January 26-27, 2012
HOST: Sally Hadden
ROGER CHASE
Sponsor: Music
Roger Chase was born in London. His teachers included
Bernard Shore, Steven Staryk and Lionel Tertis. He has
played as a soloist throughout Europe, South Africa, the
USA, Canada, Australia, New Zealand, Japan, the Middle
East, India, China, and Scandinavia. He has been a
member of many ensembles, the Nash, London
Sinfonietta, Esterhazy Baryton Trio, Quartet of London,
Hausmusik, the London Chamber Orchestra, and is
invited to play as guest principal viola with British
orchestras and others in North America and Europe,
including with the Berlin Philharmonic. He has recorded
for EMI, CRD, Hyperion, Cala, Virgin, Floating Earth,
Dutton, Naxos and Centaur. Chase has taught at the

Royal College of Music, the Guildhall School and the
Royal Northern College of Music, Oberlin College, and
Roosevelt University. Music written for him includes
concertos, chamber works and solo pieces.
DATE: February 2012
HOST: Igor Fedotov
CHANDRASEKHAR PUTCHA
Co-sponsors: Industrial and Manufacturing Engineering,
and Civil and Construction Engineering
Dr. Putcha is a professor at California State University,
Fullerton (CSUF) in the Department of Civil Engineering,
where he has held an appointment for the last 30 years.
Dr. Putcha’s expertise is in the areas of Reliability, Risk
Analysis, and Optimization. He has worked as a
consultant for various industrial partners, such as Boeing
and Northrop Grumman, and has applied his work
through various engineering disciplines, including
Industrial Engineering, Civil Engineering, Mechanical
Engineering and Aerospace Engineering. Dr. Putcha has
an extensive research record of more than 120
publications which appear in refereed journals and
conference proceedings. In 2007, Dr. Putcha received the
campus-wide Outstanding Professor Award at CSUF for
an exemplary record of teaching, research, professional
activity and service as a Professor.
DATE: February 13-24, 2012
HOST: Azim Houshyar
MUTSUO TAKAHASHI
Co-sponsors: Foreign Languages, and Soga Japan Center
Mutsuo Takahashi (1937-) is one of the most prominent
contemporary Japanese writers. He is the author of nearly
one hundred books, including three dozen collections of
poetry, a dozen works of fiction, plus scores of books of
essays and criticism. His writing is intensely
philosophical, treating a broad variety of themes,
including the often disastrous relationship between
mankind and nature, the role of sexuality within modern
life, and the role of myth within modernity. He has won
many of Japan’s most important literary prizes, and the
Japanese government has awarded him the Kunsho for
his contributions to Japanese letters. Five books of
English translations of his work are available, Poems of a
Penisist (1975), A Bunch of Keys (1984), Sleeping, Sinning,
Falling (1992), On Two Shores (2006), and We of Zipangu
(2006), and his memoirs about growing up during World
War II are forthcoming from University of Minnesota
Press.

DATE: March 2012
HOST: Jeffrey Angles
JEN BERVIN
Co-sponsors: English, Friends of the Library, Kalamazoo
Book Arts Center, Humanities, Waldo Library and the
Carol Ann Haenicke Women’s Poetry Collection
Poet and visual artist Jen Bervin’s work brings together
text and textile in a practice that encompasses artist books,
poetry, large-scale art works, and archival research. Her
poetry/artist books include The Dickinson Composites
(Granary Books, 2010), The Desert (Granary, 2008), A NonBreaking Space (UDP, 2005, web only), and Nets (UDP,
2004), currently in its fifth printing. She recently finished
a geocentric scale-model of the Mississippi River, 230 feet
long, composed of hand-sewn silver sequins. Bervin’s
work has been shown at the Walker Art Center and the
Wright Exhibition Space, and is in many special
collections including at Yale University, Stanford
University, the Bibliotheque Nationale de France, and the
British Library. Bervin currently teaches at the Vermont
College of Fine Arts and at Harvard University.
DATE: March 2012
HOST: Anthony Ellis
MELANIE DREYER-LUDE
Co-sponsors: Theatre, Foreign Languages, Haenicke
Institute
Melanie Dreyer-Lude is Assistant Professor of Acting and
Directing at Cornell University and the Co-Artistic
Director and founder of the International Culture Lab in
New York City. She is an internationally known
translator of contemporary German drama, an actress and
director with U.S. regional and international credits, and a
leader amongst American theatre artists in creating
international artistic collaborations that seek to create
dialogue across cultures and share the findings with
members of the community not traditionally encouraged
to participate in artistic conversations, such as college and
high school students, the business sector, social
organizations, merchants, and politicians. She has
spearheaded projects with Theater Rampe in Stuttgart,
Germany; Yeditepe University and Garajistanbul in
Turkey; and the Ndere Troupe, the cultural ambassadors
of Uganda.
DATE: March 20-22, 2012
HOST: Lofty Durham

DAOUD AOULAD-SYAD
Co-sponsors: Foreign Languages, Francophone Film
Festival, Haenicke Institute, Africana Studies,
Communication, and Comparative Religion
Moroccan filmmaker Daoud Aoulad-Syad will present his
movie “The Mosque” at the Francophone Film Festival of
Kalamazoo on March 24, 2012. Daoud Aoulad-Syad is
one of the most promising directors of the emerging
Moroccan cinema and won many awards internationally,
both for his previous films and for “The Mosque,” which
received the Best Script Award at the Francophone Film
Festival of Namur, in Belgium. In this film-within-a-film,
Aoulad-Syad reflects on the impact of reality and fiction
upon religious practice. To make a film, a crew had built
sets and a fake mosque. After the film team left, it became
a real place of worship for those who live there. This
created lots of problems for the owner of the land.
DATES: March 21-25, 2012
HOST: Vincent Desroches
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MEMORANDUM

TO:

Deans, Chairs, and Directors

FROM:

Dr. Elke Schoffers, Chair, Visiting Scholars and Artists Program Committee

DATE:

March 16, 2012

SUBJECT:

Application Procedures for the 52nd Visiting Scholars and Artists Program
(VSAP)

The Visiting Scholars and Artists Program committee is seeking applications for the 2012-2013
Program. This memorandum provides information about procedures. Attached are application
materials necessary to apply for an award.
Grant awards are announced during the academic year preceding the visit. Awards for scholars
and artists who will visit between September 2012 and April 2013 will be announced at the
beginning of June 2012. Grants generally do not exceed $1,000. Larger awards will
occasionally be considered for applications involving scholars or artists of unusually broad
appeal (those who will attract students and faculty from a variety of disciplines).
Departments that have not recently been awarded a grant are encouraged to apply. The deadline
for submitting the application to Dr. Elke Schoffers is 5 PM on Thursday, April 19, 2012
(Department of Chemistry, 3425 Wood Hall, MS 5413).
Please follow these guidelines when submitting an application for your department/unit.
A. The scholar or artist to be invited must be contacted prior to submission of the
application, and the applicant must verify this contact by attaching a copy of this
communication.
B. Applications must include the signature of the chair or director of the academic unit.
C. The committee encourages applicants to include scholars and artists who reflect the
diversity of the university community. The committee may give special consideration to
applications with proposed activities that attract students and faculty members from a
variety of disciplines.
(OVER)

-2D.

The committee encourages joint sponsorship of a visitor by two or more
departments/units to attract broad appeal within the university.

E.

Many applications are submitted for the fall semester. The committee suggests that
applicants consider visits during the spring semester when possible.
IMPORTANT: The cover letter should highlight significant accomplishments of the
visitor and assess the impact and appeal of the proposed activities.

F.

The committee regards the program scheduled for the visitor as an important component
of the application. In deciding who will receive the award, the committee will consider
the amount of time planned for the visitor to spend on campus, the number of
presentations, the types of anticipated audiences, and the unique benefits offered to
students, faculty, and the university community.

G.

In order to be considered, applicants must submit a complete and accurate application by
the deadline (5 PM, Thursday, April 19, 2012).

The members of the VSAP Committee look forward to receiving your application.

Visiting Scholars and Artists Program Committee
Dr. Elke Schoffers (Chair)
Dr. Sisay Asefa
Mr. Igor Fedotov
Dr. Joan Herrington
Dr. Pavel Ikonomov
Ms. Vonceal Phillips

Please note that the application procedure has changed and carefully review all instructions.
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Guide for Writing
a
Funding Proposal

i

S. Joseph Levine, Ph.D.
Professor Emeritus
Michigan State University
East Lansing, Michigan USA
(levine@msu.edu)

This Guide for Writing a Funding Proposal was created to help empower
people to be successful in gaining funds for projects that provide worthwhile
social service. A major theme that runs throughout the Guide is a concern for
the development of meaningful cooperative relationships - with funding
agencies, with community organizations, and with the people you are serving as a basis for the development of strong fundable initiatives. The Guide is built
on the assumption that it is through collaboration and participation at all levels
that long term change can be affected.
Each of the headings used in this Guide are suggested as meaningful ways to
organize your own funding proposal and were identified through an
examination of a number of different proposal writing formats. The comments
and suggestions that follow each heading are presented to help you prepare a
strong and fundable proposal.
The complete Guide is available on the worldwide web and consists of not only
the ideas and suggestions in this paper, but also includes examples of actual
funding proposals, suggested published materials, and links to numerous other
proposal writing websites. This paper includes only the Hints section from the
web-based Guide. (To view the complete Guide for Writing a Funding Proposal
please go to: http://learnerassociates.net/proposal/)
Good luck in the preparation of your funding proposal!
Joe Levine

Key Sections of a Funding Proposal
1. Project Title/Cover Page
2. Project Overview
3. Background Information/Statement of the Problem
4. Project Detail
a. Goals and Objectives
b. Clientele
c. Methods
d. Staff/Administration
5. Available Resources
6. Needed Resources
a. Personnel
b. Facilities
c. Equipment/Supplies/Communication
d. Budget
7. Evaluation Plan
8. Appendices

Proposal Writing Hints
1. Project Title/Cover Page
√ Check to see if the agency you have in mind has any specifications for the Title/Cover Page (often they
have a required format).
√ Usually the Title/Cover Page includes signatures of key people in your organization (Department Head,
Supervisor, Contracts Officer, etc.).
√ If your proposal is built on collaborating with other groups/organizations it is usually a good idea to
include their names on the Title/Cover Page.
√ Your cover should look professional and neat. However, do not waste time using fancy report covers,
expensive binding, or other procedures that may send the wrong
message to the potential funding
agency. You are trying to impress the potential funding agency with how you really need funding, not the
message that you do things rather expensively!
√ The title should be clear and unambiguous (do not make it "cute").
√ Think of your title as a mini-abstract. A good title should paint a quick picture for the reader of the key
idea(s) of your project.
√ The words you use in your title should clearly reflect the focus of your proposal. The most important
words should come first, then the less important words. Notice that both of the following titles use basically
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the same words, except in a different order. The project with Title #1 appears to be focused on Red Haired
Musicians. The project with Title #2 appears to be focused on Musical Style Preference. However, both
projects are the same! Make sure your words are in the correct order.
Title #1 - Red Haired Musicians and their Preference for Musical Style
Title #2 - Music Style Preference of Red Haired Musicians
√ Try to remove words from your title that really are not necessary for understanding. Title #1 has too
many words. Title #2 is just as clear but with fewer words.
Title #1 - The Systematic Development of a Local Initiative to Create a Learning Center for
Community Education
Title #2 - A Local Learning Center for Community Education
√ Try and use only a single sentence for your title. If the sentence is getting too long try removing some
words. When all else fails try using a two part title with the parts separated by a colon (use only as a last
resort!). Do not attempt to use the title as an abstract of your entire proposal.

