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[bookmark: _Toc111557046]Program Overview
0. [bookmark: _Toc481754954][bookmark: _Toc111557047]Goals and Objectives 
The Doctor of Philosophy (Ph.D.) degree is the highest scholarly degree awarded by Michigan State University. The goal of the Ph.D. program in the Department of Communicative Sciences and Disorders (CSD) is to provide students with the necessary skills and knowledge to undertake productive academic and scientific careers, include teaching at the college/university level and conducting research in the basic and applied sciences related to communication and swallowing.
The following educational and scientific goals are emphasized in the CSD doctoral program:
Understanding of the principles of scientific inquiry, ethics, and scholarly values
Knowledge of the discipline of communicative sciences and disorders, including its history, issues, methods, and trends
Expertise in an area of specialization, combined with the ability to generate and actively address important research questions in that area
Proficiency in appropriate research, design, analytical, and technical skills
Ability to communicate the results of research, including presentations at professional meetings and publication in peer-reviewed journals
Understanding of methods for applying for research support and funding
[bookmark: _Toc111557048]Department Goals and Responsibility
The department has certain obligations to graduate students. Likewise, students have certain obligations to the department and to themselves. The department will strive to foster an environment that is supportive of excellence in scholarship and of mutual trust, respect for differences, and integrity. Specifically, the department will provide students:
An environment that supports scholarly attainment and meritorious scientific research
Sensitivity and responsiveness to academic needs and desires, as well as cultural and linguistic backgrounds; the flexibility to make changes when needed, such that the program meets individual goals
Encouragement for creative original study and research
An annual evaluation of the students’ program and progress
Support and resources for a positive and productive graduate education experience
Access to department bylaws and policies, including an avenue for input and representation
Clear explanation of procedures for filing appeals and grievances
Reasonable accommodations for disabilities, both as students and graduate assistants as applicable
[bookmark: _Toc481754956][bookmark: _Toc111557049]Student Goals and Responsibilities
Students are expected to meet the following goals and responsibilities during their programs:
To demonstrate aptitude for, and sustained interest in, all aspects of the program, such that all requirements for the degree will typically be completed in 4 to 5 years (including summers)
To produce research work that is worthy of publication, recognizing that publication is a fulfillment of the responsibility to share information with the scientific community
To strive for superior performance in academic, research, and other pursuits
To participate in departmental seminars and colloquia
To participate, when possible and practical, in departmental teaching, research, or clinical programs as a means of developing skills in these areas, and, if applicable, to effectively fulfill assigned responsibilities as a graduate assistant.
[bookmark: _Toc481754957][bookmark: _Toc111557050]FACULTY ADVISOR, GUIDANCE COMMITTEE, and GradPlan
0. [bookmark: _Toc481754958][bookmark: _Toc111557051]Faculty advisor
During the admissions process, a faculty member agrees to serve as the student’s faculty advisor. The role of the faculty advisor is to guide and oversee the student’s doctoral program on behalf of the department. The selection of the faculty advisor is based on the faculty member’s expertise in the area of the student’s research interests and usually arises from early communications between the prospective student and faculty members during the application and admission processes. The student will typically have identified a permanent faculty advisor prior to admission to the program, but the decision must be made no later than the end of the first semester in the program. The appointment of the faculty advisor must be approved by the department chairperson; it can be changed if needed later in the program, or if the faculty member leaves the University before the student has completed the program.
[bookmark: _Toc481754959][bookmark: _Toc111557052]Guidance committee
Within the first semester of study, the student must form a guidance committee, chaired by the faculty advisor. Committee members are selected in consultation with the faculty advisor based on the student’s research area(s). The doctoral program director serves as an ex officio member of all guidance committees. To prepare for forming a guidance committee, students should review the Academic Programs catalog (reg.msu.edu/AcademicPrograms/Print.aspx?Section=394) and read the Guidelines for Graduate Student Advising and Mentoring Relationships (grad.msu.edu/msu-guidelines-graduate-student-mentoring-advising).
Working with the student, the guidance committee plans the doctoral program, modifies the program based on ongoing progress reviews, supervises the student until completion of the program, and works toward the students’ success after graduation. The guidance committee must consist of at least four regular MSU faculty members (“all persons appointed under the rules of tenure and holding the rank of professor, associate professor, assistant professor, or instructor, and persons appointed as librarians”). At least three of the committee members must possess an earned doctoral degree. Two members must be regular faculty from the CSD department, and at least one must be from an MSU department outside of CSD. An Emeritus faculty member may serve as one of the four committee members (including chairperson) with the approval of the CSD department chairperson. A non-tenure-stream faculty member may serve on the guidance committee with the approval of the Dean of the Graduate School. Faculty members from outside MSU may also participate in a guidance committee, and it is common (though not required) for doctoral students in CSD to have members from outside of MSU on their committees. Outside members must be in addition to the four regular MSU faculty members. The number of members who are not MSU regular faculty must not exceed the number of regular faculty on the committee. Instructions for seeking approval from the Dean of the Graduate School for adding non-regular faculty can be found here: grad.msu.edu/non-regular-faculty-committees. 
The membership of the guidance committee may be changed by the student at any time, with approval from the faculty advisor, the doctoral director, and the chair of the department. (This commonly occurs prior to the dissertation stage.) The composition of the guidance committee must be approved by the department chairperson. Students should submit the Request for the Appointment of the Doctoral Guidance Committee form when they form their committee. Students can request changes to their committee directly through GradPlan (Student Information System.) 
The guidance committee must be formed and hold an initial meeting within the first two semesters of doctoral study. Within one semester after the committee meets for the first time, the chair of the guidance committee must submit the Report of the Initial Ph.D. Guidance Committee Meeting form, listing the student’s preliminary plan for achieving degree requirements, a plan of study with an approximate timeline for completion, and tentative information about the student’s predissertation and dissertation projects. Thereafter, the guidance committee is required to meet at least once every academic year and file the Annual Progress Report form to ensure that the student is progressing satisfactorily through the doctoral program. 
[bookmark: _Toc481754963][bookmark: _Toc111557053]Graduate Plan of Study (GradPlan)
GradPlan (updated for 2021) is the electronic system for managing graduate plans at MSU. All official MSU forms and procedures for the doctoral program are completed through GradPlan. This includes the initial creation of the Plan of Study, any modifications to the Plan of Study that occur during the student’s program, course selection, and more. By the last semester in the program the student must enter their IRB number and the Final Dissertation title into GradPlan in order to assure timely processing of their degree certification. 
All CSD Ph.D. students are required to use GradPlan for tracking their Program of Study. GradPlan can be accessed at student.msu.edu (login required). Instructions for using GradPlan are found at: apps.d2l.msu.edu/selfenroll/course/1318550 and sis.msu.edu/training/index.html.
[bookmark: _Toc481754966][bookmark: _Toc111557054]DEGREE COMPONENTS AND REQUIREMENTS
0. [bookmark: _Toc111557055]Number of Credits
The total number of credits required for the CSD doctoral degree depends upon the student’s prior coursework, degrees, and experiences.
[bookmark: _Toc522480360][bookmark: _Toc111557056]Students with a Prior Bachelor’s Degree
Students entering the program with a bachelor’s degree must complete a minimum of 90 graduate credits in order to achieve the Ph.D. degree.
[bookmark: _Toc522480361][bookmark: _Toc111557057]Students with a Prior Master’s Degree
Students entering the program with a prior master’s degree must complete a minimum of 72 credits in order to achieve the Ph.D. degree. Students who completed their master’s degree within three years of enrollment in the doctoral program may transfer up to 9 graduate credits that were not counted for their undergraduate degree toward their doctoral degree.
[bookmark: _Toc522480362][bookmark: _Toc111557058]Dissertation Credits
All students must complete a minimum of 24 dissertation and a maximum of 36 dissertation credits (CSD 999) at MSU. Dissertation credits may not be transferred from another institution. 