2. Project Overview
√ Think of the Project Overview as an Executive Summary (the busy executive probably only has enough
time to read your Overview - not the entire proposal). Be specific and concise. Do not go into detail on
aspects of your proposal that are further clarified at a later point in your proposal.
√ The Project Overview should "paint a picture" of your proposal in the mind of the reader. It should
establish the framework so that the rest of the proposal has a frame of reference.
√ Use the Project Overview to begin to show your knowledge of the organization from which you are
requesting funds. Key concerns of the funding organization can be briefly identified in relation to your
proposed project.
√ If you will be collaborating with other organizations make sure some of their interests are also
highlighted in the Project Overview. This can assist in strengthening the collaboration by recognizing them
at the very beginning of your proposal.
√ The best time to prepare the Project Overview is after you have completed the entire proposal (and you
understand all aspects of your proposal very well). Let the Overview be your last piece of writing and then
insert it at the beginning of your proposal.
√ Try to keep in mind that someone will be reviewing your proposal and you would like to have this
person be very positive about what you have written. The Project Overview will probably form a strong
impression in the mind of the reviewer. Work on your Project Overview so that you can avoid giving this
person the opportunity to say things like:
Not an original idea
Rationale is weak
Writing is vague
Uncertain outcomes
Does not have relevant experience
Problem is not important
Proposal is unfocused
Project is too large
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3. Background Information/Statement of the Problem
√ It may be easier to think of this section as a review of Relevant Literature. Cite previous projects and
studies that are similar to what you are proposing. Show the funding agency that you know what you are
proposing because you are familiar with what has preceded you.
√ Try to be careful in your use of language. It can be very helpful to have a friend, outside of your area of
focus/expertise, read your proposal to make sure that the language is readable and minimizes the use of:
jargon
trendy or "in" words
abbreviations
colloquial expressions
redundant phrases
confusing language
√ Position your project in relation to other efforts and show how your project:
a) will extend the work that has been previously done,
b) will avoid the mistakes and/or errors that have been previously made,
c) will serve to develop stronger collaboration between existing initiatives, or
c) is unique since it does not follow the same path as previously followed.
√ Use the statement of the problem to show that your proposed project is definitely needed and should be
funded.
√ It is essential to include a well documented statement of the need/problem that is the basis for your
project. What are the pressing problems that you want to address? How do you know these problems are
important? What other sources/programs similarly support these needs as major needs?
√ Check to see that the potential funding agency is committed to the same needs/problems that your
proposal addresses. Clearly indicate how the problems that will be addressed in your project will help the
potential funding agency in fulfilling their own goals and objectives. As you write, keep the funding
agency in your mind as a “cooperating partner” committed to the same concerns that you are.
√ Is there a special reason why you and/or your organization are uniquely suited to conduct the project?
(Geographic location, language expertise, prior involvements in this area, close relationship to the project
clientele, etc.)
√ When you get to the Methods Section of your proposal it will be important to refer back to the needs you
have identified in this section (and show how your methods will respond to these needs).
√ It can really help gain funding support for your project if you have already taken some small steps to
begin your project. An excellent small step that can occur prior to requesting funding is a need assessment
that you conduct (survey, interviews, focus groups, etc.). Write up your need assessment as a short Report,
cite the Report in your proposal, and include a copy with the proposal.
√ This is an excellent section to have the reader begin to understand that an ongoing approach to the
problem is essential (assuming that you are proposing a project that is ongoing in nature) and that short
term responses may have negligible effect. This can begin to establish a rationale for why your project
needs external funding - it seeks to provide a long term response.

4. Project Detail
a. Goals and Objectives
√ Try and differentiate between your goals and your objectives - and include both.
√ Goals are the large statements of what you hope to accomplish but usually are not very
measurable. They create the setting for what you are proposing.
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√ Objectives are operational, tell specific things you will be accomplishing in your project, and
are very measurable.
√ Your objectives will form the basis for the activities of your project and will also serve as the basis for
the evaluation of your project.
√ Try to insure that there is considerable overlap between the goals and objectives for your proposal and
the goals and objectives of the funding organization. If there is not a strong overlap of goals and objectives
then it might be best to identify a different funding organization.
√ Present measurable objectives for your project. If you are dealing with "things" it is easier for them to be
measured than if you are dealing with abstract ideas. Your proposal is easier for a prospective funding
organization to understand (and the outcomes are much more clear) if you describe your objectives in
measurable ways.

b. Clientele
√ Include specific information about the population or clientele on which your project is focused.
√ Exactly who are the clientele? Who is included in the clientele group?
√ In what ways have you already had contact with the clientele group?
√ Can you show that you have the support of the clientele group to move ahead with the project?
√ In what ways have members of the clientele group been involved in the preparation of the
proposal?
√ What other agencies are involved with this clientele group (and have these other agencies been
included in your proposed project)?
√ It is important for the funding agency to see how much the clientele group has been involved with the
project and the preparation of the proposal. (Sometimes a project is funded and then the director finds that
the clientele group does not want to be involved!! Do not let that happen to you.)
√ Be sure to clarify why it is important for the funding organization to be concerned about your clientele.
Your proposal should clearly indicate how assisting your clientele is in the best interests of the funding
organization.

c. Methods
√ There should be a very clear link between the methods you describe in this section and the objectives
you have previously defined. Be explicit in your writing and state exactly how the methods you have
chosen will fulfill your project’s objectives and help deal with the needs/problems on which your proposal
is focused.
√ The prospective funding agency will be looking at your methods to see what new, unique or innovative
actions you are proposing. Make sure you clearly present the innovative aspects of your idea.
√ Are the specific methods you are proposing for your project very important to your unique clientele?
Make sure you clarify this for the funding organization.
√ Do not forget to include the collaborative relationships your project will be developing with other
cooperating groups. A good way to show collaboration is in the methods that you will be using. How will
the methods for your project encourage groups to join together in dealing with the issues/concerns your
project addresses?
√ Your Methods section should clearly indicate how the methods that will be used will allow the outcomes
of your project to have value for others beyond your project. (This can also tie into your Dissemination
Plan - see the Appendices section for more hints on dissemination.)
5

d. Staff/Administration
√ Use this section to describe the roles of the different people associated with your project and the
importance of each.
√ Make sure to clarify how each of the roles are essential to the success of the project and how each role
clearly relates to operationalizing the methods you have described.
√ So what do you say about your key people? To start, make sure you include name, title, experience, and
qualifications. Include other information if you feel it is important to the success of your project.
√ The descriptions of your personnel should let the funding agency know that you have excellent people
who are committed to the project. You are not asking the funding agency to "trust" you. The validity of
what you are proposing is directly related to the people who will work with the project.
√ Working together as a part of a team is something that funding agencies often like to see. Try making
your project a team effort.
√ If you will be using a Steering Committee (Advisory Committee, Governing Board, etc.) to assist in your
project, this is a good place to describe how it will be organized and who will be included.
√ A Steering Committee can be politically very helpful to you and your project. You can enlist
the support of a variety of other agencies/organizations by placing a representative of these
agencies/organizations on your Steering Committee.
√ Make sure you define the length of service for the members of the Steering Committee (so that
membership can rotate and you can minimize the length of service of someone who may not be
helpful!).
√ Members of a Steering Committee can greatly help in identifying and linking to other resources.
√ A viable Steering Committee can suggest to a funding agency that the project has strong links to
the local situation and the project has a good chance of continuing after the funding period is over.

5. Available Resources
√ Collaborative efforts (an important project resource) are usually considered very favorably! Many
funding agencies like to see cooperative ventures as the basis for local action. In other words, the funding
agency's dollars are being brought together with other existing organizations that are already committed
and involved in dealing with the needs that the project is responding to.
√ Sometimes local resources go unnoticed and are difficult to see. Look carefully around you because
there are certain to be resources that you have available that you may not be noticing (time that volunteers
donate to your project, materials that local merchants may provide, local experts who can provide
help/advise when needed, a friend who is willing to do some word processing, etc.). Such in-kind
resources can show a potential funding agency that you are strongly rooted in your community.
√ It is very impressive to a prospective funding agency if local resources have already been contacted and
plans to include them in the project have already been made. Letters from local resources supporting the
project (included in the Appendix) are an excellent addition to the proposal.

6

6. Needed Resources
a. Personnel
√ Refer back to your Staff/Administration section and identify those people by name who will actually be
paid from the grant - these are the ones to be identified in this section
√ Include short descriptions of each of the people who will be involved in your project and supported by
the funding. The descriptions should clarify in the mind of the potential funding agency that these people
are ideally suited to conduct the project.
√ Instead of having all full-time staff on the project, consider having a number of part-time staff especially if the part-time staff currently work with other cooperating organizations. This is a good way to
show inter-agency collaboration.
√ Make sure you notify people who you identify in your Personnel section and receive their approval
before you send in your proposal.

b. Facilities
√ Though you may not be requesting funds for the purchase or rental of facilities, it can be helpful to
provide a brief description of the facilities that will be used for the project.
√ Consider describing existing facilities that will be used for the project as in-kind contributions to the
project. Even if you have free access to classrooms at a local school, meeting space at a shopping mall or a
project room in a local office building, it can be helpful to indicate how much additional money the
prospective funding agency would have to provide if these facilities were not donated.

c. Equipment/Supplies/Communication
√ Be careful in listing the equipment that will be needed for your project. Funding sources are usually
much more willing to provide funds for the support of personnel than they are to support the purchase of
equipment (that may or may not directly benefit the funded project).
√ The following are the types of equipment that may be needed for a funded project:
√ tape recorder (for recording interviews, dictating reports, etc.)
√ video cassette recorder and television monitor (for recording project activities, documenting
change, etc.)
√ computer/monitor/printer (for general project support)
√ desks/chairs/tables
√ lamps
√ intercom/office telephone system
√ telephone conferencing equipment
√ photocopy machine
√ specialized equipment for fulfilling project objectives
√ It will help if you've really done some research on the actual cost of the equipment you specify. This is
much better than "guessing" at the cost and then to be challenged on your estimates by the potential funding
agency.
√ It is easy to overlook many of the office supplies that will be needed for your project. Will you be
needing printed letterhead stationery? And, if you will be mailing many letters, have you considered the
current cost of postage (and possible increases in cost)? Do you have a good idea how much paper is
needed to support the use of a computer word processor? Have you recently checked the price on such
things as sticky notes, paper clips, or pencils/pens? A trip to a local office supply store could be most
appropriate.
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√ Coffee, cups, donuts or other “supplies” for morning and afternoon breaks are usually not included in the
proposal. These are personal (not project) expenses.
√ How will you be sharing information about your project with others? Will your project include a
Newsletter? How about a website? The more open you are and willing to help others learn from your
experiences the more likely a funding agency will be interested in assisting.
√ Consider including in your proposal additional funds for hosting some form of workshop or institute
where you can bring together other professionals who are interested in conducting a similar type of project
in their area. This would be a good way to publicly recognize your funding organization. Invite someone
from the funding organization to attend the workshop so they can hear what others think about the
investment they have made.

d. Budget
√ Make your budget realistic. Carefully think through exactly what you will need from the funding agency
to carry out the project and establish your budget around this amount. (Do not forget, funding agencies
receive lots of requests for funding. They can easily tell when someone has inflated a budget in order to
procure funds for other purposes. Do not get caught in this situation.)
√ Have someone else in your organization review your budget to see how realistic you are.
√ Do you really need a large amount of funding at the beginning of the project or will your project be
"phased up" over a period of time? Sometimes it is not very realistic to expect a new project to be able to
be up and operating (and spending large amounts of money) during the first 6 months or year of operation.
√ A good strategy to use with a potential funding agency is to ask for a small amount of funding for the
first phase of the project. Specify in your proposal what you expect to achieve during this "minimal funding
phase" and when you will be returning to the funding agency to ask for funds for the next phase. This can
suggest to the funding agency that they can terminate the relationship easily if your project is not successful
(and then it is essential for you to make sure the first phase IS successful).
√ Check with the agency to see if they have suggested/required budget categories that they want you to
use.
√ If the potential funding agency does not have any suggested/required budget categories, organize your
budget around a set of meaningful categories that work for the project you are proposing. Categories that
you may want to consider for itemizing your budget are:
√
√
√
√
√
√
√
√
√
√
√
√

Personnel (salary and benefits)
Consultants (salary)
Instruction
Equipment
Supplies
Communication (telephone/postage)
Materials preparation
Travel
Rental of facilities
Evaluation
Other expenses
Indirect costs (costs that your organization requires that you include)
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√ A suggested budget format for a three year funding proposal:
Year 1

Year 2

Year 3

Year 1

Year 2

Year 3

PERSONNEL
Person #1
Person #2
Person #3
Sub-Total
FACILITIES (list)
Sub-Total
EQUIPMENT (list)
Sub-Total
SUPPLIES (list)
Sub-Total
COMMUNICATION (list)
Telephone
Postage
Sub-Total
TRAVEL (list)
Fuel
Vehicle Rental
Rail Tickets
Sub-Total

TOTAL
SUM TOTAL

7. Evaluation Plan
√ It is important to describe in your proposal exactly how you will decide whether or not your project has
been successful, achieved its objectives, etc. The Evaluation Plan will tell the prospective funding agency
how you will be going about showing them at the end of the project that their investment in you was a good
one.
√ If you plan to use a survey or questionnaire to help in evaluating the success of your project you may
want to include in the Appendices a draft of what you are considering for the questionnaire/survey.
√ Your evaluation plan does not have to be elaborate but it is important to indicate to the prospective
funding agency that you have not forgotten this important step.
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√ Try to include both a concern for formative evaluation/process evaluation (ways to gain feedback on
the project while it is being conducted) and summative evaluation/product evaluation (ways to show that
the project fulfilled that which was originally proposed). Another way of conceptualizing this is that
formative evaluation/process evaluation is concerned with the activities of the project. On the other hand,
summative evaluation/product evaluation is concerned with the stated objectives of the project.
√ It is easy to create a summative evaluation/product evaluation plan if you have done a good job of
clearly stating your project objectives or expected outcomes.
√ Make direct reference to your objectives in your evaluation plan. This creates a strong sense of
integration/consistency within your proposal. The reader of your proposal will now be hearing the same
message repeated in different sections of your proposal.
√ Try creating two separate evaluation plans - one for formative evaluation and the other for summative
evaluation.
√ A good evaluation plan should include some sense of concern for what goes on following the conclusion
of the funding period. How will the initiatives that have been started under the project be sustained? Have
new things occurred that will be continued in the future? How will other cooperating agencies assist in
continuing the project after the conclusion of the funding period? These and other areas should be included
in a viable evaluation plan.