[bookmark: _Toc522480363][bookmark: _Toc111557059]Transfer Credits
Students may transfer a maximum of 9 credits to MSU from a prior institution. The duration of a student’s program is timed from when a student first enrolls in the degree program at MSU or the enrollment date for any course that is counted as part of the degree program or transferred from another institution. This rule has implications for the maximum total time that a student can enroll in a doctoral program (8 years). If a student transfers credits from a master’s degree program that was completed 3 years prior to enrollment in the doctoral program, MSU considers the student’s program to have started with the enrollment date of the first transferred credit. 
All credit transfers require approval from the guidance committee. Only courses that contribute to the required components of the Ph.D. program may be transferred. Courses that have no bearing on the student’s doctoral studies plan may not be transferred. The following steps must be completed in order for students to transfer credits.
The doctoral advisor emails the Academic Programs Office, comdis@msu.edu, listing the course(s) and institution(s) to be transferred
The student has an original, official transcript from the prior university sent to: Academic Programs, CSD, 1026 Red Cedar Road, Room 109, East Lansing, MI 48824. 
After this information is received by the Academic Programs Office, the online transfer equivalency form will be completed by the Academic Programs Office. 
Transfer courses typically appear in GradPlan two to four weeks after the transfer equivalency form is processed. 
In some cases, a student may wish to transfer from an existing Ph.D. program. Such special cases must be coordinated with the Ph.D. Program Director, the Department Chair, and the College Associate Dean for Graduate Studies.
[bookmark: _Toc111557060]Coursework
The specific courses required for the CSD doctoral degree depends upon the student’s prior coursework, degrees, and experiences. In all cases, the specific coursework and number of credits for each component of the program must be approved by the guidance committee. The following coursework is required of all students, except where indicated below:
[bookmark: _Toc522480364][bookmark: _Toc111557061]Graduate-level Courses (18 credits)
Students entering the program without a master’s degree will complete at least 18 credits of graduate-level coursework, including 9 credits of clinically focused courses from with CSD, as well as a research experience equivalent to the preparation for a master’s thesis.
[bookmark: _Toc522480365][bookmark: _Toc111557062]CSD Clinical Courses (6 to 9 credits)
Students with a Master’s Degree in another field or a Master’s degree in CSD completed more than 3 years ago will select 2 to 3 courses from the CSD clinical coursework. Additional clinical courses may also be required of students with a clinical master’s degree as determined by the guidance committee. Students who are not required to take CSD clinical courses may still elect to take such courses in consultation with their guidance committee.
[bookmark: _Toc522480366][bookmark: _Toc111557063]CSD Core Courses (6 to 9 credits)
All students will successfully complete at least 2 out of 4 course courses addressing fundamental aspects of the field of communicative sciences and disorders, including
CSD 901: speech perception
CSD 902: speech production
CSD 903: language science
CSD 904: hearing science
These courses are not offered every semester or every year. Students are encouraged to plan carefully so they can take courses of interest to them while being mindful of which courses will be available during their programs.
[bookmark: _Toc522480367][bookmark: _Toc111557064]Methods and Skills Courses (12 to 15 credits)
All students will select courses in statistics and experimental design, as well as in related areas such as signal processing, programming, instrumentation, or imaging. As part of these credits, students will also be required to gain the equivalent of at least 1 credit of content on the scholarship and fundamentals of:
Research (e.g., research ethics, grant-writing, public presentation and dissemination, academic writing)
Education (e.g., course and curriculum design, teaching methods and pedagogy) 
Professional issues for academics (e.g., academic committees, editorial review, multicultural communication and competencies)
In addition to these required credits, students are encouraged to gain additional experiences in these areas (see III. Additional Courses and Experiences).
[bookmark: _Toc522480368][bookmark: _Toc111557065]Specialized Study Courses (18 to 24 credits)
All students will take advanced graduate coursework in their area of research interest. Courses may be within the CSD department or within other departments at the University or beyond. Students may split these specialized study courses into a primary and secondary area as appropriate for their goals and interests. The specific courses that students take must be approved by the guidance committee. 
[bookmark: _Toc111557066]Additional Courses and Experiences
In addition to approved coursework, all students will engage in the following experiences designed to prepare them for academic work in the field:
[bookmark: _Toc481754971][bookmark: _Toc522480369][bookmark: _Toc111557067]Responsible Conduct of Research (RCR) training.
Students must complete RCR training to fulfill annual requirements specified by the MSU Graduate College. If those requirements change during a student’s program, the student will be required to fulfill the more stringent and up-to-date requirement. Information about the Graduate School’s requirements can be found at the following link: grad.msu.edu/rcr. Communication Arts and Sciences information RCR information can be found at: comartsci.msu.edu/responsible-conduct-research-rcr. Students should log into the ABILITY information management system at ora.msu.edu/train/ to complete their on-line RCR training. 
[bookmark: _Toc111557068]Diversity, Equity, and Inclusion (DEI) and Relationship Violence and Sexual Misconduct (RSVM) trainings
All students, faculty, and staff must complete MSU’s online DEI and RVSM trainings. Information about the trainings can be found here on the Office of Regulatory Affairs website: ora.msu.edu/train/ 
[bookmark: _Toc481754970][bookmark: _Toc522480370][bookmark: _Toc481754972][bookmark: _Toc111557069]Research ethics
All students will gain basic knowledge about research ethics during their scholarship and fundamentals and RCR courses. Students are also encouraged to gain additional experience with research ethics through coursework and regular, ongoing discussions with their doctoral advisor. Before engaging in human or animal research, all students must complete the necessary training about subject protection. Appropriate training must be complete before students begin their pre-dissertation or dissertation research, participate in lab rotations, or participate in any other research-related activities. 
Information about the protection of human subjects can be found at: httsp://www.hrpp.msu.edu/.
Information about the protection of animal subjects can be found at: http://animalcare.msu.edu/. 
[bookmark: _Toc522480371][bookmark: _Toc111557070]Grant-writing
All students will gain basic knowledge about grant-writing during their coursework and laboratory experiences described above. Students are also encouraged to gain additional experience with grant-writing either by taking a full 3-credit grant-writing course or by participating in grant-writing with their doctoral advisor. Students are strongly encouraged to go through the process of submitting a grant, such as an NIH F31. Pursuing such funding is considered to be an important and appropriate part of doctoral education in the department.
[bookmark: _Toc481754975][bookmark: _Toc522480372][bookmark: _Toc111557071]Teaching
All students are expected to gain basic knowledge about teaching through interactions with the faculty. Students are also encouraged to gain additional supervised or independent teaching experiences by assisting a faculty member with a course, providing guest lectures, or taking significant independent responsibility for designing and teaching a course. The student’s committee will also work with the students to find additional ways for the student to become involved in teaching experiences.
[bookmark: _Toc522480373][bookmark: _Toc111557072]Other Opportunities 
In addition to required and elective coursework, students are encouraged to participate actively in ongoing department activities, including:
Department, College, and University colloquia, including the Oyer Lecture
Weekly joint writing times, when available
The weekly CAS Proseminar or lecture series, when offered
Open thesis, examination, and dissertation defenses for other students
[bookmark: _Toc111557073]Initial Research Experiences
[bookmark: _Toc481754974][bookmark: _Toc522480374][bookmark: _Toc481754973][bookmark: _Toc111557074]Laboratory rotation(s)
All students will complete at least 1 one-semester research experience in a laboratory other than the lab in which they primarily work (i.e., their doctoral advisor’s lab). This lab may be in CSD, in another MSU department, or outside of MSU. The expected outcome of the rotation will be participation in a research project and submission of a paper on the project. Depending upon the preferences of the faculty supervising the lab rotation, the student may register for up to 3 credits of independent study during the lab rotation, though registration for credit is not required. Students should record their participation in the laboratory rotation in the “other requirements” section in GradPlan. 