8. Appendices
√ Appendices should be devoted to those aspects of your project that are of secondary interest to the
reader. Begin by assuming that the reader will only have a short time to read your proposal and it will only
be the main body of your proposal (not the Appendices). Then, assume that you have gotten the attention of
the reader who would now like some additional information. This is the purpose of the Appendices.
Here are some possible sections to include in the Appendices:
√ Dissemination Plan - An important aspect of your proposal will be the plan for disseminating
information of/from the project to other audiences. Most funding agencies are interested in seeing
how their financial support of your project will extend to other audiences. This may include
newsletters, workshops, radio broadcasts, presentations, printed handouts, slide shows, training
programs, etc. If you have an advisory group involved with your project they can be very helpful
in disseminating project information to other audiences.
√ Time Line - A clear indication of the time frame for the project and the times when each aspect
of the project will be implemented. Try creating the time line as a graphic representation (not too
many words). If done well, it will help demonstrate the feasibility of the project in a very visible
way.
√ Letters of Support - Funding agencies would like to know that others feel strongly enough
about your project that they are willing to write a letter in support of the project. Talk through with
the potential letter writers the sort of focus that you think will be important for their letter. (Try
and draw on the reputation of the letter writing group.) Do not get pushed into writing the letters
for the agencies - they will all sound alike and will probably defeat your purpose of using them.
The letters must be substantive. If not, do not use them! Have the letters addressed directly to the
funding agency. (Do not use a general "To Whom It May Concern" letter - it makes it appear that
you are applying to many different potential funding agencies and are using the same letter for
each. This may really be the case, so make sure you personalize each letter to the specific potential
funding agency.)
√ Cooperating Agency Descriptions - If you have referenced in your proposal different
cooperating agencies that you will be working with, it is a good idea to provide a more detailed
description of each of these agencies in the appendices. Rather than include large descriptions of
each cooperating agency, a single page that gives the name/address of the agency, names of key
personnel, and brief descriptions of the major services provided is sufficient. Try and prepare
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each of these single page descriptions so they follow a similar outline/presentation of information.
√ Evaluation Instrument - Include a draft copy of the actual evaluation instrument you plan to
use (survey, questionnaire, interview guide, etc.). This will let your prospective funding agency
know that you are serious about making evaluation an integral part of your project - and funding
agencies like to hear this! Indicate DRAFT at the top of the instrument and then make it look as
real as possible. Never say things like, "I think I may have a question that deals with...", or "Four
or five questions will be included that examine the concern of...". If you will be using an interview
procedure or a focus group discussion, include a draft copy of the specific questions that will
actually be used for the interview/ discussion.
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A Proposal Example

A Community-Based Mothers and Infants Center
-------------------------------------------------------------------------------PROJECT DESCRIPTION
A community-based mothers and infants center called "Healthy Moms for Healthy Kids" (Pusat
Ibu dan Anak Sihat or PIAS) will be established in Kota Emessu, the city surrounding the
Universitas Pembangunan Pertanian (UNPEMPER). PIAS will focus on providing nutritional
education and counseling for mothers, especially those from the extremely low income areas. It
is expected that through the providing of information to the mothers that it will be possible to
have a direct and positive effect on the well being of the young children of the community.
PIAS will utilize volunteers who are students at UNPEMPER. Each student will be expected to
successfully participate in a 4 week training program at the beginning of their work with PIAS.
This training program will provide basic nutritional information for mothers and information on
adult teaching methods. Student volunteers who demonstrate proficiency during the initial
training program will be invited to participate in an advanced training program to learn effective
nutritional counseling techniques. Each student volunteer will be expected to contribute 3-5
hours each week and to continue with PIAS for a period of not less than 6 months.
PIAS will operate with 6 full and part time staff members. In addition, a Governing Board made
up of community leaders and university staff will operate to provide overall sanctioning of the
Center's operation. Periodic evaluations will be conducted to assess the value of PIAS on a)
helping the student volunteers to become effective educators, b) the development of new
understandings on the part of local mothers and c) the improvement of the well being of children
in Kota Emessu.
-------------------------------------------------------------------------------BACKGROUND INFORMATION/STATEMENT OF PROBLEM
Major obstacles to child survival in the developing world include infections, parasitic diseases,
malnutrition and the risks associated with low birth weight and high fertility. (UN Informational
Letter #37-435) A serious problem exists in the rural villages of Malnesia of children dying from
common illness and infections that are attributable to poor nutrition. Though high nutrition foods
are available in the villages, it is apparent that mothers do not have an understanding of exactly
what foods contain the most value for their children. (Ministry of Health, 1994) The most
significant person in the life of the young child is the child's mother. Research has shown that the
children of mothers who have an understanding of how to provide good nutrition to their
children stand a significantly greater chance of survival during the first three years of life (87%
survival rate) as compared with children of mothers who do not know how to provide good
nutrition (43% survival rate) (Position Paper, Opening Plenary Session, Malnesian Health
Conference/MALHEALTHCON - 96).
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The use of volunteers to provide community service is a new concept in Malnesia and can be
capitalized upon as a viable way to provide trained manpower for the offering of educational
services. The first student service scheme, Service Mahasiswa/SERMAH, was created in the
early 1990s. Initially operated at only two universities, SERMAH is now a mandated national
program that operates at all public and private universities (Directorate for Higher Education,
Ministry of Education, Statistics for 1996). The emphasis of SERMAH has been exclusively on
the providing of information to local farmers on improved farming practices. The Universitas
Pembangunan Pertanian has been funded by the Ministry of Agriculture to operate the SERMAH
Educational Development Center (Introducing SERMAH, Ministry of Agriculture, 1996) as a
central agency for the providing of farming practices instructional materials to all universities in
Malnesia. The selection and training of student volunteers is conducted autonomously at each
university with the support of the instructional materials disseminated by the SERMAH
Educational Development Center.
-------------------------------------------------------------------------------PROJECT DETAIL
Goals and Objectives
There are two major goals for the "Healthy Moms for Healthy Kids" Project and specific
objectives within each of the goals.
Goal #1 - To reduce the degree of malnutrition among young children.
Objective #1.1 - To provide mothers in Kota Emessu with relevant information regarding
health and nutrition
Objective #1.2 - To assist mothers in Kota Emessu in learning how to effectively apply
health and nutrition information in helping their young children to be more healthy.
Objective #1.3 - To teach mothers in Kota Emessu how to evaluate changes in the health
of their young children.
Goal #2 - To effectively use volunteers as a major factor in helping people to learn.
Objective #2.1 - To recruit a group of undergraduate students (15-20 students each
semester) at Universitas Pembangunan Pertanian to become volunteers in the "Pusat Ibu
dan Anak Sihat" (PIAS) Project.
Objective #2.2 - To provide a 4 week training program for the volunteers that covers a)
basic nutritional information for mothers and b) information on adult teaching methods.
Objective #2.3 - To place the students in the PIAS Center to offer tutoring services to
local mothers.
Objective #2.4 - To compare the type and degree of volunteer learning that takes place in
the PIAS Project as compared to volunteer involvement with SERMAH.
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Clientele
There are two different clientele groups for this project.
The first, and primary, clientele are the mothers of young children who live in Kota Emessu.
This clientele group is represented in the project objectives for Goal #1.
The second clientele group are the students at Universitas Pembangunan Pertanian who will
participate in the Project as volunteers. This clientele group is represented in the project
objectives for Goal #2.
Both clientele groups are important and essential components of this project. It is expected that
significant learning will take place for both clientele groups.
Methods
The primary methods for achieving the goals and objectives of the Project will be:
the creation of a Center in the city that will become a focal point for providing information on
food and nutrition for young children through workshops and one-on-one counseling of mothers,
and the development of a recruitment/training program and supervised practicum for student
volunteers that is modeled after the SERMAH program.
In addition, a Documentation/Dissemination Plan will be developed by staff to guarantee the
systematic collection of information about the operation of the Project and provide the basis for
sharing information with other similar projects.
Staff/Administration
The Project will employ three full-time and three part time staff.
Project Director (full time)- Responsible for hiring project staff, overseeing project
development and operation, establishing and maintaining links with local government
agencies, and budget. The Project Director will be Harjono Soemadji (author of this
proposal)
Center Coordinator (full time)- Responsible for establishing the community Center,
developing working relationships with formal and informal community leaders,
establishing links to community women's organizations, and scheduling of Center
programs.
Volunteer Coordinator (full time) - Responsible for recruiting university student
volunteers, establishing and maintaining a working linkage with the UNPEMPER
Department of Food and Nutrition, developing and offering training programs for
volunteers, scheduling volunteers for service at the Center. The Volunteer Coordinator
will have a background in food and nutrition and will be housed in the Department of
Food and Nutrition.
Project Evaluator (part time) - Responsible for collecting entry level data regarding
mother's health and nutrition information and conducting periodic assessment of changes
in their level of knowledge, comprehension, and application of that information. Also
responsible for developing and implementing a system for periodic formative evaluation
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of the work of the student volunteers.
Center Assistant (part time) - Responsible for maintaining the structure and appearance of
the Center, routine correspondence, and other forms of communication with mothers in
the community.
Graphic Artist (part time) - Responsible for creating illustrated posters to teach about
food and nutrition information, layout/design of project publications, and development of
volunteer recruitment and training materials.
Governing Board - Made up of both community leaders and university staff. Responsible
for sanctioning the operation of the Center and providing feedback to the Project Director
on Center policies and operation.
-------------------------------------------------------------------------------AVAILABLE RESOURCES
Building - small building for the Center will be provided by the community head.
Volunteer Meeting/Training Room and Office - will be provided by the Department of Food and
Nutrition (UNPEMPER) and used for housing the Volunteer Coordinator and the training of
volunteers.
Volunteer Coordinator (50%) - this person is currently on the staff of the Department of Food
and Nutrition as a part time staff member.
-------------------------------------------------------------------------------NEEDED RESOURCES
Personnel - Two full time staff at 100% salary, one full time staff at 50% salary, three part time
persons at 50% salary.
Facilities - None (provided by the community head and the Department of Food and Nutrition UNPEMPER)
Equipment Duplicating machine (for preparation of informational educational materials)
Chairs and desks for three offices
Chairs and tables for a large classroom/community meeting room
Chalk board
Typewriter
Drafting table
Supplies - Paper, pencils, chalk, duplicating supplies, and materials preparation.
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Budget Year 1 - Development of Center Operation and Recruitment/Training of First Group of Student
Volunteers
Personnel M$387,000
Project Director Full time - 12 months M$127,000
Center Coordinator Full time - 12 months M$85,000
Volunteer Coordinator* Full time - 12 months M$42,000
Project Evaluator Part time - 12 months M$49,000
Center Assistant Part time - 12 months M$42,000
Graphic Artist Part time - 12 months M$42,000
*Note: Volunteer Coordinator is currently a 50% staff member of the Department of Food and
Nutrition. The Project will pay the other 50% of this person's salary to bring her up to 100%.
Development/Production of Educational Materials M$39,000
Advertising/Promotion M$17,500
Evaluation M$8,500
YEAR ONE TOTAL M$452,000
Year 2 - Operation/Maintenance of Center and Recruitment/Training of Two Student Volunteer
Groups
Personnel (assumes 3% yearly increment) M$398,610
Production of Educational Materials M$6,000
Advertising/Promotion M$4,000
Evaluation M$3,000
YEAR TWO TOTAL M$412,000
Year 3 and beyond (assume 3% yearly increment on Year 2 budget)
YEAR THREE TOTAL M$424,000
-------------------------------------------------------------------------------EVALUATION PLAN
Project evaluation will be the responsibility of the Project Evaluator and consist of two different
evaluative strategies - formative and summative.
Formative Evaluation - Primarily qualitative in nature, the formative evaluation will be
conducted through interviews and open-ended questionnaires. Mothers and student volunteers
will be asked about the day-to-day operation of the Center, the topics covered in the volunteer
training program, the attractiveness of the training materials, and other questions to provide
feedback for the ongoing improvement of the operation of the Project. The Project Evaluator will
meet regularly with project staff to share findings from the formative evaluation effort. Periodic
reports will be prepared that identify the major findings of the formative evaluation and how they
have been used to improve Project operation.
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Summative Evaluation - Primarily quantitative in nature, the summative evaluation will begin
with the establishment of baseline data at the beginning of the Project (using a random sample of
mothers of young children to assess their food and nutrition knowledge) and then be conducted
at 6 month intervals (just prior to each group of volunteers completing their Project service).
Data for the summative evaluation will focus on the two primary goals of the project and the
objectives of each.

Goal #1
- Pre/post tests of knowledge gain on the part of the mothers in health and nutrition
information (Objective 1.1).
- Selected interviews of mothers to assess their ability to effectively apply health and
nutrition information (Objective 1.2).
- Selected interviews of mothers to evaluate changes in the health of their child
(Objective 1.3).
Goal #2
- Records of number of students involved in the project (Objective 2.1).
- Documentation of agendas/attendance rosters from all training programs (Objective
2.1).
- Documentation of number of mothers served and number of volunteer hours recorded at
the PIAS Center (Objective 2.3).
- Comparative analysis of Goal #2 data with similar data from SERMAH (Objective 2.4)
A yearly report will be issued that presents the formative and summative findings.

-------------------------------------------------------------------------------APPENDIX A - TIME LINE (First Year)
Month One
Advertising of Project staff positions
Meetings with community leaders
Meeting with university administrators
Month Two
Interviewing of candidates for Project staff positions
Finalizing location of Center
Month Three
Selection/hiring of Project staff members
Preparation for Center operation
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Month Four - Six
Preliminary advertising of Center operation
Hosting community meetings at Center
Collection of baseline data on mothers of young children
Recruitment/selection/training of student volunteers
Month Seven - Twelve
Conducting of regular formative evaluation
Final summative evaluation at end of twelfth month
-------------------------------------------------------------------------------APPENDIX B - Resume of Harjono Soemadji (Project Director)
PROJECT DIRECTOR
Harjono Soemadji
Title:
Faculty Member/Lecturer
Department of Food and Nutrition
Universitas Pembangunan Pertanian
Kota Emessu, Malnesia
Experience:
Education:
B.S. Universitas Pendidikan National (Secondary Teacher Education) 1987
M.S. Universitas Pembangunan Pertanian (Food and Nutrition) 1989
Teaching:
Instructor/Teacher - Emessu Scientific High School 1989-1994
Department Chair - Emessu Scientific High School 1992-94
Junior Lecturer - Universitas Pembangunan Pertanian, Department of Food and Nutrition
1994-1996
Lecturer - Universitas Pembangunan Pertanian, Department of Food and Nutrition 1996Present

Publications/Presentations:
Soemadji, Harjono, Mother's Influence on the Nutrition of their Young Children, Master's
Thesis, Universitas Pembangunan Pertanian, 1989.
Soemadji, Harjono, A Study of Mother's Nutritional Needs in the Kota Emessu Region,
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Publications Center, Universitas Pembangunan Pertanian, 1995.
Soemadji, Harjono, The Problem of Malnutrition Amongst Children in the Kota Emessu Region,
Paper presented at the 15th Annual Meeting of the Southeast Asian Health Conference
(SEAHEC), 1996.
Soemadji, Harjono and Soemardi Hadisubroto, Understanding the Effectiveness of the Student
Service Scheme, SERMAH Educational Development Center, Universitas Pembangunan
Pertanian, 1997
-------------------------------------------------------------------------------APPENDIX C - PERSONAL PERSPECTIVE
For the past 10 years I have had a strong concern for the health of young children in the Kota
Emessu area. This is the area in which I was born and raised. Through my studies at the
University and my practice as a teacher and lecturer I have come to learn that it is possible to
alleviate the problems of malnutrition through well designed and meaningfully focused
educational programs.
The challenge to the creation and operation of these programs, however, is twofold. First, there
does not exist the teaching materials to assist mothers of young children in understanding how to
improve nutritional intake and the effect that nutritional intake has on the health and welfare of
their own children. And second, there does not exist a group of trained facilitators to assist in
delivering this information in a timely and meaningful manner.
Research suggests that the most powerful way to affect the health and welfare of a young child is
through the improved understanding of the child's mother. This project will focus on the
development of teaching materials and a system for helping mothers of young children learn
appropriate food and nutrition information to help in the development of their children. And, it
will occur in a local community location, close to where these mothers of young children are
living.
Further, the Project will build upon the very successful SERMAH program as a way to involve
university student volunteers in the offering of services to mothers of young children. In addition
to using these volunteers as a viable form of manpower for the offering of service, the Project
will work to help these volunteers learn meaningful food/nutrition information and also
techniques for effectively teaching this information to adults - a knowledge base that is certain to
help them in their future endeavors.
Harjono Soemadji
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Other books by Joe Levine:
Getting To the Core: Reflections On Teaching and Learning
A wonderful collection of 46 reflective essays by Joe Levine that examine the
role of the teacher. A must read for adult educators presented in an unparalleled,
refreshing format. Provides extremely helpful, even if personal, insights into the
heart and soul of adult education — the personal commitment and involvement
of those who have dedicated themselves to the wonderful, joyous, rewarding,
yet sometimes exasperating, task of helping adults learn, grow, and develop.

Making Distance Education Work: Understanding Learning
and Learners At a Distance
A guide to the effective development and delivery of distance education
programs. Includes chapters that focus on the understanding of the basic
principles of distance education, clarifications of who distance education
learners are, and examples of learner-focused distance education programs.
An essential reference for those about to create distance education programs,
those who currently conduct distance education programs, and - most
importantly - learners who are considering the challenge of learning at a
distance.

Writing and Presenting Your Thesis or Dissertation
A comprehensive and practical Guide to assist students in the crafting,
implementing and defending of a graduate school thesis or dissertation. Provides
suggestions on how to successfully navigate the path to completion.

Available on the web at:

www.LearnerAssociates.net
i

This Guide for Writing a Funding Proposal has been created for public use. Single copies of the Guide can be freely made.
Permission is granted for non-commercial reproduction of multiple copies of the Guide for educational use as long as the Guide
is made available in its entirety, full credit is given to the source and the author, and any fee associated with the dissemination of
the Guide is limited to recovering duplication costs with no intention of making a profit from its sale.
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PREFACE
This guide has been created to assist my graduate students in
thinking through the many aspects of crafting, implementing and
defending a thesis or dissertation in areas related to the discipline of
adult learning. It has been my purpose to share with my students
some of the many ideas that have surfaced over the past few years
that definitely make the task of finishing a graduate degree so much
easier. (Note: This Dissertation/Thesis Guide is a companion to the
Guide for Writing a Funding Proposal which can also be found on the
worldwide web at: http://www.LearnerAssociates.net)
Usually a guide of this nature focuses on the actual
implementation of the research. This is not the intention of this
guide. Instead of examining such aspects as identifying appropriate
sample size, field testing the instrument and selecting appropriate
statistical tests, this guide looks at many of the quasi-political aspects
of the process. Such topics as how to select a supportive committee,
making a compelling presentation of your research outcomes and
strategies for actually getting the paper written are discussed.
Of course, many of the ideas that are presented can be used
successfully by other graduate students studying under the guidance
of other advisers and from many different disciplines. However, the
use of this guide carries no guarantee -- implied or otherwise. When
in doubt check with your adviser. Probably the best advice to start
with is the idea of not trying to do your research entirely by yourself.
Do it in conjunction with your adviser. Seek out his/her input and
assistance. Stay in touch with your adviser so that both of you know
what's happening. There's a much better chance of getting to the end
of your project and with a smile on your face.

v

With this in mind, enjoy the guide. I hope it will help you
finish your graduate degree in good shape. Good luck and good
researching!

S. Joseph Levine
mailto:levine@msu.edu
January 2005

A Special Note About Reprinting This Guide:
This Dissertation/Thesis Guide has been created to assist
graduate students in the successful completion of their graduate
degree. With this in mind, permission is granted for non-commercial
reproduction of the Guide for educational use as long as the Guide is
made available in its entirety, full credit is given to the author, and
any fee associated with the dissemination of the Guide is limited to
recovering duplication costs with no intention of making a profit from
its sale.
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The “Thinking About It” Stage
The "thinking about it stage" is when you are finally faced with
the reality of completing your degree. Usually the early phases
of a graduate program proceed in clear and very structured
ways. The beginning phases of a graduate program proceed in
much the same manner as an undergraduate degree program.
There are clear requirements and expectations, and the
graduate student moves along, step by step, getting ever closer
to the completion of the program. One day, however, the clear
structure begins to diminish and now you're approaching the
thesis/dissertation stage. This is a new and different time.
These next steps are more and more defined by you and not
your adviser, the program, or the department.
► 1. Be inclusive with your thinking. Don't try to eliminate
ideas too quickly. Build on your ideas and see how many
different research projects you can identify. Give yourself the
luxury of being expansive in your thinking at this stage -- you
won't be able to do this later on. Try and be creative.
► 2. Write down your ideas. This will allow you to revisit
an idea later on. Or, you can modify and change an idea. If
you don't write your ideas they tend to be in a continual state of
change and you will probably have the feeling that you're not
going anywhere. What a great feeling it is to be able to sit
down and scan the many ideas you have been thinking about, if
they're written down.
► 3. Try not to be overly influenced at this time by what
you feel others expect from you (your colleagues, your
profession, your academic department, etc.). You have a much
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better chance of selecting a topic that will be really of interest
to you if it is your topic. This will be one of the few
opportunities you may have in your professional life to focus in
on a research topic that is really of your own choosing.
► 4. Don't begin your thinking by assuming that your
research will draw international attention to you!! Instead,
be realistic in setting your goal. Make sure your expectations
are tempered by:
... the realization that you are fulfilling an academic
requirement,
... the fact that the process of conducting the research
may be just as important (or more important) than the
outcomes of the research, and
... the idea that first and foremost the whole research
project should be a learning experience for you.
If you can keep these ideas in mind while you're thinking
through your research you stand an excellent chance of having
your research project turn out well.
► 5. Be realistic about the time that you are willing to
commit to your research project. If it's a 10 year project that
you're thinking about admit it at the beginning and then decide
whether or not you have 10 years to give to it. If the project
you'd like to do is going to demand more time than you're
willing to commit then you have a problem.
I know it's still early in your thinking but it's never too early to
create a draft of a timeline. Try using the 6 Stages (see the
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next item) and put a start and a finish time for each. Post your
timeline in a conspicuous place (above your computer
monitor?) so that it continually reminds you how you're doing.
Periodically update your timeline with new dates as needed.
► 6. If you're going to ask for a leave of absence from your
job while you're working on your research this isn't a good time
to do it. Chances are you can do the "thinking about it" stage
without a leave of absence. Assuming that there are six major
phases that you will have during your research project,
probably the best time to get the most from a leave of
absence is during the fourth stage* - the writing stage. This
is the time when you really need to be thinking well. To be
able to work at your writing in large blocks of time without
interruptions is something really important. A leave of absence
from your job can allow this to happen. A leave of absence
from your job prior to this stage may not be a very efficient use
of the valuable time away from your work.
Stage 1 - Thinking About It
Stage 2 - Preparing the Proposal
Stage 3 - Conducting the Research
Stage 4 - Writing the Research Paper*
Stage 5 - Sharing the Research Outcomes with Others
Stage 6 - Revising the Research Paper
► 7. It can be most helpful at this early stage to try a very
small preliminary research study to test out some of your