[bookmark: _Toc522480375][bookmark: _Toc111557075]Pre-Dissertation Research Project
All students will complete at least one research project prior to beginning their dissertation. Students will be responsible for all aspects of the design and conduct of the project, under the supervision of their faculty advisor. The student may begin the pre-dissertation project at any time after beginning their doctoral program; it must be completed before the student begins the comprehensive examination. The pre-dissertation project is not as formal as the dissertation; it does not require a committee, prospectus meeting, or defense. The expected outcome of the project will be a presentation at a national meeting and publication in a peer-reviewed journal. A previously completed Master’s thesis can satisfy the requirements for the pre-dissertation projects if the student prepares the paper for presentation and publication during their doctoral program. Students who matriculate to the Ph.D. program without a prior Master’s degree are expected to give a presentation about their pre-dissertation project to the department prior to the end of their fourth semester of study.
[bookmark: _Toc111557076]Comprehensive Examination
All students must pass a written and oral comprehensive examination prior to beginning their dissertation. With the approval of their guidance committee, students may start their comprehensive examination after they have completed nearly all of their required coursework and the pre-dissertation project. Lab rotations, teaching experiences, and optional components of the doctoral program may continue during and after the comprehensive examination.
Students must be registered at MSU during the semester(s) in which they take the written and oral comprehensive examination. Waiver of this requirement may be requested from the Dean of the Graduate School, if: (a) approved by the chair of the department and (b) the examination is administered during the summer session immediately following a spring semester during which the student was registered or immediately prior to a fall semester in which the student will be registered. The comprehensive examination must be passed within 5 years of the student’s first enrollment in the program (or the enrollment date of the first transfer credit, whichever is earlier). Students are responsible for ensuring that relevant forms related to the comprehensive examination are filed by their advisor.
The goal of the examination is to evaluate the student’s ability to integrate previously obtained knowledge while critically evaluating and answering questions about their area of specialization. The comprehensive examination consists of two parts: a written portion and an oral examination.
[bookmark: _Toc481754979][bookmark: _Toc522480376][bookmark: _Toc111557077]Written portion
The student and advisor begin the comprehensive examination process by completing the Request for Written Portion of Comprehensive Examination form. The written portion of the comprehensive examination involves a detailed paper in which the student independently answers a set of questions developed by the student’s doctoral advisor and guidance committee. These questions may address topics related to the student’s area of specialization and the potential direction of the dissertation. 
The student will have 2 weeks in which to prepare answers to the questions. The written document should then be submitted via email to the student’s doctoral advisor and guidance committee members. After the student submits the paper, the committee will have up to 2 weeks to review the document and vote on whether the student may proceed to the oral examination. At least 75% of the committee members must vote in favor of proceeding to the oral examination. The vote may be taken by email.
If the committee members determine that the student may not proceed to the oral examination, they will provide feedback about revisions that must be made before the oral examination can be scheduled. The committee may also specify additional learning experiences that the student must undertake before revising and resubmitting the written document. The timeline for this revision will be determined by the committee, though the overall revision process must be completed by the end of the semester following the initial submission of the written portion.
The student will be given 1 opportunity to revise the written document in this fashion. If, after the student revises the document, the committee determines that the student still may not proceed to the oral examination, the committee will assign a grade of unsatisfactory. The student will then be required to restart the comprehensive examination process from the beginning, with a new set of questions, after completing additional learning experiences on a timeframe specified by the committee. This will count as one of the maximum two attempts allowed to complete the comprehensive examination.
[bookmark: _Toc481754980][bookmark: _Toc522480377][bookmark: _Toc111557078]Oral examination portion
When the guidance committee feels that the student is ready to proceed to the oral portion of the examination, the committee chair will submit the Request for Oral Portion of Comprehensive Examination form. The oral examination provides an opportunity for the committee to explore the student’s written responses in greater depth and to ask about other topics that are relevant to the student’s studies. The examination will be scheduled for 2 hours. The student will start by providing a brief (10- to 15-minute) overview of the responses to the examination questions. The committee will then follow up with additional questions. 
At the option and agreement of the student and committee, the oral presentation and initial question session may be attended by other CSD doctoral students and faculty. The examination must include a closed question session attended only by the student, the committee, and, potentially, the program director and department chairperson.
[bookmark: _Toc522480378][bookmark: _Toc111557079]Outcomes
Following the oral examination, the guidance committee will assign the student’s responses a grade of satisfactory or unsatisfactory and submit the Record of Comprehensive Examination form. At least 75% of the committee members must vote satisfactory for the student to pass the oral examination. An unsatisfactory grade will require the student to repeat all or part of the examination. The committee may request that the student redo only the oral examination; they may request additional revisions to the written examination; or, they may determine that the student must start the comprehensive examination process over again. The committee may assign additional learning activities before the student proceeds with the examination. The comprehensive examination process may only be repeated once. An unsatisfactory grade on the second attempt will result in the student’s termination from the program. Students who satisfactorily complete the comprehensive examination will enter candidacy.
[bookmark: _Toc481754983][bookmark: _Toc111557080]Doctoral Dissertation
The culmination of the doctoral program is the dissertation and its successful defense. Dissertation research may involve experimental, quasi-experimental, descriptive, or other designs. The expectation is that the dissertation research meets the scholarly research standards and practices of the discipline. The dissertation involves original and independent research that makes a significant contribution to knowledge in the field. Although the student will receive input and guidance from the dissertation advisor and dissertation committee, the student is responsible for the development, design, conduct, and writing of the project. Per University policy, the dissertation and oral defense must be completed within 8 years of the student’s first enrollment in the program (or date of the first transfer credit, whichever is earlier).
[bookmark: _Toc481754995][bookmark: _Toc522480379][bookmark: _Toc481754986][bookmark: _Toc111557081]Registration requirements
Students must complete a minimum of 24 and a maximum of 36 dissertation credits (CSD 999) at MSU. Requests for overrides to exceed the maximum of 36 credits of CSD 999 must be directed to the Office of the Registrar (RO). To do so, access the “Request for RNR Override” at the Registrar’s Online Forms Menu. Should the total number of credits go above 45, the RO will confer with the graduate school before considering the request for an exception. Students may not transfer dissertation credits to MSU from another institution. During the semester in which the oral defense is scheduled, students must register for a minimum of 1 credit (dissertation credit or other course) in order to maintain student status. Students may start taking dissertation credits when they become eligible for the comprehensive examination if their examination preparation is related to their dissertation. 
[bookmark: _Toc522480380][bookmark: _Toc111557082]Dissertation chair and committee
Within one semester after passing the comprehensive examination, the student will identify a regular CSD faculty member to serve as the chair of the dissertation committee. The selection of the dissertation chair should be guided by the student’s proposed dissertation topic. The chair may or may not be the primary doctoral advisor or head of the student’s guidance committee. Students may have a joint or co-advisor for the dissertation. The selection of the dissertation committee chair must be approved by the department chairperson. The doctoral program director serves as an ex officio member of all dissertation committees. 
Working with the dissertation committee chair, the student will form a dissertation committee. The committee may or may not have the same membership as the guidance committee. The process for compiling membership of the dissertation committee must follow the same rules as the guidance committee (see Section II), and the membership must be approved by the chair of the department. Students should submit the Request for the Appointment of the Doctoral Dissertation Committee form when they form their committee. The dean of the college (on their own or at the request of the student, committee member, program director, or chairperson) may appoint an outside member to the examining committee, who would have voting rights as per college policy. This outside member will read and critique the dissertation, participate in the oral part of the examination, and submit a report to the dean of the college.
[bookmark: _Toc481754988][bookmark: _Toc522480381][bookmark: _Toc111557083]Prospectus meetings
After the dissertation committee has been formed, the student will submit a prospectus for approval by the committee. The prospectus should be prepared following the electronic thesis and dissertation guidelines found at grad.msu.edu/etd/. The specific format of the prospectus document should be determined by the dissertation director and committee. 
The student will submit the written prospectus document to the committee by email. The committee will have up to 2 weeks to review the document. When the student and committee are ready, they will hold an initial meeting to discuss the project with the student. This meeting will include only the student and the committee members; other individuals may be invited to attend at the discretion of the committee and student. Following this meeting, the student may make changes to the document. Additional drafts of the prospectus may be reviewed by the committee, and additional preparatory meetings may be held as needed, until the committee and student believe that the document is ready for the meeting.