3

ideas to help you gain further confidence in what you'd like to
do. The study can be as simple as conducting half a dozen
informal interviews with no attempt to document what is said.
The key is that it will give you a chance to get closer to your
research and to test out whether or not you really are interested
in the topic. And, you can do it before you have committed
yourself to doing something you may not like. Take your time
and try it first.
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Preparing the Proposal
Assuming you've done a good job of "thinking about" your
research project, you're ready to actually prepare the proposal.
A word of caution -- those students who tend to have a problem
in coming up with a viable proposal often are the ones that
have tried to rush through the "thinking about it" part and move
too quickly to trying to write the proposal. Here's a final
check. Do each of these statements describe you? If they do
you're ready to prepare your research proposal.
I am familiar with other research that has been
conducted in areas related to my research project.
(___Yes, it's me)
( ___No, not me)
I have a clear understanding of the steps that I will use
in conducting my research.
(___Yes, it's me)
( ___No, not me)
I feel that I have the ability to get through each of the
steps necessary to complete my research project.
(___Yes, it's me)
( ___No, not me)
I know that I am motivated and have the drive to get
through all of the steps in the research project.
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(___Yes, it's me)
( ___No, not me)
Okay, you're ready to write your research proposal. Here are
some ideas to help with the task:
► 8. Read through someone else's research proposal.
Very often a real stumbling block is that we don't have an
image in our mind of what the finished research proposal
should look like. How has the other proposal been organized?
What are the headings that have been used? Does the other
proposal seem clear? Does it seem to suggest that the writer
knows the subject area? Can I model my proposal after one of
the ones that I've seen? If you can't readily find a proposal or
two to look at, ask your adviser to see some. Chances are your
adviser has a file drawer filled with them.
► 9. Make sure your proposal has a comprehensive review
of the literature included. Now this idea, at first thought, may
not seem to make sense. I have heard many students tell me
that "This is only the proposal. I'll do a complete literature
search for the dissertation. I don't want to waste the time now."
But, this is the time to do it. The rationale behind the literature
review consists of an argument with two lines of analysis: 1)
this research is needed, and 2) the methodology I have chosen
is most appropriate for the question that is being asked. Now,
why would you want to wait? Now is the time to get informed
and to learn from others who have preceded you! If you wait
until you are writing the dissertation it is too late. You've got
to do it some time so you might as well get on with it and do it
now. Plus, you will probably want to add to the literature
review when you're writing the final dissertation.
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► 10. With the ready availability of photocopy machines you
should be able to bypass many of the hardships that previous
dissertation researchers had to deal with in developing their
literature review. When you read something that is important
to your study, photocopy the relevant article or section.
Keep your photocopies organized according to categories and
sections. And, most importantly, photocopy the bibliographic
citation so that you can easily reference the material in your
bibliography. Then, when you decide to sit down and actually
write the literature review, bring out your photocopied sections,
put them into logical and sequential order, and then begin your
writing.
► 11. What is a proposal anyway? A good proposal should
consist of the first three chapters of the dissertation. It
should begin with a statement of the problem/background
information (typically Chapter I of the dissertation), then move
on to a review of the literature (Chapter 2), and conclude with a
defining of the research methodology (Chapter 3). Of course,
it should be written in a future tense since it is a proposal. To
turn a good proposal into the first three chapters of the
dissertation consists of changing the tense from future tense to
past tense (from "This is what I would like to do" to "This is
what I did") and making any changes based on the way you
actually carried out the research when compared to how you
proposed to do it. Often the intentions we state in our proposal
turn out different in reality and we then have to make
appropriate editorial changes to move it from proposal to
dissertation.
► 12. Focus your research very specifically. Don't try to
have your research cover too broad an area. Now you may
think that this will distort what you want to do. This may be
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the case, but you will be able to do the project if it is narrowly
defined. Usually a broadly defined project is not do-able. By
defining too broadly it may sound better to you, but there is a
great chance that it will be unmanageable as a research project.
When you complete your research project it is important that
you have something specific and definitive to say. This can be
accommodated and enhanced by narrowly defining your
project. Otherwise you may have only broadly based things to
say about large areas that really provide little guidance to
others that may follow you. Often the researcher finds that
what he/she originally thought to be a good research project
turns out to really be a group of research projects. Do one
project for your dissertation and save the other projects for later
in your career. Don't try to solve all of the problems in this one
research project.
► 13. Include a title on your proposal. I'm amazed at how
often the title is left for the end of the student's writing and then
somehow forgotten when the proposal is prepared for the
committee. A good proposal has a good title and it is the first
thing to help the reader begin to understand the nature of your
work. Use it wisely! Work on your title early in the process
and revisit it often. It's easy for a reader to identify those
proposals where the title has been focused upon by the student.
Preparing a good title means:
...having the most important words appear toward the
beginning of your title,
...limiting the use of ambiguous or confusing words,
...breaking your title up into a title and subtitle when
you have too many words, and
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...including key words that will help researchers in the
future find your work.
► 14. It's important that your research proposal be
organized around a set of questions that will guide your
research. When selecting these guiding questions try to write
them so that they frame your research and put it into
perspective with other research. These questions must serve to
establish the link between your research and other research that
has preceded you. Your research questions should clearly
show the relationship of your research to your field of study.
Don't be carried away at this point and make your questions too
narrow. You must start with broad relational questions.
A good question:
Do adult learners in a rural adult education setting have
characteristics that are similar to adult learners in
general ?
A poor question:
What are the characteristics of rural adult learners in an
adult education program? (too narrow)
A poor question:
How can the XYZ Agency better serve rural adult
learners? (not generalizable)
► 15. Now here are a few more ideas regarding the defining
of your research project through your proposal.
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► a. Make sure that you will be benefitting those
who are participating in the research. Don't only see
the subjects as sources of data for you to analyze.
Make sure you treat them as participants in the
research. They have the right to understand what you
are doing and you have a responsibility to share the
findings with them for their reaction. Your research
should not only empower you with new understandings
but it should also empower those who are participating
with you.
► b. Choose your methodology wisely. Don't be too
quick in running away from using a quantitative
methodology because you fear the use of statistics. A
qualitative approach to research can yield new and
exciting understandings, but it should not be undertaken
because of a fear of quantitative research. A well
designed quantitative research study can often be
accomplished in very clear and direct ways. A similar
study of a qualitative nature usually requires
considerably more time and a tremendous burden to
create new paths for analysis where previously no path
had existed. Choose your methodology wisely!
► c. Sometimes a combined methodology makes the
most sense. You can combine a qualitative preliminary
study (to define your population more clearly, to
develop your instrumentation more specifically or to
establish hypotheses for investigation) with a
quantitative main study to yield a research project that
works well.
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► d. Deciding on where you will conduct the
research is a major decision. If you are from another
area of the country or a different country there is often
an expectation that you will return to your "home" to
conduct the research. This may yield more meaningful
results, but it will also most likely create a situation
whereby you are expected to fulfill other obligations
while you are home. For many students the opportunity
to conduct a research project away from home is an
important one since they are able to better control many
of the intervening variables that they can not control at
home. Think carefully regarding your own situation
before you make your decision.
► e. What if you have the opportunity for conducting
your research in conjunction with another agency or
project that is working in related areas. Should you do
it? Sometimes this works well, but most often the
dissertation researcher gives up valuable freedom to
conduct the research project in conjunction with
something else. Make sure the trade-offs are in your
favor. It can be very disastrous to have the other
project suddenly get off schedule and to find your own
research project temporarily delayed. Or, you had
tripled the size of your sample since the agency was
willing to pay the cost of postage. They paid for the
postage for the pre-questionnaire. Now they are unable
to assist with postage for the post-questionnaire. What
happens to your research? I usually find that the cost of
conducting dissertation research is not prohibitive and
the trade-offs to work in conjunction with another
agency are not in favor of the researcher. Think twice
before altering your project to accommodate someone
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else. Enjoy the power and the freedom to make your
own decisions (and mistakes!) -- this is the way we
learn.
► 16. Selecting and preparing your advisory committee to
respond to your proposal should not be taken lightly. If you do
your "homework" well your advisory committee can be most
helpful to you. Try these ideas:
► a. If you are given the opportunity to select your
dissertation committee do it wisely. Don't only focus
on content experts. Make sure you have selected
faculty for your committee who are supportive of
you and are willing to assist you in successfully
completing your research. You want a committee that
you can ask for help and know that they will provide it
for you. Don't forget, you can always access content
experts who are not on your committee at any time
during your research project.
► b. Your major professor/adviser/chairperson is
your ally. When you go to the committee for reactions
to your proposal make sure your major professor is
fully supportive of you. Spend time with him/her
before the meeting so that your plans are clear and you
know you have full support. The proposal meeting
should be seen as an opportunity for you and your
major professor to seek the advice of the committee.
Don't ever go into the proposal meeting with the feeling
that it is you against them!
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► c. Provide the committee members with a wellwritten proposal well in advance of the meeting.
Make sure they have ample time to read the proposal.
► d. Plan the proposal meeting well. If graphic
presentations are necessary to help the committee with
understandings make sure you prepare them so they
look good. A well planned meeting will help your
committee understand that you are prepared to move
forward with well planned research. Your presentation
style at the meeting should not belittle your committee
members (make it sound like you know they have read
your proposal) but you should not assume too much (go
through each of the details with an assumption that
maybe one of the members skipped over that section).

13
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Writing the Thesis or Dissertation
Now this is the part we've been waiting for. I must assume that
you have come up with a good idea for research, had your
proposal approved, collected the data, conducted your analyses
and now you're about to start writing the dissertation. If you've
done the first steps well this part shouldn't be too bad. In fact it
might even be enjoyable.
► 17. The major myth in writing a dissertation is that you
start writing at Chapter One and then finish your writing at
Chapter Five. This is seldom the case. The most productive
approach in writing the dissertation is to begin writing those
parts of the dissertation that you are most comfortable
with. Then move about in your writing by completing various
sections as you think of them. At some point you will be able
to spread out in front of you all of the sections that you have
written. You will be able to sequence them in the best order
and then see what is missing and should be added to the
dissertation. This way seems to make sense and builds on
those aspects of your study that are of most interest to you at
any particular time. Go with what interests you, start your
writing there, and then keep building!
(David Kraenzel - North Dakota State University - wrote in
describing the "A to Z Method". Look at the first section of
your paper. When you are ready go ahead and write it. If you
are not ready, move section-by-section through your paper
until you find a section where you have some input to make.
Make your input and continue moving through the entire paper
- from A to Z - writing and adding to those sections for which
you have some input. Each time you work on your paper
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follow the same A to Z process. This will help you visualize
the end product of your efforts from very early in your writing
and each time you work on your paper you will be building the
entire paper -- from A to Z. Thanks David!)
► 18. If you prepared a comprehensive proposal you will
now be rewarded! Pull out the proposal and begin by checking
your proposed research methodology. Change the tense from
future tense to past tense and then make any additions or
changes so that the methodology section truly reflects what you
did. You have now been able to change sections from the
proposal to sections for the dissertation. Move on to the
Statement of the Problem and the Literature Review in the
same manner.
► 19. I must assume you're using some form of word
processing on a computer to write your dissertation. (if you
aren't, you've missed a major part of your doctoral
preparation!) If your study has specific names of people,
institutions and places that must be changed to provide
anonymity don't do it too soon. Go ahead and write your
dissertation using the real names. Then at the end of the
writing stage you can easily have the computer make all of the
appropriate name substitutions. If you make these substitutions
too early it can really confuse your writing.
► 20. As you get involved in the actual writing of your
dissertation you will find that conservation of paper will begin
to fade away as a concern. Just as soon as you print a draft of a
chapter there will appear a variety of needed changes and
before you know it another draft will be printed. And, it seems
almost impossible to throw away any of the drafts! After
awhile it will become extremely difficult to remember which
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draft of your chapter you may be looking at. Print each draft
of your dissertation on a different color paper. With the
different colors of paper it will be easy to see which is the
latest draft and you can quickly see which draft a committee
member might be reading.
► 21. The one area where I would caution you about using a
word processor is in the creation of elaborate graphs or tables.
I've seen too many students spend too many hours in trying to
use their word processor to create a graph that could have been
done by hand in 15 minutes. So, the simple rule is to use hand
drawing for elaborate tables and graphs for the draft of
your dissertation. Make sure your committee can clearly
understand your graph, but don't waste the time trying to make
it perfect. After you defend your dissertation is the time to
prepare the "perfect" looking graphs and tables.
► 22. Dissertation-style writing is not designed to be
entertaining. Dissertation writing should be clear and
unambiguous. To do this well you should prepare a list of key
words that are important to your research and then your writing
should use this set of key words throughout. There is nothing
so frustrating to a reader as a manuscript that keeps using
alternate words to mean the same thing. If you've decided that
a key phrase for your research is "educational workshop", then
do not try substituting other phrases like "in-service program",
"learning workshop", "educational institute", or "educational
program." Always stay with the same phrase - "educational
workshop." It will be very clear to the reader exactly what you
are referring to.
► 23. Review two or three well organized and presented
dissertations. Examine their use of headings, overall style,