Once the committee has agreed that the prospectus document is ready to be discussed (based on a vote to proceed by 75% of the members of the dissertation committee), the dissertation chair will submit the Request for Dissertation Prospectus Meeting form, and the prospectus meeting will then be scheduled. The prospectus meeting will be scheduled for 2 hours, though students should plan for a longer period of time to allow for sufficient discussion of the project.
During the prospectus meeting, the student will provide an overview of the proposed research for the committee’s input and approval. The initial portion of the meeting will be open to members of the academic community and others. This will include the presentation by the student and questions from the audience. The meeting will then continue with only the committee and relevant faculty (e.g., the department chair and director of the PhD program) in attendance for further discussion of the project. 
Although the prospectus document will have been reviewed by the committee (perhaps multiple times), the prospectus meeting should be viewed as a working meeting, and the presentation should be viewed as a draft of the proposed project, pending additional input from and approval by the committee. The prospectus meeting should not be viewed as an examination to be passed or failed. It is one step in the process of developing the dissertation project that continues until the project is ready to be conducted.
At least 75% of the dissertation committee must approve the prospectus before the student can proceed with the dissertation. If the dissertation committee does not approve the prospectus, the student should work with the committee to revise the prospectus and gain approval before initiating the project. When the committee has agreed that the project can proceed, they will sign the Acceptance of Dissertation Prospectus form.
[bookmark: _Toc481754990][bookmark: _Toc522480382][bookmark: _Toc111557084]Preparation of the dissertation
The dissertation must be prepared in accordance with the guidelines for electronic theses and dissertations, available at: grad.msu.edu/etd/formatting-guide. Copies of dissertations accepted by the CSD department are available at the MSU libraries and in the Oyer building.
[bookmark: _Toc481754991][bookmark: _Toc522480383][bookmark: _Toc111557085]Submission of the dissertation to the dissertation committee
Once the chair of the dissertation committee determines that the dissertation is ready for consideration by the remainder of the committee, the student will submit the dissertation and abstract to the dissertation committee and its chair. This must be done at least six weeks before the end of the semester in which the student plans to graduate. No exceptions to this timeline will be allowed, in order to ensure that there is sufficient time for paperwork and other requirements to be completed within the term.
The dissertation committee will then have up to 2 weeks to review the dissertation. During this time, the committee may request additional information or revisions to the document prior to voting. The committee will consider factors such as the clarity of the writing; the presentation of the rationale, methods, data, results, conclusion, and significance of the findings; and the student’s responses to questions about to the dissertation. At least 75% of the committee must agree that the document is satisfactory before the oral dissertation defense can be scheduled. (Note that this does not mean that further revisions may not be requested by the committee after the oral defense; it simply means that the committee judges the document to be sufficient for the student to proceed to the oral defense.)
[bookmark: _Toc481754992][bookmark: _Toc522480384][bookmark: _Toc111557086]Oral defense of the dissertation
After the committee has determined that the student may proceed to the oral dissertation defense, the advisor will submit the Request for Oral Dissertation Defense form, and the defense will be scheduled. The oral defense must be advertised at least 7 days prior to the date of the meeting. The student should contact the department administrator with the title of the dissertation, the names and titles of the committee members, the date of the oral defense, and the location of the oral defense, so that appropriate notices can be posted.
The oral defense should be scheduled for 2½ hours, though the student should plan for additional time for discussion with the committee after the defense has been completed. The initial part of the defense will be open, that is, faculty, members of the academic community, and members of the public may attend the student’s presentation. Students and faculty should not bring refreshments for the committee or audience to the dissertation defense.
The student will begin the defense by providing an overview of the dissertation project, lasting approximately 30 to 40 minutes. Audience members may then ask questions. This will typically begin with attendees who are not members of the academic community, followed by members of the academic community and members of the committee. Committee members may ask questions at any point in the process. The audience will then be dismissed and the final portion of the examination will begin. Only dissertation committee members, the program director, and the department chairperson may be present during the final examination and voting period.
Following the oral defense, the guidance committee will assign a grade of satisfactory or unsatisfactory to both the oral defense and the written dissertation document, individually, using the Results of the Written Dissertation Paper and Oral Dissertation Defense form. An unsatisfactory grade on the oral defense will require the student to repeat the oral defense, following additional learning activities determined by the committee. An unsatisfactory grade on the written document will require the student to complete additional work on the written document in order to address concerns raised by the committee.
In order for the student to pass the dissertation process, the oral defense and the written dissertation document must each be approved by a positive vote from at least 75% of the dissertation committee, with not more than one dissenting vote from among the MSU regular faculty members of the committee.
[bookmark: _Toc481754993][bookmark: _Toc522480385][bookmark: _Toc111557087]Final submission
Once the committee has approved the dissertation (including all revisions) and oral defense, the student will submit the document to the chair of the dissertation committee for final review and approval. The dissertation chair will then complete the Outcomes of the Dissertation form. The student must submit this form along with a final electronic copy of the dissertation online. Information about electronic submission is available at grad.msu.edu/etd/. 
[bookmark: _Toc481754994][bookmark: _Toc522480386][bookmark: _Toc111557088]Publication of the dissertation
All doctoral dissertations must be submitted to the MSU graduate school using ProQuest-UMI (proquest.com/products-services/dissertations/). Supplementary materials (e.g., video or audio files) may also be submitted to ProQuest with the written approval of the dissertation committee chairperson. The dissertation will be available electronically at the MSU libraries. The abstract will be published online at proquest.com. The student is responsible for all fees associated with publication and distribution of the abstract. An extra fee is required if the dissertation is to be copyrighted. Information about publication through ProQuest is available at etdadmin.com/cgi-bin/main/resources?siteId=295#guides. The student may order bound paper copies of the dissertation for themselves, the department, the dissertation committee, or others through ProQuest-UMI or through alternate means.
[bookmark: _Toc111557089]Requests for hold/embargo on publication of documents submitted to ProQuest
Students submitting a thesis/dissertation to ProQuest can now request a hold/embargo of publication by ProQuest by contacting the Graduate School at msuetds.approval@grd.msu.edu or calling 517 353 3220. In response to the request, the Graduate School will send directly to the student a form that needs to be completed and turned to the Graduate School prior to the document submission to ProQuest. The form needs to be signed by the student’s major professor and by the Associate Dean of the student’s college. The request for the hold/embargo may be for six months, one year or two years. Requests for a period longer than six months must include a brief justification for the length of the requested hold/embargo.
[bookmark: _Toc111557090]Creating an Open Researcher and Contributor ID (ORCID) at the time of submission of electronic documents to ProQuest:
At the time of submission to ProQuest, authors may create an ORCID (if they have not done so previously) that provides a unique identifier for linking research outputs and activities. An ORCID:
Improves recognition of research contributions
Reduces form-filling (enter data once, re-use it often)
Works with many institutions, funders, and publishers
Is a requirement of many journal manuscript submission systems and grant application forms.
To learn more about ORCID go to: https://orcid.org 
[bookmark: _Toc481754996][bookmark: _Toc111557091]Other REQUIREMENTS 
0. [bookmark: _Toc481755013][bookmark: _Toc111557092]Residency
MSU requires all doctoral students to complete at least one year of residence on campus after the initial enrolment in the doctoral degree program. One year is defined as two consecutive semesters in which the student successfully completed at least six graduate credits each semester.
[bookmark: _Toc481755014][bookmark: _Toc111557093]Fees
Refer to reg.msu.edu/AcademicPrograms/Text.asp?Section=112#s416 for a detailed list of Michigan resident and non-resident fees. International students are required to purchase the MSU health insurance plan unless they already have other equivalent coverage. Please see the above webpage for health insurance premium costs and other miscellaneous costs such as vehicle registration, campus bus service, and dissertation-related expenses.