17

typeface and organization. Use them as a model for the
preparation of your own dissertation. In this way you will have
an idea at the beginning of your writing what your finished
dissertation will look like. A most helpful perspective!
► 24. A simple rule -- if you are presenting information in
the form of a table or graph make sure you introduce the
table or graph in your text. And then, following the insertion
of the table/graph, make sure you discuss it. If there is nothing
to discuss then you may want to question even inserting it.
► 25. Another simple rule -- if you have a whole series of
very similar tables try to use similar words in describing
each. Don't try and be creative and entertaining with your
writing. If each introduction and discussion of the similar
tables uses very similar wording then the reader can easily spot
the differences in each table.
► 26. We are all familiar with how helpful the Table of
Contents is to the reader. What we sometimes don't realize is
that it is also invaluable to the writer. Use the Table of
Contents to help you improve your manuscript. Use it to
see if you've left something out, if you are presenting your
sections in the most logical order, or if you need to make your
wording a bit more clear. Thanks to the miracle of computer
technology, you can easily copy/paste each of your headings
from throughout your writing into the Table of Contents. Then
sit back and see if the Table of Contents is clear and will make
good sense to the reader. You will be amazed at how easy it
will be to see areas that may need some more attention. Don't
wait until the end to do your Table of Contents. Do it early
enough so you can benefit from the information it will provide
to you.
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► 27. If you are including a Conclusions/Implications section
in your dissertation make sure you really present conclusions
and implications. Often the writer uses the conclusions/
implications section to merely restate the research findings.
Don't waste my time. I've already read the findings and now,
at the Conclusion/Implication section, I want you to help me
understand what it all means. This is a key section of the
dissertation and is sometimes best done after you've had a few
days to step away from your research and allow yourself to put
your research into perspective. If you do this you will no doubt
be able to draw a variety of insights that help link your research
to other areas. I usually think of conclusions/implications as
the "So what" statements. In other words, what are the key
ideas that we can draw from your study to apply to my areas of
concern.
► 28. Potentially the silliest part of the dissertation is the
Suggestions for Further Research section. This section is
usually written at the very end of your writing project and little
energy is left to make it very meaningful. The biggest problem
with this section is that the suggestions are often ones that
could have been made prior to you conducting your research.
Read and reread this section until you are sure that you
have made suggestions that emanate from your experiences
in conducting the research and the findings that you have
evolved. Make sure that your suggestions for further research
serve to link your project with other projects in the future and
provide a further opportunity for the reader to better understand
what you have done.
► 29. Now it's time to write the last chapter. But what
chapter is the last one? My perception is that the last chapter
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should be the first chapter. I don't really mean this in the
literal sense. Certainly you wrote Chapter One at the
beginning of this whole process. Now, at the end, it's time to
"rewrite" Chapter One. After you've had a chance to write
your dissertation all the way to the end, the last thing you
should do is turn back to Chapter One. Reread Chapter One
carefully with the insight you now have from having completed
Chapter Five. Does Chapter One clearly help the reader move
in the direction of Chapter Five? Are important concepts that
will be necessary for understanding Chapter Five presented in
Chapter One?
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The Thesis/Dissertation Defense
What a terrible name -- a dissertation defense. It seems to
suggest some sort of war that you're trying to win. And, of
course, with four or five of them and only one of you it sounds
like they may have won the war before the first battle is held. I
wish they had called it a dissertation seminar or professional
symposium. I think the name would have brought forward a
much better picture of what should be expected at this meeting.
Regardless of what the meeting is called, try to remember that
the purpose of the meeting is for you to show everyone how
well you have done in the conducting of your research study
and the preparation of your dissertation. In addition there
should be a seminar atmosphere where the exchange of ideas is
valued. You are clearly the most knowledgeable person at this
meeting when it comes to your subject. And, the members of
your committee are there to hear from you and to help you
better understand the very research that you have invested so
much of yourself in for the past weeks. Their purpose is to
help you finish your degree requirements. Of course other
agenda often creep in. If that happens, try to stay on course
and redirect the meeting to your agenda.
The following ideas should help you keep the meeting on your
agenda.
► 30. The most obvious suggestion is the one seldom
followed. Try to attend one or more defenses prior to yours.
Find out which other students are defending their research and
sit in on their defense. In many departments this is expected of
all graduate students. If this is not the case for you, check with
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your adviser to see that you can get an invitation to attend some
defenses.
At the defense try and keep your focus on the interactions that
occur. Does the student seem relaxed? What strategies does
the student use to keep relaxed? How does the student interact
with the faculty? Does the student seem to be able to answer
questions well? What would make the situation appear better?
What things should you avoid? You can learn a lot from sitting
in on such a meeting.
► 31. Find opportunities to discuss your research with your
friends and colleagues. Listen carefully to their questions.
See if you are able to present your research in a clear and
coherent manner. Are there aspects of your research that are
particularly confusing and need further explanation? Are there
things that you forgot to say? Could you change the order of
the information presented and have it become more
understandable?
► 32. I hope you don't try circulating chapters of your
dissertation to your committee members as you are writing
them. I find this practice to be most annoying and one that
creates considerable problems for the student. You must work
closely with your dissertation director. He/she is the person
you want to please. Develop a strategy with the dissertation
director regarding how and when your writing should be
shared. Only after your dissertation director approves of what
you have done should you attempt to share it with the rest of
the committee. And by then it's time for the defense. If you
prematurely share sections of your writing with committee
members you will probably find yourself in a situation where
one committee member tells you to do one thing and another
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member says to do something else. What should you do? The
best answer is not to get yourself into such a predicament. The
committee meeting (the defense) allows the concerns of
committee members to surface in a dialogical atmosphere
where opposing views can be discussed and resolved.
► 33. It's important that you have the feeling when entering
your defense that you aren't doing it alone. As was
mentioned earlier, your major professor should be seen as an
ally to you and "in your corner" at the defense. Don't forget, if
you embarrass yourself at the defense you will also be
embarrassing your dissertation director. So, give both of you a
chance to guarantee there is no embarrassment. Meet together
ahead of time and discuss the strategy you should use at the
defense. Identify any possible problems that may occur and
discuss ways that they should be dealt with. Try and make
the defense more of a team effort.
► 34. Don't be defensive at your defense (this sounds
confusing!). This is easy to say but sometimes hard to fulfill.
You've just spent a considerable amount of time on your
research and there is a strong tendency for YOU to want to
defend everything you've done. However, the committee
members bring a new perspective and may have some very
good thoughts to share. Probably the easiest way to deal with
new input is to say something like "Thank you so much for
your idea. I will be giving it a lot of consideration." There,
you've managed to diffuse a potentially explosive situation and
not backed yourself or the committee member into a corner.
Plus, you've not promised anything. Try and be politically
astute at this time. Don't forget that your ultimate goal is to
successfully complete your degree.
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► 35. Probably the most disorganized defense I've attended is
the one where the dissertation director began the meeting by
saying, "You've all read the dissertation. What questions do
you have for the student?" What a mess. Questions started to
be asked that bounced the student around from one part of the
dissertation to another. There was no semblance of order and
the meeting almost lost control due to its lack of organization.
At that time I vowed to protect my students from falling into
such a trap by helping them organize the defense as an
educational presentation.
Here's what we do:
I ask the student to prepare a 20-25 minute presentation
that reviews the entire study. This is done through the
help of a series of 10-12 large pieces of paper, wall
charts, that have been posted sequentially around the
walls of the room. Each piece of paper contains key
words regarding each of the different aspects of the
study. Some pieces of paper contain information about
the study setting, questions and methodology. Other
pieces of paper present findings and finally there are
those pieces that present the conclusions and
implications. By preparing these wall charts ahead of
time the student is able to relax during the presentation
and use the pieces of paper as if they were a road map
toward the goal. No matter how nervous you are you
can always let the wall charts guide YOU through your
presentation. Lettering is done with a dark marking pen
and extra notes are included in very small printing with
a pencil (that no one can really see). We've also tried it
with overhead projected transparencies but it doesn't
work as well. With the transparencies they're gone
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from view after a few seconds. The wall charts stay up
for everyone to see and to help focus attention.
Following this structured presentation the committee begins to
ask questions, but as can be expected the questions follow
along with the wall charts and the whole discussion proceeds in
an orderly manner. If guests are present at the defense, this
form of presentation helps them also follow along and
understand exactly what was accomplished through the
research.
► 36. Consider tape recording your defense. Using a small
portable recorder, record your entire presentation and also the
questions and comments of the committee members. This
helps in two ways. First, the student has documentation to
assist in making suggested changes and corrections in the
dissertation. The student can relax more and listen to what is
being said by the committee members. The tape recorder is
taking notes! Second, the student has a permanent record of
his/her presentation of the study. By keeping the paper charts
and the tape together, they can be most useful for reviewing the
research in future years when a request is made for a
presentation. (Bring out the tape and the pieces of paper the
night before your presentation and you can listen to you make
the presentation. What a good way to review.)

Well that about does it. By following the above suggestions
and ideas I hope it will be possible for you to finish your
graduate degree program in a most timely and enjoyable
manner. By looking ahead to the different aspects of this final
part of your graduate study it becomes clear that you can do a
number of things to insure your success. Good luck!
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► 37. Oh, I almost forgot. There's one last thing. Get busy
and prepare an article or paper that shares the outcomes of
your research. There will be no better time to do this than
now. Directly after your defense is when you know your study
the best and you will be in the best position to put your
thinking on paper. If you put this writing task off it will
probably never get done. Capitalize on all of the investment
you have made in your research and reap some additional
benefit - start writing.
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Also from LearnerAssociates.net –
Teaching At A Distance:
From Concept To Practice
A 5 week interactive online workshop focused on distance
education. Modeling the very best in distance education
pedagogy, "Teaching At A Distance: From Concept to
Practice" involves you in every aspect of distance education by
involving you as a distance education learner.

Learners, Learners Everywhere:
The Challenge of Teaching At A Distance
An exciting new “learner-focused” guide for distance
educators. Deals with every aspect of creating a powerful
distance education program that encourages learning.

Guide For Writing A Funding Proposal
Created to help empower people to be successful in gaining
funds for projects that provide worthwhile social service. A
major theme that runs throughout the Guide is a concern for the
development of meaningful cooperative relationships - with
funding agencies, with community organizations, and with the
people you are serving - as a basis for the development of
strong fundable initiatives. The Guide is built on the
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assumption that it is through collaboration and participation at
all levels that long term change can be affected.

Mirror, Mirror On The Wall:
Reflections On teaching And Learning
A wonderfully written series of essays that challenge educators
to use reflection as a way to inform their practice.

28

Meet S. Joseph Levine –
Joe started out in life to become an engineer, then a music
educator, then a professional musician, then a guidance
counselor, then… He
finally ended up as a
Professor of
Education – spending
37 years on the
faculty of Michigan
State University.
Throughout his career
he has been guided by
a concern for helping
people learn. And,
most especially, the
field of adult learning
- understanding how
adults learn, helping others recognize the uniqueness of the
adult learner, and creating educational programs for adult
learners. It was only natural that his teaching and advising of
graduate students was drawn from this concern for adults as
learners.
This Guide is a result of that concern and is designed to help
graduate students better understand the dissertation/thesis
project so that they may be empowered in the process of
successfully completing their graduate studies.
Joe lives with his family in Okemos, Michigan (a suburb of
East Lansing). When not being consumed by the worldwide
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web he can usually be found doing a bit of woodworking,
operating his amateur radio station or playing his clarinet.
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How to Grade a Dissertation
Faculty have implicit standards for evaluating the dissertation. They owe it to their students to
make those standards explicit.
By Barbara E. Lovitts

The PhD dissertation is the ultimate educational product. It reflects the training of its author and
the technical, analytical, and writing skills he or she developed in a doctoral program. Successful
completion of the dissertation and the award of the PhD certify that the degree recipient can do
independent scholarly work. That much is generally agreed. But who decides what an acceptable
dissertation looks like? What are the standards by which faculty evaluate dissertations?
Identifying these criteria—and they do exist, however reluctant faculty are to write them down—
could help faculty develop informed measures of learning outcomes. These measures would
constitute powerful indicators of the success of research training, provide a method for evaluating
PhD programs, and allow more objective comparisons among them. Such standards would also
make evaluation of dissertations more valid and reliable across candidates in a department or
field.
This article draws on a study that asked faculty to make explicit their implicit criteria for evaluating
dissertations. The study aimed to help departments, disciplines, and universities develop
objective standards for the outcome of doctoral training—the dissertation—and to use these
standards in two ways. At the student level, the goal is to employ them to improve graduate
education and training and make it more transparent to students; at the program level, it is to
assess educational effectiveness.

The Study

In 2003–04, 276 faculty members in 74 departments across 10 disciplines at 9 research
universities participated in focus groups in which they were asked to characterize dissertations
and their components (the problem statement, the literature review, theory, methods, analysis,
and discussion or conclusion) at four different quality levels—outstanding, very good, acceptable,
and unacceptable. They were also asked what it means to make an original and significant
contribution in their disciplines and what the purpose of the dissertation is. The study targeted
faculty members who had produced high numbers of PhDs in four science disciplines (biology,
electrical and computer engineering, physics or physics and astronomy, and mathematics); three
social science disciplines (economics, psychology, and sociology); and three humanities
disciplines (English, history, and philosophy).
To get a measure of the faculty members’ experience and productivity, we asked them to specify
how long they had been a professor, how many dissertations they had supervised, and how many
dissertation committees they had served on. Together, the 272 focus group members who
provided background information had 6,129 years of experience, had advised approximately
3,470 dissertations, and had sat on about 9,890 dissertation committees. The average focus
group participant had been a professor for 22 years, advised 13 dissertations, and served on 36
dissertation committees.
The faculty members said that they often make holistic judgments about the quality of a
dissertation after they have read it. In other words, they do not have a mental checklist of items
against which they assess a dissertation. Still, our results demonstrate that faculty members do
make quality judgments about dissertations and that they can (and did) make those judgments

explicit. Across focus groups and disciplines, there was a high degree of consistency in the way
faculty members characterized the levels of quality we identified (see table 1). However, no
dissertation does or can achieve all of the individual benchmarks the group identified. Indeed,
taken together, some of the items are self-contradictory.

Outstanding

When we asked faculty members to characterize outstanding dissertations, they often said that
such work defied explication, that there was no single feature or set of defining features: “You
know it when you see it.” Even though outstanding dissertations are rare—they come along once
or twice a decade, if that often, the focus group participants said—the faculty members liked
talking about this quality level more than any other.
They said outstanding dissertations are characterized by originality, high-quality writing, and
compelling consequences. They said such dissertations display a richness of thought and insight
and make an important breakthrough. Their clear and persuasive writing provides a glimpse into
the mind of the author—you can see how the student is thinking. Moreover, they are a pleasure to
read; they are “page turners.” When faculty members read outstanding dissertations, they say,
“Wow! Why didn’t I think of that?” Each individual component of the dissertation is outstanding,
and the components are integrated seamlessly throughout the dissertation.
The faculty members described students who produce outstanding dissertations as very creative
and intellectually adventurous. They love, and are passionate about, what they are doing, and
they display intense curiosity and drive. They leap into new territory and transfer ideas from place
to place. Although they often have great advisers with whom they have rich and satisfying
intellectual exchanges, outstanding students typically think and work independently, the focus
group participants reported. At the same time, an outstanding dissertation can also be a function
of luck. The student may simply be in the right place at the right time.

Very Good
The focus groups indicated that most of the dissertations they see are “very good,” which is the
level of quality the faculty members said they expect of most graduate students. Consequently,
they had less to say about very good dissertations than about the other quality levels. Very good
dissertations are solid and well written, but they are distinguished by being “less”—less original,
less significant, less ambitious, less exciting, and less interesting than outstanding dissertations.
They display mastery of the field, address the next question or problem in a research program,
and are executed competently and confidently. One or more components of the dissertation may
not be as strong as the others. The work expands rather than alters the thinking of a field.
The focus group participants said that students who produce very good dissertations show drive
and ability. They have good technical skills, but they may not be in control of all the elements of
the dissertation. Sometimes, according to the participants, what might have been an outstanding
dissertation ends up being “only” very good because the student did not have or take the time to
develop his or her ideas. The student may have run out of time or money, had a job waiting, or
may simply have wanted to get on with life. In experimental disciplines, the dissertation may be
very good rather than outstanding because experiments did not work out as planned, or the
results were not as crisp and clear as expected.

Acceptable

In discussing the acceptable dissertation, many focus groups distinguished between acceptable
dissertations and marginally acceptable ones, although their discussion of the two was often
blurred. Participants explained that acceptable dissertations adequately meet the criteria for the
award of the PhD, whereas marginally acceptable ones are just barely over the threshold of
acceptability—they pass the “gag test.”

The participants agreed that acceptable dissertations are somewhat pedestrian and distinguished
by being “not very”—not very original, significant, exciting, or interesting. They contain an
acceptable amount of solid work that demonstrates that the student can do research. The work is
often a highly derivative, small extension of someone else’s work. The writing is good enough, but
the dissertation is a chore to read.
The acceptable dissertation adds little to the field and lacks consequence.
Students who produce acceptable dissertations were said to be functioning close to their
capabilities. Although most are bright, they are missing “a certain quality of mind”—they lack
intellectual power and the ability to think like a researcher. They also lack independence and
initiative and thus require coaching and hand holding. Their advisers often give them their topics
or problems, feed them ideas, and spend much time writing and copy editing their work.
Sometimes, acceptable dissertations are the function of circumstance or bad luck. For example, a
student may not have been in residence and, consequently, not received the advice and
guidance needed to produce a better-quality dissertation. More often, students rush their
dissertations because they have accepted a job or a postdoctoral position or run out of funds.
Others have a family to support or simply run out of steam.
In experimental disciplines, otherwise good dissertations are considered acceptable when
experiment(s) do not work out, and students get null or negative results.
The focus group participants said that advisers and dissertation committees adjust their
standards and expectations for students who produce acceptable and marginally acceptable
dissertations. The primary consideration is that the student fulfilled the contract. That is, the
student worked hard, did what he or she promised to do in the dissertation proposal, and
demonstrated competence. The faculty members also take into consideration such “extraneous”
factors as their judgments about the person and the type of career the student is planning.
Indeed, a few focus groups debated whether the PhD should be awarded solely on the basis of
the quality of the product (the dissertation), or whether their feelings about the person and their
knowledge of the process the student had been through should play a role in their decision to
award the degree. Ultimately, the “hidden criterion” for the award of the PhD is that the student
will not embarrass or harm the reputation of the adviser, the committee members, the
department, or the university.

Unacceptable

When asked about the unacceptable dissertation, participants balked. They asserted that they
rarely, if ever, failed a dissertation, that dissertations of unacceptable quality were seldom allowed
to come before a dissertation committee, that students who produced unacceptable dissertations
would probably drop out of the program before advancing to a defense, and that it was the
adviser’s responsibility to prevent unacceptable dissertations from going forward. The faculty
members noted that when they did see an unacceptable dissertation, it was usually the adviser’s
fault; the student had not been given the opportunity to do well. Because so few of the focus
group members had ever been on a committee that failed a dissertation, the characterization of
the unacceptable dissertation is based primarily on their experience with unacceptable drafts.
Unacceptable dissertations are poorly written and full of errors and mistakes. They are
distinguished by “not”—not original, not thoughtful, and not well done. Unacceptable dissertations
do not have a good or clearly defined question or problem. They exhibit a poor grasp of the field
and either do not use the proper methods or use them inappropriately. Unacceptable
dissertations do not yield new or relevant results, and those they yield are often misinterpreted or
oversold.

The participants agreed that students produce unacceptable dissertations for different reasons.
Most, however, cannot master professional standards and do not have what it takes to be a
researcher. Some should not have been admitted into a program in the first place or should have
been stopped before advancing to candidacy. Others cannot handle a big project; they do not
understand what needs to done. Many cannot or will not take their adviser’s advice or criticism
into account and, consequently, produce one bad revision after another. Yet others are capable
of producing acceptable dissertations but fail to do so because they have taken jobs or otherwise
left the university and have not kept up with research in their area. The result is an unoriginal or
out-of-date product. Some fail because they push for the defense even though their advisers
have told them they were not ready to defend.
Many advisers simply wait for students whose work is unacceptable to get discouraged and leave
instead of proactively terminating them. Some try to disassociate themselves from such students
by sending “signals” or by telling them to find another adviser. Others use the defense to get rid of
the student. In rare instances, when an unacceptable dissertation makes it to defense,
dissertation committees often seek excuses to pass it. They will take into consideration such
things as their feelings about the person rather than the objective document. In the end, most
defer to the adviser, hold their noses, and vote to pass.

Practical Implications

Faculty members and administrators who want to develop standards by which to judge
dissertations must develop their own performance expectations for their local circumstances and
translate them into rubrics, or criteria that identify the expected dimensions of a dissertation. The
rubrics should include a detailed description of what constitutes different levels of
accomplishment for each of those dimensions.
Rubrics can be developed by analyzing existing products (dissertations in this case), or by
reflecting on the objectives of a learning task—which is probably easier for a product the size of a
dissertation. In their 2004 book, Introduction to Rubrics: An Assessment Tool to Save Grading
Time, Convey Effective Feedback, and Promote Student Learning, Dannelle Stevens and Antonia
Levi describe a four-stage process for developing rubrics based on reflection. The first stage
involves reflecting on performance outcomes, or what faculty want from students. In the second
stage, the rubric developer identifies and lists the details of the task and the learning goals. In the
third stage, grouping and labeling, he or she organizes the reflections into component skills,
which then become the dimensions of the rubric. The fourth stage, application, involves
transferring the lists and groupings to the rubric grid and filling in descriptions for each dimension
at each quality level. Table 2 illustrates some of the dimensions that emerged from the focus
groups’ discussion of the components of the dissertation.
Departments or divisions can meet to work out rubrics for dissertations and their components and
even for course assignments, seminar papers, or qualifying examinations. The best advice I can
offer for working toward shared understandings of expectations about quality is to write
everything down while it’s being said—on a blackboard or a flipchart, for example. When faculty
members see the proposed characteristics against each other, it’s easier to debate their merits
and move toward a consensus.

Rubrics and Students

Faculty members can use rubrics formatively with students during the research and drafting
stages of the dissertation. Ideally, rubrics should be given to and discussed with students at the
beginning of the course or program in which they will be used. For the dissertation, optimal times
may be during orientation or the proseminar and again in a dissertation preparation course, if the
program has one. Many focus group members and doctoral students who participated in a study
that supplemented the one described in this article expressed interest in putting performance
expectations in graduate student handbooks and on departmental Web sites.