[bookmark: _Toc481755015][bookmark: _Toc111557094]Forms
All CSD forms can be found at the end of this handbook. The forms in the handbook are provided for reference only; students should use the fillable PDF forms document. Forms should be completed, circulated, and signed electronically whenever possible. Graduate school forms can be found at grad.msu.edu/forms. These include the ETD approval form and the DCF progress report.
[bookmark: _Toc111557095]At the end of the program
Students should complete the Checkout Checklist form at the conclusion of their doctoral program. It is important that students return all University property (including keys, resources, and equipment) when they are finished with their program. All students will also receive exit surveys. These will be sent by from 12Twenty, not from MSU Questions can be directed to ExitSurvey@grd.msu.edu. 
[bookmark: _Toc481755016][bookmark: _Toc111557096]DEPARTMENTAL POLICIES: ACADEMIC PERFORMANCE
0. [bookmark: _Toc481755017][bookmark: _Toc111557097]Annual review 
All graduate students at MSU are entitled to periodic evaluation of their progress through their planned doctoral program and their professional potential. The following steps will be taken to ensure a comprehensive and periodic review of each student’s progress in the doctoral program.
Reviews by the guidance committee and faculty advisor will take place at least once per year, in order to review the student’s progress and plans for the coming year. The faculty advisor and student will jointly complete the Annual Ph.D. Progress Report Form. This form will then be filed with the doctoral program director and the chair of the department in the doctoral student’s permanent file. Students who wish to appeal this evaluation may do so in writing to the chair of the department. This written response, if any, will also be placed in the student’s file.
Approximately once per year, the student and the faculty advisor will meet with the doctoral program director or chair of the department to review all aspects of the annual progress report. The student will have the opportunity to discuss with the program director or chair any factors that seem necessary for successful completion of the doctoral program, any issues that may be hindering progress, and any appeal of the faculty advisor/guidance committee’s annual evaluation.
[bookmark: _Toc481755020][bookmark: _Toc111557098]Guidelines for ensuring acceptable academic performance
MSU and the CSD department expect doctoral students to excel in their programs of study. A student’s progress in the doctoral program is evaluated based on competency (indicated by grades in courses, research performance, and development of professional skills) and the rate of progress through the doctoral program. 
[bookmark: _Toc481755021][bookmark: _Toc522480389][bookmark: _Toc111557099]Minimum acceptable grade
Doctoral students must maintain a minimum GPA of 3.0 in their degree program. Note that this minimum standard alone is not a sufficient indicator of satisfactory progress. 
[bookmark: _Toc481755022][bookmark: _Toc522480390][bookmark: _Toc111557100]Outcomes
A student who receives a grade of less than 3.0 must repeat the course with the approval of the guidance committee and the Associate Dean of Graduate Studies of the College. A grade below 3.0 in more than two courses taken for graduate credit will result in an automatic dismissal from the college. When a course for which the grade is less than 3.0 is subsequently repeated, the initial grade will still count toward the dismissal criterion. A graduate student who is automatically dismissed is required to wait a minimum of one academic year before being eligible to re‑apply for admissions to a graduate program in the College of Communication Arts and Sciences. After one year, the student may be re-admitted, contingent upon re-taking and earning a grade of 3.0 or higher in one of the three courses in which a grade below 3.0 was earned. The course to be re-taken may be specified by the Department. Doctoral students will be informed in writing by the guidance committee and the faculty advisor when their academic progress is unsatisfactory. (See GSRR 2.4.) A copy of this notice will be placed in the student’s permanent file.
[bookmark: _Toc481755024][bookmark: _Toc522480391][bookmark: _Toc111557101]Access to student records
Each doctoral student’s academic records will be maintained in the CSD office, keeping in mind the student’s right to privacy and access as guaranteed by the Family Educational Rights and Privacy Act (FERPA). Doctoral students have the right to inspect any of their own educational records (except those that have been waived by the student) such as transcripts, student disciplinary records, and records regarding academic performance. (See GSRR 3.2.3). Information about access to student records can be found here: reg.msu.edu/AcademicPrograms/Text.aspx?Section=112#s542.
[bookmark: _Toc481755025][bookmark: _Toc111557102]INTEGRITY AND SAFETY IN RESEARCH AND CREATIVE ACTIVITIES 
0. [bookmark: _Toc481755026][bookmark: _Toc111557103]Awareness of professional and academic standards
Students will receive several documents on research integrity, including Guidelines for Integrity in Research and Creative Activities (grad.msu.edu/sites/default/files/content/researchintegrity/guidelines.pdf). Students must be well-versed in the specific codes of professional and academic standards described in these and other documents.
[bookmark: _Toc481755027][bookmark: _Toc111557104]Research involving human or vertebrate animal subjects
All research involving human or vertebrate animal subjects must be approved prior to implementation.
Information about the protection of human subjects can be found at: hrpp.msu.edu/.
Information about the protection of animal subjects can be found at: animalcare.msu.edu/. 
[bookmark: _Toc481755030][bookmark: _Toc111557105]Misconduct
Federal and MSU policies define misconduct as encompassing the following: 
[bookmark: _Toc481755031]Fabrication: Any action that involves making up data and recording/reporting them
[bookmark: _Toc481755032]Falsification: Any action that involves manipulating research materials, equipment, or processes, or changing or omitting data such that the research is not accurately represented in the record.
[bookmark: _Toc481755033]Plagiarism: Any action that involves assuming another person’s ideas, processes, results, or words without giving appropriate credit. 
[bookmark: _Toc481755034]Non-compliance with government regulations pertaining to research
[bookmark: _Toc481755035]Retaliation against whistle blowers 
[bookmark: _Toc481755036][bookmark: _Toc111557106]Disciplinary procedures
Students found to have engaged in misconduct may be dismissed from the doctoral program.
The student will be informed of this decision in writing in a timely manner. 
All information regarding the incident that led to the decision of dismissal will be confidential between the student and faculty/administrators with responsibility for the student.
This information will be released only with written permission of the student, unless a grievance procedure is initiated by the student. In that case, information will be released to the grievance committee. 
[bookmark: _Toc481755037][bookmark: _Toc111557107]STUDENT CONDUCT AND CONFLICT RESOLUTION
Each right of an individual places a reciprocal duty upon others to permit the individual to exercise that right. The student, as a member of the academic community, has both rights and duties. Within this community, the student’s most essential right is the right to learn. The University has a duty to provide for the student those privileges, opportunities, and protections which best promote the learning process in all its aspects. The student also has duties to other members of the academic community, the most important of which is to refrain from interference with the rights of others that are equally essential to the purposes and processes of the University.
The Michigan State University Student Rights and Responsibilities (SRR) and the Graduate Student Rights and Responsibilities (GSRR) documents establish the rights and responsibilities of MSU students and prescribe procedures to resolve allegations of violations of those rights through formal grievance hearings. All doctoral students should become familiar with these rights and responsibilities. The documents can be found as follows:
Student Rights and Responsibilities: ombud.msu.edu/university-policies-guidelines 
Graduate Student Rights and Responsibilities: grad.msu.edu/gsrr 
In accordance with the SRR and the GSRR, the CSD Program shall, as needed, establish a Hearing Board for academic grievance hearings involving graduate students who allege violations of academic rights or seek to contest an allegation of academic misconduct (academic dishonesty, violations of professional standards or falsifying admission and academic records). The Hearing Board shall follow all procedures outlined in the GSRR document to ensure consistent and appropriate consideration of academic grievances and complaints. Specific procedures are described later in this document (page 19).
[bookmark: _Toc481755047][bookmark: _Toc111557108]Office of the University Ombudsperson
Conflicts, disagreements, and issues sometimes arise during the course of a graduate program. If students find themselves in this situation and have exhausted the internal resources for resolving the issue, they may contact the Office of the University Ombudsperson.