The rubrics help inform students about the expectations of the discipline or profession and its
standards for excellence for research and communication. They provide students with
benchmarks against which they can judge and revise their work, thus enhancing their ability to
assess and correct their own work and that of their peers (and thereby reducing the amount of
work advisers and committee members have to do). In short, the more time departments and
faculty spend up front explaining and discussing the criteria in rubrics with students, the smoother
and easier the process should be for everyone.
In addition to talking to students about the expectations contained in a rubric, advisers and
committee members can and should use it to provide feedback to students on dissertation
proposals and chapter drafts. As they read a proposal or draft, faculty members can check or
circle the level of performance demonstrated on each dimension of the rubric and return it to the
student with the draft. Besides reducing the comments an adviser or committee member may
need to write on the draft, the rubric will help students see how their work differs from the target
level and will give them information about what they need to do to progress toward the target.
The target should be very good, not outstanding, because very good is the level most faculty
members expect of most graduate students. Done is better than perfect. Graduate school is the
beginning, not the end, of a career. The goal should be to use rubrics to help doctoral students
achieve the highest level possible in light of their needs, capabilities, and professional aspirations,
and to get them out of graduate school and into their careers.

Rubrics and Programs

Because rubrics provide a rich record of student achievement, departments, disciplines, and
universities can use them to register the aggregate performance outcomes for dissertations for a
department, for program or specialty areas, for individual advisers, or for types of dissertations
(for example, quantitative versus qualitative, historical, theoretical, or empirical). These aggregate
rubrics can offer departments and other stakeholders formal, systematic, evidence-based
information about the doctoral program.
As dissertations come up for defense, the adviser, all committee members, or the dean’s
representative (outside committee member) could be asked to check or circle the demonstrated
level of performance on each dimension on a rubric. (Committees should produce a consensus
rubric.) The performance on the different dimensions of a dissertation would then be transferred
to a master rubric in the form of checks or tally marks.
After the results of a set of dissertations have been recorded on the master rubric, patterns of
student performance should become evident. For example, the master rubric might indicate that
most students’ methodology and analytical techniques fall in the very good range but that fewer
students do a good job of aligning theory and methods, or that students who took theory with
Professor X do better theoretical work than students who took theory with Professor Y. These
patterns should help advisers, departments, and universities identify strengths and weaknesses
in many different areas: pedagogy, instructional design, curricular and co-curricular design,
institutional programs and services that support student learning, educational resources and
tools, educational opportunities, and student advising. This information can then be used to build
on the strengths of graduate programs and modify their weaknesses.
The faculty members said that they often make holistic judgments about the quality of a
dissertation after they have read it. They do not have a mental checklist of items against which
they assess a dissertation.
In rare instances, when an unacceptable dissertation makes it to defense, dissertation
committees seek excuses to pass it. Most defer to the adviser, hold their noses, and vote to pass.

Table 1. The Characteristics of Dissertations

Below are the criteria the focus group members specified for each level of dissertation quality.
Outstanding

Acceptable

• Is original and significant, ambitious, brilliant, clear, clever,
coherent, compelling, concise, creative, elegant, engaging,
exciting, interesting, insightful, persuasive, sophisticated,
surprising, and thoughtful
• Is very well written and organized
• Is synthetic and interdisciplinary
• Connects components in a seamless way
• Exhibits mature, independent thinking
• Has a point of view and a strong, confident, independent,
and authoritative voice
• Asks new questions or addresses an important question or
problem
• Clearly states the problem and why it is important
• Displays a deep understanding of a massive amount of
complicated literature
• Exhibits command and authority over the material
• Argument is focused, logical, rigorous, and sustained
• Is theoretically sophisticated and shows a deep
understanding of theory
• Has a brilliant research design
• Uses or develops new tools, methods, approaches, or
types of analyses
• Is thoroughly researched
• Has rich data from multiple sources
• Analysis is comprehensive, complete, sophisticated, and
convincing
• Results are significant
• Conclusion ties the whole thing together
• Is publishable in top-tier journals
• Is of interest to a larger community and changes the way
people think
• Pushes the discipline’s boundaries and opens new areas
for research

• Is workmanlike
• Demonstrates technical competence
• Shows the ability to do research
• Is not very original or significant
• Is not interesting, exciting, or surprising
• Displays little creativity, imagination, or insight
• Writing is pedestrian and plodding
• Has a weak structure and organization
• Is narrow in scope
• Has a question or problem that is not exciting—is often
highly derivative or an extension of the adviser’s work
• Displays a narrow understanding of the field
• Reviews the literature adequately—knows the literature
but is not critical of it or does not discuss what is
important
• Can sustain an argument, but the argument is not
imaginative, complex, or convincing
• Demonstrates understanding of theory at a simple level,
and theory is minimally to competently applied to the
problem
• Uses standard methods
• Has an unsophisticated analysis—does not explore all
possibilities and misses connections
• Has predictable results that are not exciting
• Makes a small contribution

Unacceptable

• Is poorly written
• Has spelling and grammatical errors
• Has a sloppy presentation
• Contains errors or mistakes
• Plagiarizes or deliberately misreads or misuses sources
• Does not understand basic concepts, processes, or
conventions of the discipline
Very Good
• Lacks careful thought
• Is solid
• Looks at a question or problem that is trivial, weak,
• Is well written and organized
unoriginal, or already solved
• Has some original ideas, insights, and observations, but is • Does not understand or misses relevant literature
less original, significant, ambitious, interesting, and exciting
• Has a weak, inconsistent, self-contradictory,
than the outstanding category
unconvincing, or invalid argument
• Has a good question or problem that tends to be small and • Does not handle theory well, or theory is missing or
traditional
wrong
• Is the next step in a research program (good normal
• Relies on inappropriate or incorrect methods
science)
• Has data that are flawed, wrong, false, fudged, or
• Shows understanding and mastery of the subject matter
misinterpreted
• Has a strong, comprehensive, and coherent argument
• Has wrong, inappropriate, incoherent, or confused
• Includes well-executed research
analysis
• Demonstrates technical competence
• Includes results that are obvious, already known,
• Uses appropriate (standard) theory, methods, and
unexplained, or misinterpreted
techniques
• Has unsupported or exaggerated interpretation
• Obtains solid, expected results or answers
• Does not make a contribution
• Misses opportunities to completely explore interesting
issues and connections
• Makes a modest contribution to the field but does not open
it up

Table 2. Some Dimensions of the Different Components of the Generic
Dissertation

The following dimensions emerged from the analysis of the results of the study described in
this article.
Component 1: Introduction
The introduction
• Includes a problem statement
• Makes clear the research question to
be addressed
• Describes the motivation for the study
• Describes the context in which the
question arises
• Summarizes the dissertation’s
findings
• Discusses the importance of the
findings
• Provides a roadmap for readers

Component 4: Methods
The methods applied or developed are
• Appropriate
• Described in detail
• In alignment with the question
addressed and the theory used In addition, the
author demonstrates
• An understanding of the methods’
advantages and disadvantages
• How to use the methods

Component 5: Results or Analysis
The analysis
• Is appropriate
Component 2: Literature Review
• Aligns with the question and hypotheses
The review
raised
• Is comprehensive and up to date
• Shows sophistication
• Shows a command of the literature
• Is iterative
• Contextualizes the problem
In addition, the amount and quality of data or
• Includes a discussion of the literature information is
that is selective, synthetic, analytical, and
• Sufficient
thematic
• Well presented
• Intelligently interpreted
The
author also cogently expresses
Component 3: Theory
•
The insights gained from the study
The theory that is applied or developed
•
The study’s limitations
• Is appropriate
• Is logically interpreted
Component 6: Discussion or Conclusion
• Is well understood
• Aligns with the question at hand
The conclusion
• Summarizes the findings
In addition, the author shows
• Provides perspective on them
comprehension of the theory’s
• Refers back to the introduction
• Strengths
• Ties everything together
• Limitations
• Discusses the study’s strengths and
weaknesses
• Discusses implications and applications
for the discipline
• Discusses future directions for research
Barbara Lovitts is a senior program officer at the Center for the Advancement of Scholarship on
Engineering Education at the National Academy of Engineering. She is author of Leaving the
Ivory Tower: The Causes and Consequences of Departure from Doctoral Study. Her book Making
the Implicit Explicit: Creating Performance Expectations and Assessing the Outcomes of Doctoral
Education is forthcoming from Stylus Publishing.
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Tips for Making Scientific Posters

Courtesy B. DeMarco

Source: The Craft of Scientific Presentations, Michael Alley
See also http://www.writing.eng.vt.edu/posters.html

Why a scientific poster?
One of the most common methods of disseminating
scientific information at conferences!
Allows one to convey more
details than in a talk

Provides an opportunity for
more Q&A exchange
between author and reader
than a talk or paper

Key features of a poster
Key features of a scientific poster:
Must attract an audience:
Prominent title
Attractive figures (lots)
Clean, open layout

Must quickly orient the reader to the
key points
Should be logically arranged
Should contain all elements of a
good research paper:

Good!

Motivation/Background
Procedures/Experimental
Results/Analysis
Conclusions
Acknowledgments

Should have clearly labeled sections

Key features of a poster
Key features of a scientific poster:
Must attract an audience:
Prominent title
Attractive figures (lots)
Clean, open layout

Must quickly orient the reader to the
key points
Should be logically arranged
Should contain all elements of a
good research paper:

Not so good!

Motivation/Background
Procedures/Experimental
Results/Analysis
Conclusions
Acknoweldgments

Should have clearly labeled sections

Posters should have more description than a talk
slide, less description than a paper
Too little description:

Posters should have more description than a talk
slide, less description than a paper
(Way) too much description:

How to get started:
Choose a poster layout

vertical columns

contrasting fields

centered images
w/ explanations

How to get started:
Sketch your organizational plan on paper
Write down the key ideas in each section
Identify the figures/results that best convey your ideas in each section
Title
Authors & Affiliations
Analysis

Intro/Motivation
main point #1

Results

main point #1

main point #2

main point #1

main point #2

main point #2

Conclusions

main point #3

main point #1

Background
main point #1
main point #2

main point #2

Acknowledgments

How to get started:

Make sure there’s a coherent “flow” in your sections

You’re telling a story, so make sure the reader knows where to start and end

http://www.owlnet.rice.edu/~cainproj/designing.html

How to get started:
Use lots of blank space around margins to define sections:

Courtesy B. DeMarco

How to get started:

Setting up PowerPoint:
Select “Page Setup” under File Menu
Slides sized for: Custom
Orientation of slides: Landscape
Width of slides: 56 inches
Height of slides: 28 inches
Title: 90-120 pt, sans serif font
Author: 48-60 pt. sans serif
Headings: 70-80 pt. sans serif
Main text: 36-40 pt. sans serif

Other tips: Text
Text and figures should be legible from 3-5 feet away: 36 pt. font size minimum!
Edit excessive text!! Poster should have roughly 20% text, 40% figures, 40% space
Use sans serif fonts: these fonts are more legible than serif fonts from a distance
Headings and other text having the same level of importance should be the same
font size
Generally, putting information in “bullet” form, rather than in sentences, is better:
Revised
Original
Ideal anesthetics should:
The ideal anesthetic should quickly
- offer quick sedation
make the patient unconscious but allow
- provide quick recovery
a quick return to consciousness, have
few side effects, and be safe to handle.
- have few side effects
http://www.owlnet.rice.edu/~cainproj/designing.html

- be safe to handle

Other tips: Color
Use color to define relationships between different areas of the poster
Use color to create coherence and guide the reader through your poster
DON’T overuse color…too much variation will distract from the substance of
your poster
DON’T use color arbitrarily – the reader expects color to mean something, so
they’ll be confused if it’s arbitrarily applied
DON’T use a distracting background, and make sure there’s sufficient
contrast between the background and the text
Beware shading of backgrounds…this sometimes doesn’t show up well
when enlarged to full poster size

Other tips: Figures

Make sure to label all figures with legible fonts and
font sizes
Include a brief caption for the figure, or explicitly refer
to the figure in the text
Make sure your images and figures are of
sufficiently high resolution to be enlarged
Make sure your figures advance the points you’re
making in the text
Use darker background for lighter figures/pictures, and a
lighter background for darker figures/pictures

Critique these posters:

Critique these posters:

Critique these posters:

Critique these posters:

Critique these posters:

Critique these posters:

Informal Homework Assignment


Go to the “classroom corridor” on the first
floor of Loomis to check out the Senior
Thesis posters



look at and critique the posters you see
which ones are most effective?






capture your interest
easily navigable
etc., etc.

What features of posters you see should you
avoid?