The Office of the University Ombudsperson provides assistance to students, faculty, and staff in resolving University-related concerns. Such concerns may include student-faculty conflicts, communication problems, concerns about the university climate, and questions about what options are available for handling a problem according to Michigan State University policy. The University Ombudsperson also provides information about available resources, as well as student/faculty rights and responsibilities. The office operates as a confidential, independent, and neutral resource. It does not provide notice to the University; that is, it does not speak or hear for the University. 
The Ombudsperson may be contacted at any point when a confidential conversation or source of information is needed. The Ombudsperson will listen to students’ concerns, give them information about university policies, help them evaluate the situation, and assist in making plans to resolve the conflict. 
Office of the University Ombudsperson
129 N. Kedzie Hall
[bookmark: _Toc481755048](517) 353-8830 / ombud@msu.edu / ombud.msu.edu
[bookmark: _Toc111557109]WORK-RELATED POLICIES
Doctoral students may be awarded graduate assistantships which may take the form of research assistantships or teaching assistantships. The CSD department follows the policies of MSU, the Graduate School and, where applicable, the collective bargaining agreement between MSU and the Graduate Employees Union (GEU). The collective bargaining agreement can be found at: hr.msu.edu/contracts/. Graduate assistants whose primary responsibility is research should refer to the Graduate School website (grad.msu.edu/assistantships/) for additional information about wages, benefits, and other terms and conditions of employment. 
Students who are employed by the department or University in any capacity must follow the requirements and procedures described in the contract and agreements described above. This includes policies related to personal and medical leave (including grief policies), leave for attending professional meetings, and vacations. As employees, students are accountable to the University, so they must follow all policies, including submitting travel pre-authorization forms and informing their advisors and the department about travel plans and other periods of time where they will be away from their jobs.
[bookmark: _Toc481755051][bookmark: _Toc111557110]Dissemination of Graduate Students’ Research
In keeping with MSU’s public mission, the University requires that theses, dissertations and abstracts will become public after the conferral of the degree; embargoes can only be pursued for a limited period (see [1] below). Results that are subject to restrictions for dissemination by funding agencies (see [2] below) cannot be part of any document submitted as a thesis or dissertation to the Graduate School.
[bookmark: _Toc111557111][1] Hold/embargo on publication of documents submitted to ProQuest: 
Students submitting a thesis/dissertation to ProQuest now can request a hold/embargo of publication by ProQuest by contacting the Graduate School at msuetds.approval@grd.msu.edu. In response to the request, the Graduate School will send directly to the student a form that needs to be completed and turned to the Graduate School prior to submission of the document to ProQuest. The form needs to be signed by the student’s major professor and by the Associate Dean of the student’s college. The request for the hold/embargo may be for six months, one year or two years. Requests for a period longer than six months must include a written justification for the length of the hold/embargo.
[bookmark: _Toc111557112][2] Graduate students participating in University Research Organization (URO): uro.egr.msu.edu/
Graduate students involved in a URO project will receive both written documentation and a verbal explanation of any limitations or implications to their current or future academic progress prior to participating on the project.  Students engaging in work for a URO project undergo a 2-step approval process before hiring:  a consultation with a representative of the URO’s office to explain the restrictions on the project, and an interview with the Graduate School Dean or Dean’s designee to discuss the relationship, if any, between their work as graduate students and their participation in the project.  Students must be informed that results that are subject to restrictions for dissemination cannot be part of any document submitted as a thesis or dissertation. As part of their degree program, all graduate students must have research options to ensure the generation of appropriate results to fulfill the degree requirements, and to have data for professional development activities that are integral to their graduate education (e.g., presentations at conferences and research seminars).
[bookmark: _Toc111557113]Additional requirements  for international students
International students should ensure that they meet all of the requirements and follow all guidelines found on the website of the Office for International Students and Scholars (oiss.isp.msu.edu). Specific requirements that must be considered are as follows:
0. [bookmark: _Toc111557114]English Language Testing: MSU Policy Affecting International Teaching Assistants
MSU candidates for TA appointments who were required to demonstrate English proficiency as a condition for regular admission to Michigan State University must also demonstrate that they meet a minimum standard of proficiency in spoken English before they can be assigned teaching work that involves oral communication with undergraduate students. Those International Teaching Assistances (ITAs) who received a waiver of the TOEFL or of other accepted tests of English proficiency for admission, must also meet the requirement of proficiency in spoken English before they are assigned to teaching work that involves oral communication with undergraduate students. To meet this requirement, those ITAs may use any of three options listed below: 
· Presenting a TOEFL iBT speaking section score of 27 or higher.
· Receiving a score of 50 or higher on the MSU Speaking Test
· Taking AAE 451 or AAE 452 (ITA language support courses) and receiving a score of 50 or higher on the ITA Oral Interaction Test (ITAOI).
Individual exceptions from these requirements (on a case-by-case basis in rare circumstances) will be considered by the Graduate School in consultation with the ELC upon the request of the department and with the endorsement of the Associate Dean of the College. MSU requirements for English Language proficiency can be found here: reg.msu.edu/academicprograms/Text.aspx?Section=111#s335 
[bookmark: _Toc481755053][bookmark: _Toc111557115]Accident and health insurance
International students are required to have health and accident insurance. Students are required to purchase the MSU Student Accident and Health Insurance Plan unless they have evidence of alternative insurance equal in benefits and provisions to the Michigan State University plan. Fees for the student's insurance are included with the bill for tuition and fees during registration. Please see the website for MSU Human Resources (hr.msu.edu/students.html) for detailed information regarding student employment benefits. 
[bookmark: _Toc481755054]

[bookmark: _Toc111557116]UNIVERSITY RESOURCES
Following is a list of university resources available to graduate students. In all cases, University policies override all inconsistent provisions that may exist in this handbook.
0. [bookmark: _Toc481755062][bookmark: _Toc111557117]General University Links
Michigan State University: www.msu.edu
Graduate School: grad.msu.edu
Office of the Registrar: reg.msu.edu
Libraries: lib.msu.edu
Human Resources: hr.msu.edu/students.html
Travel information: ctlr.msu.edu/cotravel/ and travelclinic.msu.edu
Resources Center for Persons with Disabilities: rcpd.msu.edu
Cmte. on Institutional Cooperation (CIC): research.msu.edu/tag/committee-on-institutional-cooperation
Student-Parent Resource Center: studentparents.msu.edu
Graduate Student Health and Wellness: grad.msu.edu/wellness
GradPlan: student.msu.edu 
Office for International Students and Scholars: oiss.isp.msu.edu
0. [bookmark: _Toc111557118]Select University Policies (from MSU Graduate Handbook Template 2021)
Academic Programs Catalog
Anti-Discrimination Policy (ADP)
Code of Teaching Responsibility
Disability and Reasonable Accommodation Policy
General Student Regulations
Graduate Students Rights and Responsibilities (GSRR) 
Guidelines for Integrity in Research and Creative Activities
Integrity of Scholarship & Grades
MSU Guidelines for Graduate Student Mentoring and Advising 
“Optimizing Mentoring” site from the Graduate School
MSU-GEU Contract
Policy on Relationship Violence and Sexual Misconduct
[bookmark: _Toc481755056][bookmark: _Toc111557119]Human subjects, animal care, research ethics, environmental safety, student safety
Human Research Protection Program (HRPP): hrpp.msu.edu
Institutional Animal Care and Use Committee (IACUC): animalcare.msu.edu 
Guidelines on Authorship: vprgs.msu.edu/michigan-state-university-guidelines-authorship
Institutional Data Policy: tech.msu.edu/about/guidelines-policies/msu-institutional-data-policy/
[bookmark: _Toc481755058]Student Affairs & Services: studentaffairs.msu.edu/health-wellness-safety/index.html
[bookmark: _Toc111557120]Student funding opportunities
Graduate School: grad.msu.edu/funding/
Office of Financial Aid: finaid.msu.edu/sships.asp
[bookmark: _Toc481755060][bookmark: _Toc111557121]Technology and computing resources 
Center for Statistical Training and Consulting: cstat.msu.edu
MSU Information Technology: tech.msu.edu
[bookmark: _Toc481755061][bookmark: _Toc111557122]Teaching resources 
Learning Design and Teaching: tech.msu.edu/teaching/
Classroom Technology: tech.msu.edu/teaching/computer-labs-classrooms/type-classroom/ 
Certification in College Teaching: grad.msu.edu/CCTP 

[bookmark: _Toc111557123]Graduate Student Academic Grievance Hearing Procedures 
For the Communicative Sciences and Disorders Ph.D. Program
Approved by CSD Faculty (3-20-2015; updated 9-6-2019)
Each right of an individual places a reciprocal duty upon others: the duty to permit the individual to exercise the right. The student, as a member of the academic community, has both rights and duties. Within that community, the student’s most essential right is the right to learn. The University has a duty to provide for the student those privileges, opportunities, and protections which best promote the learning process in all its aspects.
The student also has duties to other members of the academic community, the most important of which is to refrain from interference with those rights of others which are equally essential to the purposes and processes of the University. (GSRR Article 1.2)

The Michigan State University Student Rights and Responsibilities (SRR) and the Graduate Student Rights and Responsibilities (GSRR) documents establish the rights and responsibilities of MSU students and prescribe procedures to resolve allegations of violations of those rights through formal grievance hearings. In accordance with the SRR and the GSRR, the Communicative Sciences and Disorders PhD Program has established the following Hearing Board procedures for adjudicating graduate student academic grievances and complaints. (See GSRR 5.4.)
i. JURISDICTION OF THE CSD PhD PROGRAM HEARING BOARD: 
1. The Hearing Board serves as the initial Hearing Board for academic grievance hearings involving graduate students who allege violations of academic rights or seek to contest an allegation of academic misconduct (academic dishonesty, violations of professional standards or falsifying admission and academic records). (See GSRR 2.3 and 5.1.1.) 
2. Students may not request an academic grievance hearing based on an allegation of incompetent instruction. (See GSRR 2.2.2) 
ii. COMPOSITION OF THE HEARING BOARD: 
1. Within 10 days of receiving a written request for an academic grievance hearing, a Hearing Board shall be established by the Department Chair in the following manner: A hearing panel shall consist of 5 members – three faculty drawn by lot from the unit faculty and two students drawn by lot from the Graduate Student Advisory Committee. All drawings shall be conducted by the Department Chair. The committee shall exclude any faculty or students involved in the grievance, prompting a redrawing by lot by the Chair. The Department Chair shall notify each party of the names drawn for the hearing panel. 
2. The Chair of the Hearing Board shall be the faculty member with rank who shall vote only in the event of a tie. In addition to the Chair, the Hearing Board shall include an equal number of voting graduate students and faculty. (See GSRR 5.1.2, and 5.1.5.) 
3. The Program will train hearing board members about these procedures and the applicable sections of the GSRR. (See GSRR 5.1.3.) 
iii. REFERRAL TO THE HEARING BOARD: 
1. After consulting with the instructor and appropriate unit administrator, graduate students who remain dissatisfied with their attempt to resolve an allegation of a violation of student academic rights or an allegation of academic misconduct (academic dishonesty, violations of professional standards or falsifying admission and academic records) may request an academic grievance hearing. When appropriate, the Department Chair, in consultation with the Dean, may waive jurisdiction and refer the request for an initial hearing to the College Hearing Board. (See GSRR 5.3.6.2.) 
2. At any time in the grievance process, either party may consult with the University Ombudsperson. (See GSRR 5.3.2.) 
3. In cases of ambiguous jurisdiction, the Dean of The Graduate School will select the appropriate Hearing Board for cases involving graduate students. (See GSRR 5.3.5.) 
4. Generally, the deadline for submitting the written request for a hearing is the middle of the next semester in which the student is enrolled (including Summer). In cases in which a student seeks to contest an allegation of academic misconduct and the student’s dean has called for an academic disciplinary hearing, the student has 10 class days to request an academic grievance to contest the allegation. (See GSRR 5.3.6.1 and 5.5.2.2.) 
5. If either the student (the complainant) or the respondent (usually, the instructor or an administrator) is absent from the university during that semester, or if other appropriate reasons emerge, the Hearing Board may grant an extension of this deadline. If the university no longer employs the respondent before the grievance hearing commences, the hearing may proceed. (See GSRR 5.4.9.) 
6. A written request for an academic grievance hearing must (1) specify the specific bases for the grievance, including the alleged violation(s), (2) identify the individual against whom the grievance is filed (the respondent) and (3) state the desired redress. Anonymous grievances will not be accepted. (See GSRR 5.1 and 5.3.6.) 
iv. PRE-HEARING PROCEDURES
1. After receiving a graduate student's written request for a hearing, the Chair of the Department will promptly refer the grievance to the Chair of the Hearing Board. (See GSRR 5.3.2, 5.4.3.) 
a. Within 5 class days, the Chair of the Hearing Board will: 
i. forward the request for a hearing to the respondent; 
ii. send the names of the Hearing Board members to both parties and, to avoid conflicts of interest between the two parties and the Hearing Board members, request written challenges, if any, within 3 class days of this notification; 
iii. rule promptly on any challenges, impanel a Hearing Board and send each party the names of the Hearing Board members. If the Chair of the Hearing Board is the subject of a challenge, the challenge shall be filed with the Dean of the College, or designee. (See GSRR 5.1.7.) 
iv. send the Hearing Board members a copy of the request for a hearing and the written response, and send all parties a copy of these procedures. 
b. Within 5 class days of being established, the Hearing Board shall review the request, and, after considering all requested and submitted information:
i. accept the request, in full or in part, and promptly schedule a hearing. 
ii. reject the request and provide a written explanation to appropriate parties; e.g., lack of jurisdiction. (The student may appeal this decision.) 
iii. the GSRR allows the hearing board to invite the two parties to meet with the Hearing Board in an informal session to try to resolve the matter. Such a meeting does not preclude a later hearing. However, by the time a grievance is requested all informal methods of conflict resolution should have been exhausted so this option is rarely used. (See GSRR 5.4.6.) 
2. If the Hearing Board calls for a hearing, the Chair of the Hearing Board shall promptly negotiate a hearing date, schedule an additional meeting only for the Hearing Board should additional deliberations on the findings become necessary, and request a written response to the grievance from the respondent. 
3. At least 5 class days before the scheduled hearing, the Chair of the Hearing Board shall notify the respondent and the complainant in writing of the (1) time, date, and place of the hearing; (2) the names of the parties to the grievance; (3) a copy of the hearing request and the respondent's reply; and (4) the names of the Hearing Board members after any challenges. (See GSRR 5.4.7.) 
4. At least 3 class days before the scheduled hearing, the parties must notify the Chair of the Hearing Board the names of their witnesses and advisor, if any, and request permission for the advisor to have voice at the hearing. The chair may grant or deny this request. The Chair will promptly forward the names given by the complainant to the respondent and visa versa. (See GSRR 5.4.7.1.) 
5. The Chair of the Hearing Board may accept written statements from either party's witnesses at least 3 class days before the hearing. (See GSRR 5.4.9.) 
6. In unusual circumstances and in lieu of a personal appearance, either party may request permission to submit a written statement to the Hearing Board or request permission to participate in the hearing through an electronic communication channel. Written statements must be submitted to the Hearing Board at least 3 class days before the scheduled hearing. (See GSRR 5.4.9c.) 
7. Either party to the grievance hearing may request a postponement of the hearing. The Hearing Board may either grant or deny the request. (See GSRR 5.4.8.) 
8. At its discretion, the Hearing Board may set a reasonable time limit for each party to present its case, and the Chair of the Hearing Board must inform the parties of such a time limit in the written notification of the hearing. 
9. Hearings are closed unless the student requests an open hearing, which would be open to all members of the MSU community. The Hearing Board may close an open hearing to protect the confidentiality of information or to maintain order. (See GSRR 5.4.10.4.) 
10. Members of the Hearing Board are expected to respect the confidentiality of the hearing process. (See GSRR 5.4.10.4.and 5.4.11.) 
v. HEARING PROCEDURES:  The Hearing will proceed as follows: 
1. Introductory remarks by the Chair of the Hearing Board: The Chair of the Hearing Board introduces hearing panel members, the complainant, the respondent and advisors, if any. The Chair reviews the hearing procedures, including announced time restraints for presentations by each party and the witnesses, and informs the parties if their advisors may have a voice in the hearings and if the proceedings are being recorded. Witnesses shall be excluded from the proceedings except when testifying. The Chair also explains: 
2. In academic grievance hearings in which a graduate student alleges a violation of academic rights, the student bears the burden of proof. 
3. In hearings in which a graduate students seeks to contest allegations of academic misconduct, the instructor bears the burden of proof. 
4. All Hearing Board decisions must be reached by a majority of the Hearing Board, based on a "clear and convincing evidence." (See GSRR 8.1.18.) 
5. (See GSRR 5.4.10.1 and 8.1.18.) For various other definitions, see GSRR Article 8.) 
6. If the complainant fails to appear in person or via an electronic channel at a scheduled hearing, the Hearing Board may either postpone the hearing or dismiss the case for demonstrated cause. (See GSRR 5.4.9a.) 
7. If the respondent fails to appear in person or via an electronic channel at a scheduled hearing, the Hearing Board may postpone the hearing, hear the case in the respondent's absence, or dismiss the case. (See GSRR 5.4.9-b.) 
8. If the respondent is absent from the University during the semester of the grievance hearing or no longer employed by the University before the grievance procedure concludes, the hearing process may still proceed. (See GSRR 5.3.6.1.) 
9. To assure orderly questioning, the Chair of the Hearing Board will recognize individuals before they speak. All parties have a right to speak without interruption. Each party has a right to question the other party and to rebut any oral or written statements submitted to the Hearing Board. (See GSRR 5.4.10.2.) 
10. Presentation by the Complainant: The Chair recognizes the complainant to present without interruption any statements relevant to the complainant's case, including the redress sought. The Chair then recognizes questions directed at the complainant by the Hearing Board, the respondent and the respondent's advisor, if any. 
11. Presentation by the Complainant's Witnesses: The Chair recognizes the complainant's witnesses, if any, to present, without interruption, any statement directly relevant to the complainant's case. The Chair then recognizes questions directed at the witnesses by the Hearing Board, the respondent, and the respondent's advisor, if any. 
12. Presentation by the Respondent: The Chair recognizes the respondent to present without interruption any statements relevant to the respondent's case. The Chair then recognizes questions directed at the respondent by the Hearing Board, the complainant, and the complainant's advisor, if any. 
13. Presentation by the Respondent's Witnesses: The Chair recognizes the respondent's witnesses, if any, to present, without interruption, and statement directly relevant to the respondent's case. The Chair then recognizes questions directed at the witnesses by the Hearing Board, the complainant, and the complainant's advisor, if any. 
14. Rebuttal and Closing Statement by Complainant: The complainant refutes statements by the respondent, the respondent's witnesses and advisor, if any, and presents a final summary statement. 
15. Rebuttal and Closing Statement by Respondent: The respondent refutes statements by the complainant, the complainant's witnesses and advisor, if any, and presents a final summary statement. 
16. Final questions by the Hearing Board: The Hearing Board asks questions of any of the participants in the hearing. 
vi. POST-HEARING PROCEDURES
Deliberation: 
1. After all evidence has been presented, with full opportunity for explanations, questions and rebuttal, the Chair of the Hearing Board shall excuse all parties to the grievance and convene the Hearing Board to determine its findings in executive session. When possible, deliberations should take place directly following the hearing and/or at the previously scheduled follow-up meeting. (See Section IV.D above.) 
Decision: 
2. In grievance (non-disciplinary) hearings involving graduate students in which a majority of the Hearing Board finds, based on a "clear and convincing evidence," that a violation of the student's academic rights has occurred and that redress is possible, it shall recommend an appropriate remedy to the Department Chair or School Director. Upon receiving the Hearing Board’s recommendation, the Department Chair or School Director shall implement an appropriate remedy, in consultation with the Hearing Board, within 3 class days. If the Hearing Board finds that no violation of academic rights has occurred, it shall so inform the Chair or Director. The Chair of the Hearing Board shall promptly forward copies of the final decision to parties and the University Ombudsperson.  (See GSRR 5.4.11.) 
3. In grievance (non-disciplinary) hearings involving graduate students in which the Hearing Board serves as the initial hearing body to adjudicate an allegation of academic dishonesty and, based on a "clear and convincing evidence," the Hearing Board finds for the student, the Hearing Board shall recommend to the Department Chair or School Director that the penalty grade be removed, the Academic Dishonesty Report be removed from the student's records and a "good faith judgment" of the student's academic performance in the course take place. If the Hearing Board finds for the instructor, the penalty grade shall stand and the Academic Dishonesty Report regarding the allegation will remain on file, pending an appeal, if any to the College Hearing Board within 5 class days of the Hearing Board's decision. If an academic disciplinary hearing is pending, and the Hearing Board decides for the instructor, the graduate student's disciplinary hearing before either the College Hearing Board or the Dean of The Graduate School would promptly follow, pending an appeal, if any, within 5 class days. (See GSRR 5.5.2.2 and 5.4.12.3) 
4. Written Report: 
5. The Chair of the Hearing Board shall prepare a written report of the Hearing Board’s findings, including recommended redress or sanctions for the complainant, if applicable, and forward a copy of the decision to the appropriate unit administrator within 3 class days of the hearing. The report shall indicate the rationale for the decision and the major elements of evidence, or lack thereof, that support the Hearing Board's decision.
6. The administrator, in consultation with the Hearing Board, shall then implement an appropriate remedy. The report also should inform the parties of the right to appeal within 5 class days following notice of the decision, or 5 class days if an academic disciplinary hearing is pending. The Chair shall forward copies of the Hearing Board’s report and the administrator’s redress, if applicable, to the parties involved, the responsible administrators, the University Ombudsperson and the Dean of The Graduate School. All recipients must respect the confidentiality of the report and of the hearing board's deliberations resulting in a decision. (See GSRR 5.4.12 and 5.5.2.2) 
vi. APPEAL OF THE HEARING BOARD DECISION: 
1. Either party may appeal a decision by the Hearing Board to the College Hearing Board for cases involving (1) academic grievances alleging violations of student rights and (2) alleged violations of regulations involving academic misconduct (academic dishonesty, professional standards or falsification of admission and academic records.) (See GSRR 5.4.12.)
2. All appeals must be in writing, signed and submitted to the Chair of the College Hearing Board within 5 class days following notification of the Hearing Board's decision. While under appeal, the original decision of the Hearing Board will be held in abeyance. (See GSRR 5.4.12, 5.4.12.2 and 5.4.12.3.) 
3. A request for an appeal of a Hearing Board decision to the College Hearing Board must allege, in sufficient particularity to justify a hearing, that the initial Hearing Board failed to follow applicable procedures for adjudicating the hearing or that findings of the Hearing Board were not supported by the "clear and convincing evidence." The request also must include the redress sought. Presentation of new evidence normally will be inappropriate. (See GSRR 5.4.12.1, 5.4.12.2 and 5.4.12.4.) 
vii.	RECONSIDERATION: 
1. If new evidence should arise, either party to a hearing may request the appropriate Hearing Board to reconsider the case within 30 days upon receipt of the hearing outcome. The written request for reconsideration is to be sent to the Chair of the Hearing Board, who shall promptly convene the Hearing Board to review the new material and render a decision on a new hearing. (See GSRR 5.4.13.) 

FILE COPY: The Chair of the Department shall file a copy of these procedures with the Office of the Ombudsperson and with the Dean of The Graduate School. (See GSRR 5.4.1.) 

image1.tiff




image2.gif




